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Introduction 

 

The creation of this handbook accomplishes two goals: collecting needed procedures and 

forms for Student Organizations and preserving these procedures and forms in a uniform mode 

from year to year. 

By the use of this handbook, the Western Student Organizations/Clubs and Advisors will 

have immediate access to Western policies for student organizations and clubs. This includes the 

using of campus facilities, traveling, food service procedures, fundraising, and funding student 

activities.  

Review of The Student Organization Handbook is scheduled on a yearly basis allowing 

the forms and information to be updated for Western and student needs. 

When in doubt of a procedure or policy, the advisor is responsible for communicating 

and clarifying the policy/procedure for the organization.  If the advisor is unclear or the policy is 

not in this handbook, answers can be found at the Student Life Office in room 100 in the Kumm 

Center.  A training session will be provided for both advisors and student leaders at the 

beginning of each academic year.
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C0206 CODE OF ETHICS FOR EMPLOYEES (A Summary for Advisors) 
 
High standards of ethical and professional behavior are essential to the realization of Western's goals. In order to achieve 
these goals, it shall be the constant endeavor and duty of all District employees to: 
 

1. Observe high moral and ethical standards in fulfilling their job responsibilities to maintain public trust in 
their positions.  

2. Obey all local, state and national laws related to the circumstances of the employees job, and carry out in 
good faith and with due diligence all policies and regulations established by the District Board.  

3. Discharge their duties with fairness, integrity and professionalism; and carry out all lawful and applicable 
directives of the District Board, appropriate supervisors and the President.  

4. Carry out the intent of Wisconsin's Code of Ethics for Local Government Officials and Employees.  
5. Perform their duties in the best interests of all citizens of the District, treating all citizens and agencies 

fairly, and without special consideration of one individual or agency over another.  
6. Refrain from using their positions to obtain ulterior financial or other personal or family gain, or such gains 

for any agency or organization with which the employees are associated. Any salary or other 
compensation received by employees from the District for services performed does not constitute 
"financial gain" as the term is used in this context.  

7. Act with high moral and ethical standards in the use of technology in the District.  
 

The ethical standards specifically set forth below are intended to discourage or prevent employee conflicts of interest and 
to improve service to the public. The District Board specifically prohibits those activities that will cause a conflict of interest 
for employees or for the District. These include, but are not limited to, the following:  
 

Use of District Time, Facilities, Equipment or Supplies 
 

Employees shall not use the District's time, facilities, equipment or supplies for personal gain or advantage. 
 

Acceptance of Gifts or Favors 
 

Employees shall not solicit or receive, directly or indirectly, anything of value, including but not limited to, any gift, loan, 
favor or service, which reasonably could be expected to influence them in the discharge of their duties or reasonably 
could be considered as reward for any official action or interaction on their part.  
 

Use of Confidential Information 
 

Employees shall use confidential information appropriately and with respect for the rights of individuals. Employees shall 
not use confidential information for personal gain or to the detriment of the District. 
 

Other Prohibited Activities  
 
Employees shall not engage in or have a financial interest in any activity that raises a reasonable question of a conflict of 
interest with their duties and responsibilities as employees:  
 
Employees found to have violated this Code of Ethics may be disciplined, up to and including discharge. Disciplinary 
action affecting employees in a certified bargaining unit shall be taken in accordance with the applicable provisions of the 
labor agreement. Disciplinary actions affecting non bargaining unit employees may include: written reprimand, reduction in 
pay or position, suspension without pay, and/or discharge. 
 
NOTE: This is only a summary, to view the Code of Ethics for Employees in its entirety visit: 

http://wire1.westerntc.edu/policy/c0206.htm 

 

 

 

 

http://wire1.westerntc.edu/policy/c0206.htm
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Club Officers: 

As part of the club sanctioning process, each club is required to submit the names and contact 

information for each of its officers and advisors, as well as a club roster.  If during the academic year, 

any officers or advisors should change, the club needs to notify the Student Activities Specialist (Ge 

Vang) in K-100 of the change. 

 

Constitution/Bylaw: 

Western‟s Student Government is governed by the Student Government Constitution and Bylaw.  

Parliamentary procedures will be used at all General Assembly meetings.  A copy of the Constitution 

and Bylaw can be found on pages 13-23. 

 

Drug and Alcohol Policy: 

Western Technical College recognizes the serious threats that alcohol and other substance abuse present 

to individuals, the College, and society.  The College also recognizes that drug and alcohol dependency 

or abuses are major health problems, as well as safety and security problems.  The College is committed 

to addressing this and related issues through activities, programs and educational efforts. 

 

Alcohol Use at On-Campus Functions 
Alcohol use at on-campus student sponsored activities, events and functions is prohibited.  Exceptions to 

this practice can be made by the College President or designee in accordance with the institution‟s 

policy on alcohol. 

 

Alcohol Use by Students at Off-Campus Functions 
While attending College funded functions and activities such as retreats, conferences, meetings, and 

trips off-campus, students are responsible to refrain from the unauthorized or illegal use, possession, or 

distribution of illegal drugs and/or alcohol.  These functions include lodging (no alcohol is allowed in 

rooms paid for by College funds), travel to and from events, and anytime anyone is representing 

Western.  Any student, regardless of age, that is found to be distributing illegal drugs and/or alcohol is 

subject to College disciplinary procedures as well as prosecution by local authorities.  Alcoholic 

beverage consumption by those of legal drinking age shall not interfere with any scheduled program, nor 

shall it negatively impact other delegates. 

 

Students have the right to a smoke-free, drug-free, and alcohol-free learning environment.  Any off-

campus events sponsored by the College shall be alcohol free.  Any use of alcohol at the events is 

strictly prohibited.  Also, students are responsible to interact in ways which will not interfere with the 

educational process and/or any Western sponsored activity. 

 

Advisors are prohibited from buying any alcohol for student regardless of their age. 
 

It should be understood that the advisor for the organization/club is the authorized College 

representative and as such, may dismiss any student from the conference and/or activities for conduct 

related to alcohol or other illegal drugs or if it is determined that the action is unbecoming/detrimental to 

the individual, group, or College.  The advisor will then meet with the staff of the Student Life Office to 

begin disciplinary action, if necessary. 

 

Advisors for the group traveling on a College funded function, are required to hold a pre-trip/conference 

orientation outlining with the participants topics such as the details of the trip including departure times 
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and destinations, responsibilities of the students attending, as well as reviewing the College Student 

Code of Conduct, including alcohol and other drug abuse.  Advisors will also be required to obtain from 

each student participant a completed Western Technical College Student Co-Curricular Travel Conduct 

Code and Student Trip/Participation Waiver and Release forms.  The advisor will also be required to 

complete the Student Travel Reporting Form.  These forms will be kept on file in the Student Life 

Office, and should an emergency occur, will be used to contact the appropriate emergency contacts. 

 

Western will also honor a Good Samaritan Practice 

The Good Samaritan Practice is designed to prevent dangerously intoxicated students from having 

medical care withheld for fear of formal conduct action.  All members of the College community are 

encouraged to seek immediate medical or security assistance for students whose health and well-being 

may be at risk due to over consumption of alcohol and/or drugs.  Under the Good Samaritan Practice, 

neither the individual calling nor the student in need of assistance will be subject to formal College 

conduct action related to the alcohol and drug policy.  The individuals involved may be asked to meet 

with a member of the Student Services staff, but no formal conduct action will be taken against the 

individuals unless the individuals involved demonstrate a repeated lack of care concerning their well-

being and the well-being of the College community.  If other infractions of College policy occur, such as 

but not limited to property damage or assault, the Good Samaritan Practice does not apply.  

Alcohol and Drug Testing Policy 

As per the Western Technical College Alcohol and Drug Policy for Employees and Students (C0105), 

Western is committed to maintaining a drug-free learning and work environment.   
 

To ensure a safe and effective learning and work environment, and to provide a tool for faculty and staff 

to use in identifying and responding to situations where student drug and/or alcohol use is suspected, a 

drug/alcohol testing policy has been created.   
 

Student Drug/Alcohol Testing Policy 
 

Any student at Western who appears to be impaired or under the influence of alcohol or a controlled 

substance may be required to submit to drug and/or alcohol testing (paid for by the College) under the 

following circumstances: 

 

1. If a faculty or staff member has reasonable cause to believe that the student is impaired or under the 

influence of a controlled substance(s), abused prescription drug(s), alcohol, or other mind-altering 

substance(s). 

 

2. If a student is involved in an accident or incident where safety precautions were violated by a careless 

act resulting in injury to a person or damage to equipment. 

 

Student Drug and Alcohol Parental Notification Policy  
 
The Vice President of College Relations and Student Services, the Student Development Manager, and/or 

designee  has the authority and reserves the right to notify parents or guardians when students have committed 

serious or repeated violations of university policies, local and/or state laws related to the drug and alcohol policy. 
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CATERING 

 

The “no-frills” catering menu was developed to help student clubs on a limited budget with their catering needs.  

All items purchased off the “no-frills” catering menu will be picked up in the TC Café between the hours of 

9:00 am and 6:00 pm, Monday-Thursday and between 9:00am-1:00 pm on Friday, unless special arrangements 

are made with the catering staff.  Catering staff can deliver to any campus building for a $20 delivery charge 

(delivery charge is waived for any order over $100).  Catering orders must be ordered five days prior to the 

event date and cancellations must be made within 24 hours of the event. 

 

The catering menu can be viewed on the WIRE under Catering/no-frills menu.  To submit orders, please contact 

our Catering Manager by telephone at 789-6155 or e-mail at catering@westerntc.edu. 

 

STUDENT ORGANIZATION FUNDRAISING OPPORTUNITIES 

 

Bake/Food Sale:  Student clubs are authorized to hold bake or food sales of non-potentially hazardous foods.  

Examples of non-potentially hazardous foods include individually wrapped potato chips, bagels, non-dairy or 

non-cream-billed brownies, cookies, donuts, cupcakes, popcorn, and food products that are made and contained 

by a licensed producer that are to be sold in the original container and do not require temperature control. 

In the event a student club would like to sell potentially hazardous foods, it is required that they work with 

Western Food Service staff to accomplish their fundraising goals.   

 

Courtyard BBQ:  Western‟s Food Service has created a program to assist student clubs with their fundraising 

efforts.  Working cooperatively with Western‟s Food Service department, student organizations can request to 

have an outdoor BBQ with a portion of the proceeds benefiting the student organization.  We will allow one 

BBQ fundraiser per month during the months of March, April, May, August, September, and October.  Priority 

will be given to those groups that contact us the earliest and show strong involvement from its members during 

the planning and support of the event.  Please contact our Catering Manager by telephone at 789-6155 or e-mail 

at catering@westerntc.edu. 

 

LUNDA CENTER 

 

The Lunda Center is a Corporate and Community Training Center on the La Crosse Campus.  The Lunda 

Center can be used for club events at no charge as long as the event fits within the scope of the club‟s mission.  

To reserve a room for your event, please contact the Lunda Center Director by telephone at 789-6030 or e-mail 

at lundacenter@westerntc.edu. 

 

Food and beverages are not allowed to be brought into the Lunda Center.  Catering for your event can be 

purchased by contacting our Catering Manage by telephone at 789-6155 or e-mail at catering@westerntc.edu. 

 

 

 

 

 

mailto:catering@westerntc.edu
mailto:catering@westerntc.edu
mailto:lundacenter@westerntc.edu
mailto:catering@westerntc.edu
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Funding/Financing: 

 Activity Grants 

Student Government has funded an Activity Grant Program to help student organizations sponsor campus wide 

events. Application forms for these grants are available at the back of the handbook (page 25).  A student 

organization can receive up to $100 to cover the expenses of offering an event that is open to all students.  

Examples of programs funded include awards or publicity to the Student Nurses Association for a Blood Drive or 

other charity fundraiser, funding to cover hot chocolate and cookies for the Criminal Justice Club‟s “Give Death a 

Holiday” promotion, and funding for publicity and candy when the Respiratory Therapy students promote the 

Great American Smokeout.  

These grants funds are not available for clubs to promote or conduct fundraisers for their own organization.  

 Club Balances 

Statements are issued monthly (every Monday, Wednesday and Friday).  They are available on-line at the 

following link: http://www.westerntc.edu/clubreports/StudentClubStmt.htm 

It is important that the treasurer and advisor of each club carefully review your statement for accuracy on a 

monthly basis. If there are any discrepancies, questions, addresses or officers change: contact the Business Office.  

Checks will not be issued if funds are not available. 

The Dean of Students (Shelley McNeely) and the Business Office can pre-approve exceptions. 

 Deposits 

Deposits to club accounts can be made at the Business Office (R-221): 

 Include total of deposit 

 Indicate purpose of deposit 

 Include account number 

A receipt will be issued at the time of deposit for you to include with your records. 

 Sanction Fees 

In order to be a recognized organization/club on campus, each organization/club must apply for sanctioning.  

Sanctioning is granted by the voting members of the Student Government at the first General Assembly meeting 

in October.  All sanctioning forms are due to the Student Life Office by the third week in September.   

Only brand new (never before sanctioned) student organization/club will receive a $200 stipend from the Student 

Government Club Fund to be used at the club‟s discretion. 

Clubs must be sanctioned in order to:  use College funds (including travel grants), use the College‟s name and 

logo, and be considered tax exempt. 

 Withdrawals 

All withdrawals from the club account must be done through a requisition.  The advisor and/or club treasurer can 

request a requisition book from Diana Hanson in the Business Office (R-221). 

 The account number is the expense account number for your club.  If you need account number 

information, contact Ge Vang at the Student Life Office. 

 Fill out the requisition form including complete payment address information 

 Include receipts and or invoices as appropriate – required for reimbursements 

 Obtain approving signature from club advisor 

 Submit white and yellow copies of the requisition along with receipts to the Business Office for check 

processing 

http://www.westerntc.edu/clubreports/StudentClubStmt.htm


 

 10 

Allow a minimum of one week turn-a-round time.  All checks are mailed out unless a request to pick them up 

is clearly indicated on the requisition. 

 

Fundraising: 

Fundraisers 

The District sponsors your Student Organization and your use of the District‟s good name carries some 

obligations.  

 Your advisor MUST approve all student organization fundraisers 

 If the fundraiser is to be held on campus, you need to register your fundraiser with the Student 

Life Office at least two weeks prior to event 

 For fundraisers involving selling of food on campus, you need to register your fundraiser with 

the Student Life Office and meet with Kim Moen from the cafeteria to go over food handling 

guidelines.  All food items need to be made in commercial kitchen or pre-packaged 

 All cash must be handled consistently with the District Cash Handling Policies 

 All incomes must be deposited in your account with the Business Office 

 All payments for expenses must be requisitioned from your account 

Student Organizations are not allowed to keep independent accounts in local financial institutions. 

Raffles 

Raffles are regulated by the State of Wisconsin, Division of Gaming. 

Contact Janet Itnyre – Business Office R-221, for procedures and license number regarding ANY type 

of raffle on campus (ticket raffle, silent auction, 50/50, etc.).  Failure to do so could jeopardize the 

College‟s license status. 

The Business Office must approve raffle tickets before the tickets are printed. 

Taxable/Non-taxable Status 

Any merchandise sold by clubs is considered taxable. We suggest you include tax in your asking price. 

When the proceeds are deposited into your club account, a 5.5% sales tax will be automatically deducted 

by the Business Office. 
 

 

New Clubs: 

If interested in establishing a new club, contact the Student Activities Specialist (Ge Vang) in K-100.  

Each new club must have a minimum of four (4) members, a Western staff person agree to be advisor, 

apply for sanctioning, and turn in an electronic copy of the club‟s constitution to Ge Vang. 
 

Room Reservations: 

Student organizations are encouraged to work with their advisor to reserve rooms for their meetings. The 

Student Life Office will offer assistance with campus reservations for special events conducted by 

student organizations. 
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Travel: 

General Travel Policy 

Any student group or organization, including class field trips, traveling over 100 miles away from 

campus must fully complete ALL the forms included in the Travel Packet (pages 32-42).  Prior to 

travel, each advisor and/or instructor must meet with the group to go over the information in the 

travel packet. Student organizations seeking financial assistance from Student Government must also complete 

the Club Travel Grant Application.  All forms are to be returned to the Student Life Office, K-100 in a timely 

manner. 

 

All travel should be planned with the principles of fiscal austerity in mind.  Government discounts should be 

requested from hotels and motels, and sales tax exemptions apply. 
 

Group travel should pool transportation and hotel expenses where applicable and possible.   
 

Travel is limited to activities or events relating to the student‟s continued education and professional 

development, and/or to the promotion of the College and/or to the enhancement of his or her educational success. 

 

An advisor should always accompany students on college trips.  If an advisor cannot accompany the 

students on a trip, the club/organization must fill out an “Advisor Waiver Form” 20 days in advance to 

request special permission.   

 
NOTE: See new Student Club Organization Travel Policy and updated Travel Grant Funding policy in Travel 

Grant Packet (pages 33-43). 
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Appendix A -- Western Student Clubs/Organizations for 2010-2011 
CLUB ADVISOR RM.  #  

ABC (All „Bout Children) Tracy Craker CCE-106 

  Sharon Engh CCE-105 

ACRO (Air Cond.  & Ref Org.) Ric Tuma C-140E 

ASHRAE (Amer. Soc. Htg. Ref. & Air Cond.) John Flanagan C-140D 

Biomedical Electronics Org. Fred Dorau K-301 

BPA (Business Professionals of America) Kari Knower  B-210G 

Campus Crusade for Christ Eddie Hale C-109M 

  Rick Powers C-213F 

Clinical Lab Tech HOS Carolyn Byom H-4086 

Coulee Region Architecture Loren Anderson C-231 

  Mike Poellinger C-238A 

Criminal Justice Association Brian Joyner T-224 

Dental Hygiene Club  Rhonda Akeson H-1022 

DisAbility Support Specialist Club      Denise Lorenz H-4061 

Electronics Club Dave Bates K-301B 

Fire Fighter Club Gordon Billings Sparta 

Foods Club Deb Klug K-28 

  Michael Oliver K-28 

  Margaret Ninneman K-28 

Graphics Club Lane Butz C-109G 

Instructional Assistant Club Patty Fellows F-103 

Interior Design Debbie Barr C-301 

  Janelle Byrus D-301 

Landscape Horticulture Pete Bemis C-144C 

Multi-Cultural Club Nhia Vang R-164B 

  Bernard Black R163C 

PAVE Noille Webber   

Phi Theta Kappa (Beta Nu Chi Chapter) Dan Rooney C-213 

  Linda Duffy C-236 

PAS-Postsecondary Ag. Student Warren Pickar C-139 

  Tracy Harper C-144 

Radiography Club Tricia Pedretti H-4082 

Respiratory Club Lynn Lenz K-203 

  Susan Evans K-203 

SHRM  (Society for Human Resource Managers) Dan Wilson B-204D 

  Lori Olson B-202E 

SkillsUSA - Auto Brian Kanable Auto 

  Phil Solberg Auto 

SkillsUSA Diesel Casey Eglinton  Diesel 

  Ron Borek Diesel 

SkillsUSA Wood Tech  Scott Erdman T-119 

  Dick Cantlon T-119 

Welding Club Jeffery Cermak T-113 

Student Nursing Association Judy Limberg K-202 

Student Occupational Therapy Assoc.  Chris Krueger H-4041 

Viroqua Student Council Cindy Guist Viroqua Campus 

WMMA (Wis.Marketing and Management Assoc.) Barb Ebner B-116 

 

 



 

 13 

Appendix B – Student Government Constitution 
 

Western Technical College  
Student Government Constitution  

  (Draft 7 of Constitution as presented by Legislative & Bylaws Committee) 

PREAMBLE 

  

We, the members of the Student Government of Western Technical College, acting together as 

representatives chosen by the student body, through power granted by the Administration, and under the 

direction of the Vice President of Student Services or his/her designee, hereby ordain this Constitution in order 

to promote the general welfare of the school, provide an opportunity for student cooperation and participation 

in the management of school affairs, and present the interests and opinions of the students we represent, 

without discrimination, with equal opportunity for participation in Student Government. 
  

NAME 

  

The name of this organization shall be the Western Technical College Student Government, referred to 

as Western Student Government, and shall be the student representation in all acting principles in accordance 

with Wisconsin State Statute 38.145. 

PURPOSE 

The purposes of the Student Government shall be: 

1. To coordinate and harmonize student, administration, staff and faculty needs and interests 

2. To promote interest and involvement in academic and nonacademic activities throughout the student body 

3.  To develop a consensus on issues that pertain to student/faculty affairs that shall be in the best interest of the 
student body and consistent with the welfare of Western Technical College 

4.  To provide a channel for communications between the administration, staff and the student body 

5. To promote an atmosphere conducive to encouraging the improvement of our College and campus 
 

ARTICLE I ï GENERAL SESSION MEETINGS  

1.1 shall be held the 1st and 3rd aƻƴŘŀȅΩǎ ƻŦ ǘƘŜ ƳƻƴǘƘΦ   

1.2 Should be conducted using the latest edition of Roberts Rules of Order  

  ARTICLE II -- VOTING RIGHTS 

2.1 Any Western Technical College student who has attended two consecutive meetings shall become a voting 

member, gaining voting rights at the third meeting. Students must sign an attendance sheet in order to be 

counted present at any given meeting. Students who are representing their clubs via teleconference or 

videoconference must have their names added to the attendance sheet by the Student Government Secretary. 

2.2 Voting privileges may be carried over from one year to the next. The last meeting of the previous year will not 

be used against a club for desanctioning/probationary guidelines. 
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  ARTICLE III -- OFFICERS 
3.1 The Executive Council shall consist of all elected Student Government officers and appointed committee chairs, 

and are to be students in good standing with the entire college as per academic guidelines, as well as the 

student code of conduct. Executives as listed below are the succession of office.  
 

3.2 The President's duties shall be: 

3.2.1 To preside over all General Session and Executive Committee meetings of the Student Government 

3.2.2 To call special meetings whenever necessary 

3.2.3 To set office hours and abide by them 

3.2.4 To attend college executive committee meeting or designated proxy. 

3.2.5 To assist the incoming President by providing an orientation 

3.2.6 Shall sit on Legislative and Bylaws Committee as an advisory role to the committee 

3.2.7 To setup selection committee for Tim Hyma award unless nominated for the position then goes to the 

next in the succession 

3.2.8 To be a member of the Appropriations committee unless declined to the Vice President 

3.2.9 To sit, ex officio, on all committees, and receive their reports 

 

3.3 The Vice President duties shall be: 

3.3.1 To ascend to the office of presidency in the absence of the President 

3.3.2 To make sure that the meeting area is set up 

3.3.3 To set office hours and abide by them 

3.3.4 To be a member of the Appropriations committee in the event the President declines. 

3.3.5 Shall Co-Chair the Academic Affairs Committee  

  

3.4 The ParliamentarianΩǎ duties shall be:  

3.4.1 To have a working knowledge of parliamentary procedure and advise the members of the Student 

Government as needed. 

3.4.2 To advise the presiding officer on points of parliamentary law and see that it is enforced. 

3.4.3 To co-chair the Legislative and By-Laws Committee 

3.4.4 To provide a workshop, along with the advisors, teaching parliamentary procedure before the first 

Student Government General Session. 

3.4.5 To set office hours and abide by them 

3.4.6 To make sure all meeting minutes from the Legislative and By-Laws Committee are posted to the 

Student Government website within 48 hours 

  

3.5 ¢ƘŜ {ŜŎǊŜǘŀǊȅΩǎ ŘǳǘƛŜǎ ǎƘŀƭƭ ōŜΥ 

3.5.1 To record attendance at all meetings and maintain a current membership roster 

3.5.2 To record all proceedings of the meetings held by the Student Government and the agendas of the 

general session. 

3.5.3 To submit for acceptance the minutes of the previous meeting to the Student Government at each 

meeting 

3.5.4 To make sure all committee meeting minutes are posted to the Student Government website. 

3.5.5 To format and type meeting minutes and give to the Student Life secretary for distribution to Student 

Government advisors and officers within 48 hours of the meeting. 
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3.5.6 To add all General Session meeting minutes to the Student Government website within 48 hours of the 

meeting.  

3.5.7 To provide updates for the Student Government website. 

3.5.8 To set office hours and abide by them 

3.5.9 To Co-Chair the Budget Committee 

  

3.6 ¢ƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ ŘǳǘƛŜǎ ǎƘŀƭƭ ōŜΥ 

3.6.1 To chair the Appropriations Committee. 

3.6.2 To maintain all financial records for the Student Government including a monthly audit of all Student 

Government accounts (711-Student Government fund accounts) 

3.6.3 To write any necessary purchase requisitions and presents them to the Student Government Financial 

Advisor and/or the Student Development Advisor for their signature. 

3.6.4 ¢ƻ ƳŀƪŜ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ ǊŜǇƻǊǘ ŀǘ ǘƘŜ DŜƴŜǊŀƭ {ŜǎǎƛƻƴΣ ǎǳōƳƛǘǘƛƴƎ ǘƘƛǎ ǘȅǇŜ ǿǊƛǘǘŜƴ ǊŜǇƻǊǘ ǘƻ ǘƘŜ 

Executive Board prior to the General Session, posting this report on the Student Government Bulletin 

Council and forward a copy of the report to the Clubs and Vocational Student Organizations. 

3.6.5 To advise the Student Government on financial matters. 

3.6.6 To propose for approval, through the actions of the appropriations committee, an annual budget for the 

following school year at the March General Session. 

3.6.7 To work with the Student Government Advisor to maintain complete financial records, including a 

ledger and a balance sheet. 

3.6.8 To set office hours and abide by them 

3.6.9 To make sure all meeting minutes from the Appropriations committee are posted within 48 hours to the 

Student Government Website. 

 

3.7 The Public Relations duties shall be: 

3.7.1 To chair or co-chair the Campus Events Committee. 

3.7.2 To promote all Campus Events.  

3.7.3 To assist with hospitality, set-up, and clean-up of events. 

3.7.4 To assist with taking student delegate to NACA 

3.7.5 To set office hours and abide by them 

3.7.6 To make sure all meeting minutes from the Campus Events committee are posted within 48 hours to the 

Student Government Website 

 

3.8 The Campus Events Coordinator duties shall be: 

3.8.1 To maintain and provide updates to the Student Government website. 

3.8.2 To document and capture all campus events and activities through the school year. 

3.8.3 To make a slide show from pictures for Leadership Banquet. 

3.8.4 To serve on the Campus Events Committee and assist the chair. 

3.8.5 To set office hours and abide by them  
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ARTICLE IV -- GOVERNOR AND LIEUTENANT GOVERNOR 
4.1 Governor 

4.1.1 The Governor shall be the Lieutenant Governor from the previous year unless the Lieutenant Governor 

of the previous year declines, in which case the Governor's position becomes an elected position, open to 

anyone in the student body. 

4.1.2 The Governor shall attend all WSG meetings 

4.1.3 is responsible for voting at the WSG meetings and reporting back to the Student Government all 

necessary information from those meetings.   

4.1.4 Shall be a member of the Executive Board 

4.1.5 Shall co-chair the Legislative and Bylaws Committee 

4.1.6 Shall attend the Policy and Legislative Team meetings 

4.1.7 Shall be responsible for training the Lt. Governor 

4.1.8 To create the agenda for Legislative and Bylaws Committee no less than 48 hours prior to the meeting 
and post it to the Student Government website.  

4.2 Lt. Governor 

4.2.1 The Lieutenant Governor shall be elected by Student Government. 

4.2.2 Shall attend WSG meetings.  

4.2.3 Shall assume the duties of the Governor if the Governor is unable to complete these duties. 

4.2.4 Shall be a member of the Legislative  and Bylaws Committee 

4.2.5 Shall Co-Chair the Academic Affairs Committee 

 ARTICLE V -- REPRESENTATIVES 
5.1  All sanctioned Clubs and Vocational Student Organizations have the right to send people from their 

membership to speak, but only two members have the right to vote as representatives at general sessions, all 

others must vote as members-at-large.  

5.2 Clubs and Vocational Student Organizations are required to send a minimum of one representative to all general 

sessions. 

5.3 Clubs and Vocational Student Organizations shall lose their sanctioning if there is no representation at two 

consecutive Student Government meetings. A roll call shall be taken for all Clubs and Vocational Student 

Organizations. 

5.4 Clubs and Vocational Student Organizations are required to send a minimum of two representatives to 

Leadership Night held on the 4th Thursday in September. 

5.5 Clubs and Vocational Student Organizations are encouraged but not required to participate in club fair, held in 

October, to promote their club and recruit members. 

ARTICLE VI ɀ ELECTIONS/FILLING OF VACANCIES 

6.1 The election for the President shall be held in the fourth week of March. Term of office shall be one full year beginning with 

the first Monday in May. 

6.2 The election for the remaining Executive Board positions, including Governor if it should be necessary to elect one, shall be 

held in the fourth week of April. Term of office shall be one full year beginning with the first Monday in May. 

6.3 The election of the WSG Lieutenant Governor shall be made during the October General Session.  

6.4 It is the responsibility of the officers to conduct the elections with the supervision of the advisor(s) or his/her designee.  

6.5 If position vacancies exist at the end of the academic year, the newly elected Executive Board may conduct interviews to fill 

the vacant positions.  
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ARTICLE VII -- STANDING COMMITTEES 
7.1 Duties of all standing committees shall be:  

7.1.1 To meet at a minimum of once per month 

7.1.2 To present a report to the student government at each meeting. 

7.2 The reports of the committee meetings shall be read during the general sessions 

7.3 Committee Chairs 

7.3.1 Committee Chairperson, and Subcommittee Chairperson and under officers are responsible for their 

committees. Committee chairs shall be appointed at a General Session. The Vice President shall replace any 

missing chairperson until one is appointed at a general session.  

7.4 Committees  

7.4.1 Executive Committee 

7.4.1.1 The responsibilities of the Executive Committee are to set the agenda for the general sessions. This 

Committee shall also resolve any emergency situations that occur between Student Government 

general session meetings. 

  

7.4.2 Campus Events Committee   

7.4.2.1 The responsibility of this committee is to coordinate the entertainment for Student Government and 

other such activities for the campus. 

7.4.2.2 Promote coordination between Student Government, Clubs and Organizations, and Western 

Technical College Marketing Department with potential networking in regards to entertainment, 

activities and athletics.  

 

7.4.3 Legislative and Bylaws Committee 

7.4.3.1 The responsibility of this committee is to consider revisions to the constitution, new amendments 

and changes in the by-laws when necessary. 

7.4.3.2 Shall work with all legislative matters regarding the student government 

7.4.3.3 Shall inform Western TŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ tƻƭƛŎȅ ŀƴŘ [ŜƎƛǎƭŀǘƛǾŜ ¢ŜŀƳ ƻƴ ŀƭƭ ŀŎǘƛƻƴǎ ǘƘŀǘ ǎŀƛŘ 

committee will be taking 

7.4.3.4 Shall be the primary committee to organize all advocacy efforts of statewide and federal 

representatives as well as city and state officials.  

7.4.3.5 Shall be the official voice of students between session in legislative matters following protocols set 

forth  

7.4.3.5.1 Advocacy for Students  

7.4.3.5.1.1 Only members, or approved delegates should speak for the Student Government 

concerning legislative matters  

7.4.3.5.1.2 Events in which those approved members should only speak as representatives of the 

Student Government to legislators if approved by no less then Governor or the Student 

President to do so, however all efforts should be sought out to be approved by the entire 

committee regarding such matters.   

7.4.3.5.2 Other Legislative Advocacy Efforts  

7.4.3.5.2.1 Should be at the discretion of the committee unless able to bring up at a General 

Session meeting.  

 

7.4.4  Appropriations Committee  
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7.4.4.1 submit a budget for review by the Student Government and to make recommendations for any 

disbursal of Student Government funds 

7.4.4.2 To make recommendations regarding Reserve Fund Requests  

 

7.4.5 Academic Affairs Committee  

7.4.5.1 To make sure that all of the concerns regarding the health and well being of the student body are 

met, and to oversee the operation of the Wellness Center  

7.4.5.2 To make sure that students have a voice and play a role in policy change and educational efforts on 

campus regarding Alcohol & Other Drug Abuse  

7.4.5.3 To work with the Vice President of Student Services and the Student Development Manager on 

issues regarding Student Life  

7.4.5.4 To work with Student Leadership Team on all matters regarding transferability of credits and 

student success  

7.4.5.5 To create sub-committees where needed  

7.4.6 Any other committees may be formed as needed, at the discretion of the Executive Board. 

7.4.7 It is highly encouraged that clubs members actively participate in Student Government.  

Article VIII- COMMITTEE REPRESENATIVES TO ADMINISTRATIVE COMMITTEES 

8.1 Students shall participate in Administrative Committees in which student representation is needed in 

accordance with Wisconsin State Statute 38.145.   

8.2 Student Representatives in committees shall report to the chair of the Student Government Committee 

affiliated with that committee within seven days, in person to the committee, or in writing, they are as follows: 

8.2.1 Alcohol and Drug Awareness should report to Academic Affairs Committee 

8.2.2 Diversity Awareness Team should report to Academic Affairs Committee  

8.2.3 MTU Representative should report to Academic Affairs Committee  

8.2.4 Policy and Legislative Team Representative should report to Legislative & Bylaws Committee  

8.2.5 Safety Committee Representative should report to Academic Affairs Committee  

8.2.6 Sustainability Committee Representative should report to Academic Affairs Committee  

8.2.7 Tobacco Free Workgroup Representative should report to Academic Affairs Committee  

8.2.8 Tri Campus Representative should report to Academic Affairs Committee  

8.2.9 Wellness Committee Representative should report to Academic Affairs Committee   

ARTICLE IX ɀ AMENDMENTS TO THE CONSTITUTION AND BYLAWS    
9.1 Amending or revising the Constitution shall be a three meeting process. At the first General Session meeting the 

amendment or revision shall be brought before the assembly in writing. At the following General Session meeting 

the proposed amendment or revision shall be debated. In the next General Session meeting the amendment shall be 

voted upon.   

9.2 Amendments to and revisions of the constitution shall require a 3/4ths majority to pass. 

9.3 Changes to the Bylaws shall require a 2/3rds majority to pass. 
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Appendix C:  Student Government Bylaw 
 

Student Government Bylaws  
The purpose of these by-laws is to better clarify the constitution and to provide rules for 
STUDENT GOVERNMENT so that this institution runs smoothly.   

 Article 1 -- Meetings    

Section 1 Quorum  

1. In order to conduct business there must be a quorum present.  

2. The actual number of sanctioned clubs will be used to determine the quorum. Sanctioning will be evaluated 

each November, and will be in effect until the next evaluation.  

3. The number of members that must be present in order to have a quorum in the General Session meetings is a 

number equivalent to 50% of the club and representatives and at least two members of the Executive Board.    

 

Section 2 General Session Meeting  

1. The agenda format for the General Session meeting will be:  

a. Call to Order  

b. Quorum Check 

c. Acceptance of Minutes 

d. Officer Reports 

e. ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ  

f. Committee Report 

g. tǊŜǎƛŘŜƴǘΩǎ wŜǇƻǊǘ 

h. DƻǾŜǊƴƻǊΩǎ wŜǇƻǊǘ 

i. IƛǎǘƻǊƛŀƴΩǎ wŜǇƻǊǘ 

j. Unfinished Business 

k.  New Business 

l. Announcements  

m. Adjournment  

2. Meetings will be held in an adequate room with location being announced prior to meeting. Provisions for 

teleconferencing and/or videoconferencing should be considered when choosing the meeting room. 

3. This meeting will be on the first and third Monday in each month during the school year and will be a voting 

meeting for business, unless a modified, published schedule of meetings is proposed and accepted by the 

student government. 
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Article 2 -- Officers 

  

Section 1 Meetings  

1. All executive and committee members are to be at all general session meetings, executive committee meetings 

and all meetings that they chair. 

2. Any officer unable to attend any required meetings will be required to give notice to the Student Government 

President or one of the other Executive Officers, as soon as possible that they will be unable to attend. 

3. Officers obtaining two or more consecutive unexcused absences shall be asked to resign or be faced with 

impeachment.  

  

Section 2 Office Hours   

1. All officers are to set regular Student Government office hours in the first week of the new semester. Hours are 

to be defined and recommended by the executive council.  

2. If an officer cannot make one of his/her office hours he/she is to notify Student Life Secretary, or have someone 

take his/her place in the office.  

  

Section 3 Executive Meetings   

1. Executive committee meetings are to be held in the Student Government office, or other location deemed 

adequate by the executive committee and the student government advisor.   

2. This meeting will be at the discretion of the executive committee.  

3. This meeting will be run as a committee meeting. 

  

Section 4 Impeachment  

1. To begin the removal of an elected officer from office there must be a petition signed by 50% of the active 

voting membership requesting impeachment.  

2. After the petition has been circulated and signed by the proper membership, the hearing date will be set at the 

following general session. 

3. At that same time the hearing date is set, said officer shall be suspended until judgment is passed on said officer.  

  

Section 5 Removal of Appointed Officer     

1. To remove an appointed officer from office, a ballot vote will be taken of the executive committee to determine 

whether or not to remove the appointed officer. 

2. If the officer is to be removed, the officer is then suspended until the following general session when the officer 

will be removed. 

  

Section 6- Elections And Appointment of Officers  

1. It is the responsibility of the officers to conduct the elections with the supervision of the advisor(s) or his/her 

designee. 
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2. If position vacancies exist at the end of the academic year, the newly elected Executive Board may conduct 

interviews to fill the vacant positions. 

3. Succession of the Presidency   

a. A letter of resignation should be written. One copy will be given to the Executive Committee and one 

copy is to be given to the advisors.  

b. One additional copy of the letter of resignation is to be placed on each WESTERN La Crosse campus 

student announcement board for a period of 15 school calendar days.  

c. Once the letters have been handed in or removal from office has taken place the next person in line of 

succession will be acting president until the next available meeting when he/she will be inducted into 

office. 

4. Succession of other elected offices  

a. A letter of resignation is to be written. One copy will be given to the Executive Committee and one copy 

is to be given to the advisors.  

b. One additional copy of the letter of resignation is to be placed on each WESTERN La Crosse campus 

student announcement board for a period of 15 school calendar days.  

 

5. Early resignation  

a. In the event of early resignation by an officer the executive committee is to conduct interviews with 

interested candidates.  

b. The executive committee will then vote on the selection for the vacant position. 

c. In the event of a tie, the officer resigning will cast the deciding vote. 

 

Section 7 Ethics   

1. The code of conduct found in the student handbook will be followed by all officers.         

Article 4 ï Media Relations  
1. Section 1 Press Releases  

a. Should be created by at least three members of any committee 

b. Committee should designate a spokesperson for the press release for College Relations to contact in 

the event of media inquiries. Spokesperson should receive permission from College Relations prior 

to addressing the media.   

c. Press Release should be signed off by either the Governor or the President  

d. Must then be signed off by the advisor of Student Government or designee. 

e. Must then be reviewed by Campus Relations  

f. Must then be submitted to either the President of the College or Vice President of Student Services  

 

2. Section 2 Press Inquiries  

a. All media requests should be deferred to College Relations unless prior approval is given by College 

Relations.   

Article 5 - Committees  

  

1. Section 1 Standing Committees  

a. All standing committees have jurisdiction over subcommittees.  
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b. All committees will report their progress Student Government at each meeting and will provide he Vice-

President with a copy of their minutes.  

c. All committees will have a chairperson and a secretary  

d. All subcommittees will keep standing committees informed of their progress.  

e. All standing committees consist of volunteer student members and an advisor.  

f. All subcommittees will consist of volunteer members and are encouraged to have a standing committee 

member present at their meetings.   

2.  Section 2 Chairpersons  

a. Chairpersons are responsible for recruitment of membership in their respective committees. 

b. If a chairperson resigns the Vice President shall assume the vacant position until a replacement can be 

found.  

c. The replacement shall be recommended by the Vice President.  

d. The replacement shall be voted on by the executive committee members.  

  

Article 5 -- Clubs and Vocational Student Organizations  

  

Section 1 Clubs and Vocational Student Organizations Defined  

1. A sanctioned Club or Vocational Student Organization must have the following elements 

a. Student meetings on campus.  

b. A Western staff advisor.  

c. Officers elected from its student membership. 

d. Name of Club or Vocational Student Organization 

e. Listing of student membership  

f. Electronic Copy of Constitution and Bylaws 

Section 2 Club and Vocational Student Organization Sanctioning  

1. Sanctioning can take place when the above requirements have been met and the sanctioning worksheet has 

been filled out and submitted to Student Government. Once these prerequisites have been met, will be voted 

on at the following General Session.  

2. Sanctioning can be carried over if the clubs constitution and bylaws are on file, and they have turned in an 

updated Membership List, and Elected Officers list. To receive carryover status documents must be turned in by 

October 1st.   If documents are not turned in they will to be desanctioned and have to go through the entire 

sanctioning process 

3. If any organization hosts an event prior to sanctioning they will automatically be desanctioned, and have to start 

over with the process.  

4. Probationary Measures 

a. A club will be put on probation after missing one meeting 

b. Reminders will be sent to the Advisor of the club as well as the Club President that missing a further 

meeting will be cause for desanctioning. 

c. Clubs will be removed from Probationary status after two consecutive meetings have been attended. 

d. Clubs will be automatically desanctioned if a fourth instance calls for probationary status in an academic 

year. 

5. Desanctioning Process 
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a. A letter will be sent by the President of Student Government to the Club President and Advisor to inform 

the club that they have officially been desanctioned.  

6. Resanctioning Prerequisites: 

a. Before a club can be resanctioned, they must provide a letter to the Student Government Executive 

Board explaining their how the club allowed themselves to be desanctioned and what corrective actions 

they are taking to address this. This letter will be added to the next General Session Agenda. 

b. If the club is resanctioned they will remain on probationary status, this means they must attend the next 

two consecutive meetings after their resanctioning. If they fail to attend any of these meetings they will 

again be desanctioned. 

7. Any club that is rolled over from the previous year can only be resanctioned once in that academic year, any 

new club in that academic year be sanctioned one time, and then resanctioned one time 

8. If the Club or Vocational Student Organization displays any criminal behavior or any behavior that is in 

violation of school policies, they will be automatically desanctioned for the remainder of the academic 

year with no resanctioning allowed. 

  

Section 3 Club and Vocational Student Organization Funding   

1. Clubs and Vocational Student Organizations will be funded by a budgeted amount set by the Student 

Government Appropriations Committee. 

2. Clubs and Vocational Student Organizations must meet deadlines and follow guidelines to receive funds. 

3. All Student Activity Fee Funds must be used in accordance with Wisconsin State Statute 38.145 

4. No Student Activity Fee Funds will be paid out, transferred, or dispersed by the Treasurer from the Student 

Activity Club and Organization Budget until meeting minutes are added to the Clubs official school sanctioned 

website with a full documentation of vote tally in accordance with State of Wisconsin Open Meeting Law in 

accordance with Wisconsin State Statute 19.35 

Section 4 Sanctioned Clubs and Vocational Student Organizations Voting 
Rights   

1. All sanctioned Clubs and Vocational Student Organizations shall have two voting representatives which are 

appointed from their membership.  

2. If Clubs and Vocational Student Organizations would like additional voting membership they are encouraged to 

have members become voting Student Government members-at-large by attending two general 

sessions. Attendance may be by teleconference or videoconference. 

  Article 6 -- Standing Rules  

  

Section 1 Death of Student  
1. In the unlikely event that a student of this institution should pass on the Executive Council is authorized to send 

$50 to the family members of said student. 

Section 2 Training Procedures  

1. Student Government will host a training workshop each fall semester to be completed by the end of 

October. Each Club and Vocational Student Organization is required to send a minimum of two members of their 

Executive Councils. Failure to do so constitutes one unexcused absence which is applicable to loss of sanctioning  
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Appendix D:  Student Government Meeting Schedule 
 

 

Student Government General Assembly Meeting Dates: 
Time: 12:25pm-1:20pm 

Day: 1
st
 & 3

rd
 Mondays of the Month 

Location: Lunda Center 

 

Dates:                                                    

September 19, 2011                         

October 3, 2011 

October 24, 2011 

November 7, 2011  (NOTE: Lunda Center is booked, need to find a different location) 

November 21, 2011 

December 5, 2011 

January 16, 2012 

February 6, 2012 

February 20, 2012 

March 5, 2012 

March 19, 2012 

April 2, 2012 

April 16, 2012 

May 2, 2012  (NOTE: Lunda Center is booked, need to find a different location) 

 

 

 

 

 

 

 

 

 



 

 25 

Appendix E: Student Activity Grant 

Student Activity Grant Application 2011-2012 
 

$100 maximum for each event 

 

Club Name:              

 

Date of Event:             

 

Description of Activity/Event:           

 

              

 

              

 

              

 

              

 

              

 

Club Fund Raiser? Yes:____    No: ____ Amount Requested: _________________________     

 

Contact Person:             

 

Phone:           Email:         

  

 

              

Signature of Club President    Signature of Club Advisor 

 

 

 

 

OFFICE USE 

 

Date Granted:    _____   Amount Approved: _________________________ 

 

Student Government Treasurer Signature:          

 

Student Government Advisor Signature: _____________________________________________ 

 

The activity must be open to all students at Western, or be a community service activity that Western students 

could take part. 
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Appendix F:  Student Organization/Club Sanctioning Form 

Data Sheet 2011-2012 
 

Date Turned In:    ___________ 
 

Please complete this form and attached Club Roster Sheet, and return to Ge Vang, Student Life Office (K-

100) by Noon on Monday, September 19
th

. Also, please inform the Student Life Office of any change of 

officers as they occur during the school year by e-mail Ge at vangg@westerntc.edu or calling 608-785-9444.  
 

Name of Organization:            
 

Date of Officer Elections:                     __  Time and Place of Meetings:    ___________ 
 

Title 

Name E-mail Mailing Address *Initial for SG 

Information  

 

President 

  

____________________ 

  

 

Vice-

President 

  

 

____________________ 

  

 

Secretary 

  

____________________ 

  

 

Treasurer 

  

____________________ 

  

 

Advisor(s) 

  

____________________ 

  

 

*Initial for SG information would give permission for Student Government Advisor to send you important 

Student Government related information such as minutes, reminders & announcements via e-mail.  

 

Student Government Representatives from Club/Organization: 

 

Name     Address       E-mail 

 

           ________________________ 

 

           ________________________ 

 

           ________________________ 

 

 

List planned activities, date, time, and place:           

 

                

 

                

 

                

 

__________________________________________________________________________________________ 

mailto:vangg@westerntc.edu
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Student Organization/Club Sanctioning Form 
 

Roster Sheet 2011-2012 

 
Student Organization/Club Name: ____________________________________________ 

 

 Student Name 
Student ID 
Number 

1   

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

15   

16   

17   

18   

19   

20   

21   

22   

23   

24   

25   

26   

27   

28   

29   

30   

31   

32   

33   

34   

35   

36   

37   

38   

39   

40   

41   
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Appendix G:   

Reserve Fund Guidelines 
What can it be used for? 

 

1. Must Benefit and be open to all Students. 

2. Funds cannot be used for instructional based purposes/projects. 

3. Funds may not be used to support additional staff. 

4. Request for funding must be for a specific project not occurring on an annual budgeted basis and must 

not create any budgetary impact (One time request). 

5. Request must not exceed 25% of the total annual percentage that is allowed to be used from the reserve 

fund. Student Government also reserves the right to grant all, none, or part of each request. (Refer to 

Reserve Fund Liability #7 for percentage) 

6. Funds must be aligned with the mission of Western Technical College and towards the growth of 

Western Students. 

How To Access The Reserve Fund 
1. Request must be in the form of a written proposal and must contain the following information:  Who‟s 

requesting the funds, purposes of the request, detailed description of project the funds are being 

requested for, how this project will benefit the students of Western, the goals or objectives of the project, 

the amount requested, and the timeline for the project.  

2. Accessing the reserve fund must be in accordance of the following procedures: 

 Written Request must be submitted to the Student Government budget committee no later than the 

last Friday of January. 

 A budget committee meeting will be held on the second Monday of February, during open hour, to 

hear justification of requests. 

 Budget committee will prioritize with justification no later than the last Monday of February.   

 The prioritized reserve fund request list will be presented at the March Student Government open 

forum. 

 Presented requests will be voted upon by the student government at the April Student government 

general Assembly. 
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Reserve Fund Liability 

 
1. Those accessing the reserve fund are liable for proper use of funds. All funds must be spent in 

accordance to the proposal approved by Student Government and in accordance with District spending 

guidelines and procedures.   

2. Written Proposal must include a detailed budget and be presented to the Student Government Budget 

Committee. 

3. All receipts and expenditures must be submitted to Student Government. 

4. All funds left over are required to be placed back into Student Government reserve fund.  

5. If the project is larger than what was approved, the reserve fund will not cover any over budgets. 

6. Student Government has the right to pull left over funds after the end date of the written proposal. 

7. 13% of the total Student Government annual budget must remain in the reserved fund; only 87% is 

accessible annually. 

Priorities (In Order) 

 
1.  Priority will be given to a student driven initiative. (Proposed by students)   

2. Must be able to identify the need and how it benefits students. 

3. Must be able to show how the goals and objectives will be measured. 

4. Demonstrates alignment with the College and Student Government‟s missions and goals. 

Emergency Clause – In order to access the reserve fund in an emergency situation, 

the general assembly must unanimously pass the request. 

 

Examples of Reserve Fund Request from last year: 

 

1. Netbooks for Western Library 

2. Voting Clickers for Student Government & AODA Specialist 

3. Gymnasium Floor Project for Athletics 

4. Batting Cage 
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Reserve Fund Application 2011-2012 
 

Requester Name(s): ___________________________________________________________________ 

Project/Event Name:___________________________________________________________________ 

Start Date of Project/Event:___________________ End Date of Project/Event:_____________________ 

NOTE: Feel free to attached additional sheet if needed for any of the explanations below 

Purpose and Description of Project/Event (Must be in accordance with reserve fund guidelines): 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

______________________________________________________________________ 

Explain how this request benefits students at Western (The project/event must be open to all Western 

Students):_________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Describe the Goals and Objectives of the project/event: 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Amount Requesting (Attach detailed budget of how funds will be used):________________________________ 

Contact Person:_____________________________ 

Phone:____________________________________ E-mail:_______________________________________ 

Signature of requester:________________________ Date:__________________________________ 

Office Use: 

Date Application Received: _________________    Project funded: Yes/No   

Date Granted:________________         Amount Granted: Full/Partial______________________ 

Student Government Treasurer Signature:___________________________________________________ 

Student Government President Signature:___________________________________________________ 

Student Government Advisor Signature:____________________________________________________ 
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Appendix H: Bosshard Leadership Fund 

 
 

JOHN BOSSHARD LEADERSHIP FUND 
 

The John Bosshard Leadership Fund was established to foster and encourage the development of leadership skills in 
students at Western Technical College.  The ultimate goal of the Fund is for competent, resourceful, and dedicated 
leaders to take their place in, and make a contribution to the community and the nation.   To accomplish this, the Fund 
will be used to foster activities, events and programs that develop competencies and encourage initiatives related to 
leadership skills.   
 

 Complete this sheet to be eligible for additional club funding and attach a copy of the Western Technical College 
Organization Travel Grant Application.   

 Return to the Student Life Office ς K-100.   

 Funds are available on a first come first serve basis and are based on a percentage of total costs of travel. 

 
To be completed by the Club President or Club Officer.  Give a brief explanation to the following questions. 
 
1.  Why is this conference/event important to the club? 

 
 
 
 
 
 
 
 
 
 
2.  How will this experience benefit the club members and expand their leadership experience? 
 

 
 
 
 
 
 
 
Club President (Printed)  __________________  Club President Signature ____________________________________ 
 
Club Advisor Signature  ____________________ 
 
Date Submitted___________________________ 
 

 

 

For Office Use Only 
Amount Granted: __________   Date Received: __________ 
Date Granted: __________ 
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Appendix I: Travel Packet (Pages 32 – 42) 
 

 

 
 

 

 

Student/Club 

Travel Packet 
 

Check List of Paper work Needed From Club/Organization Prior to Travel: 

1) Student Co-Curricular Travel Conduct Code (page 37) – need from each student attending 
2) Student Travel Reporting Form (page 38) 

3) Student Trip/Participation Waiver and Release (page 39) - need from each student attending 
4) Travel Grant Application (page 42) – Only if asking for Money 

a. If you want money before the trip, include all cost documentations (receipts, bills, 

statements, etc…) 

b. Will need all cost documents before reimbursement is authorized 
 

Additional Paperwork (If applied only) 

 

1) Request for Students to Drive College Vehicle 

Student licensed in Wisconsin Form – page 40 

Students licensed in outside of Wisconsin – page 41 
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Western Technical College Travel Policy 
 

Any student group or organization, including class field trips, traveling over 100 miles away from campus 

must fully complete ALL the forms included in this travel packet.  Prior to travel, each advisor and/or 

instructor must meet with the group to go over the information in the travel packet.  

 

Travel is limited to activities or events relating to the student‟s continued education and professional 

development, and/or to the promotion of the College and/or to the enhancement of his or her educational 

success. 

 

STUDENT CLUB / ORGANIZATION TRAVEL POLICY 
 

Student Club/Organization Advisor Participation on Trips: 

 

An advisor should always accompany students on college trips.  If an advisor cannot accompany the students on 

a trip, the club/organization must fill out an “Advisor Waiver Form” 20 days in advance to request special 

permission.  Upon review of the Advisor Waiver Form, a staff member from the Student Lifet Office (or 

designee) will determine if the trip is appropriate without the presence of an advisor.  If a travel advisor is not 

required to attend, the advisor of record, as listed on the student organization sanction form must sign off on the 

trip form.  One member of the travel group must serve as the trip coordinator (Student Trip Leader), including 

completion of trip coordinator training as provided by the Student Life Office. 

 

All international travel must have at least one advisor in attendance in order for student groups or organizations 

to receive approval for travel. 

 

Student Trip Leader 
 

Participants in activities involving student travel are responsible for their own behavior and any resulting 
consequences. Western Technical College shall not be liable for any loss, damage, injury or other consequence 
resulting from a participant's failure to comply with college policies, procedures, rules and regulations, the 
direction of college employees, or applicable law. 
 
Any approved college funded trip must have a designated Student Trip Leader. That Student Trip Leader will 
be responsible for handling emergency situations, logistical issues, ensuring adherence to college policies, 
procedures, rules and regulations, and other related issues. Student Trip Leaders act solely on behalf of their 
club/organizations; they do not act as agents or otherwise on behalf of, nor do they have the power or ability 
to bind or create liability for, the college. 
 
Specific Responsibilities of Student Trip Leaders Include: 
• Complete the Student Travel Packet, including a comprehensive list of participating students at least 10 days 

in advance of their anticipated travel. 

• Attend a mandated 30 minute training seminar with the Student Government Advisor or designee (at least 10 

days prior to trip). 

• Be responsible for destination directions, accommodations information, a detailed itinerary and providing 

contact information. 

• Provide a final list of students‟ names, cell phone #‟s and emergency contact information to the Student Life 

Office before departing campus. 

• Be familiar with and willing to uphold applicable Western Technical College policies, procedures, rules and 

regulations, including without limitation the Student Code of Conduct. 
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• If in the event an emergency does occur, this person will have the responsibility to react to situations 

accordingly and contacting Western‟s incident/emergency response team. 

Any exceptions to this policy must be cleared by the Student Government Advisor in consultation with the 

Dean of Student or designee. 

 

 

Student Government Travel Grant Policy 
 

Any Student Government sanctioned student organization is eligible to apply for a travel grant.  Travel grants are 

approved by the Student Government Executive Board and are dispersed through Club Support funds of the 

Student Government budget.  Funds will be transferred into the organization‟s account after all receipts are 

received and reviewed.  Hotel costs are based on 2-4 person occupancy per room.  Advisors can be included in the 

travel grants.  If a club loses its sanctioning status it may be required to pay back a portion of the travel expenses 

that it was awarded.    

 
 

Local Travel: 

Local travel is defined as any educational event attended within 400 miles from the La Crosse campus.  

 Student Government will cover the cost of local travel at a rate of ¼ the total cost of the organizations 

travel not to exceed the $1000 per club per year.   
 

 If a club asking for travel has at least one member who is actively participating in a student government 

committee, the reimbursement will be at the rate of ½ the organization travel, not to exceed $1400 per 

club per year.   

Costs considered for local travel include:  registration, meal allocation, hotel cost, and transportation.  

Transportation is paid at the mileage rate of $.485 per mile.  Meal allocation for local travel is covered at $15 per 

person per day. 

 
 

National Travel: 

National travel is defined as any educational event that is considered national competition or conference by the 

particular club‟s national affiliation.   

 

 Student Government will cover the cost of national travel at a rate of ¼ the total cost of each 

student‟s/advisor‟s travel up to $250 per student/advisor.   
 

 If the organization has at least one member actively participating in a student government committee, ½ 

the total cost will be reimbursed up to $500 per student/advisor.   

Costs considered for national travel include:  air/transportation, hotel, meal allowance, registration, and 

transportation at the conference.  Vehicle transportation is paid at the mileage rate of $.485 per mile.  Meal 

allowance for national travel is covered at $15 per person per day.  If total of all requests exceed national travel 

budget, all requests will be reduced proportionately.   
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Travel Forms Needed 

 

Western Technical College Student Alcohol Statement and Code of Conduct Agreement 
 

Each student participating in travel must read the enclosed College Student Involvement Alcohol Statement 

(page 34), and read and sign the Student Co-Curricular Travel Conduct Code Statement (pages 35).  Completed 

code of conduct statements are to be turned into the Student Life Office prior to travel. 

 

Student Travel Reporting and Waivers 

 
In order for the District to be informed of where our students are traveling, the staff member sponsoring the 

student travel (advisor or instructor) must complete the Student Travel Reporting Form (page 36) prior to the 

date of travel.  All forms are to be turned in to the Student Life Office, K-100. 

 

Each student participating in College sponsored travel must also complete the Student Trip/Participation 

Waiver Form (page 37) to be turned in at the same time as the Travel Reporting form. 

 

Request for Students to Drive College Vehicle 

 
Normally, Western does not allow student to drive College vehicles.  However, at the request of the supervisor, 

advisor or instructor, permission can be granted for a specific trip on an exception basis.  Included in this packet 

are the forms necessary to be completed and turned into the Business office at least ten days prior to travel 

(pages 38 & 39). 
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College Student Involvement Alcohol Statement 

 

Western Technical College recognizes the serious threats that alcohol and other substance abuse present to 

individuals, the College, and society.  The College also recognizes that drug and alcohol dependency or abuses 

are major health problems, as well as safety and security problems.  The College is committed to addressing this 

and related issues through activities, programs and educational efforts. 

 

Alcohol Use at On-Campus Functions 
Alcohol use at on-campus student sponsored activities, events and functions is prohibited.  Exceptions to this 

practice can be made by the College President or designee in accordance with the institution‟s policy on 

alcohol. 

 

Alcohol Use by Students at Off-Campus Functions 
While attending College funded functions and activities such as retreats, conferences, meetings, and trips off-

campus, students are responsible to refrain from the unauthorized or illegal use, possession, or distribution of 

illegal drugs and/or alcohol.  These functions include lodging (no alcohol is allowed in rooms paid for by 

College funds), travel to and from events, and anytime anyone is representing Western.  Any student, regardless 

of age, that is found to be distributing illegal drugs and/or alcohol is subject to College disciplinary procedures 

as well as prosecution by local authorities.  Alcoholic beverage consumption by those of legal drinking age shall 

not interfere with any scheduled program, nor shall it negatively impact other delegates. 

 

Students have the right to a smoke-free, drug-free, and alcohol-free learning environment.  Any off-campus 

events sponsored by the College shall be alcohol free.  Any use of alcohol at the events is strictly prohibited.  

Also, students are responsible to interact in ways which will not interfere with the educational process and/or 

any Western sponsored activity. 

 

Advisors are prohibited from buying any alcohol for student regardless of their age. 

 

It should be understood that the advisor for the organization/club is the authorized College representative and as 

such, may dismiss any student from the conference and/or activities for conduct related to alcohol or other 

illegal drugs or if it is determined that the action is unbecoming/detrimental to the individual, group, or College.  

The advisor will then meet with the staff of the Student Life Office to begin disciplinary action, if necessary. 

 

Advisors for the group traveling on a College funded function, are required to hold a pre-trip/conference 

orientation outlining with the participants topics such as the details of the trip including departure times and 

destinations, responsibilities of the students attending, as well as reviewing the College Student Code of 

Conduct, including alcohol and other drug abuse.  Advisors will also be required to obtain from each student 

participant a completed Student Co-Curricular Travel Conduct Code and Student Trip/Participation Waiver and 

Release forms.  The advisor will also be required to complete the Student Travel Reporting Form.  These forms 

will be kept on file in the Student Life Office, and should an emergency occur, will be used to contact the 

appropriate emergency contacts. 

 

 
2/28/05 

Adopted from the MATC Student Involvement Policy 
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Western Technical College 

Student Co-Curricular Travel Conduct Code 
Rationale: 

The following rules and regulations apply to all Western students participating in student activity fee funded co-curricular 

travel which is either:  1) sponsored or co-sponsored by a recognized Western student organization, or 2) in which the 

name of the institution is used in any conjunction with the event, or 3) the student is representing the institution. 

 

Specific Rules/Regulations 

1. Participants‟ behavior during the event, as well as traveling to and from the event, will be such that it reflects 

positively on the organization, the College and the individual. 
 

2. The participants will act in the best interest of the student group/organization they represent as well as the District. 
 

3. Identification badges will be worn by each participant during official business when appropriate. 
 

4. Participants will dress appropriately for each situation. 
 

5. Participants will attend all business meetings, workshops, and other scheduled event programs in accordance with 

the specifications as per each trip.  Please be prompt and prepared for all sessions. 
 

6. Participants will report any accidents, injuries, or illnesses to the advisor or head delegate immediately. 
 

7. Alcoholic beverage consumption by those of legal drinking age shall not interfere with any scheduled program 

nor shall it negatively impact other delegates.  Students are responsible to refrain from unauthorized or illegal use, 

possession, or distribution of illegal drugs and/or alcohol.  By signing, I also am indicating that I have been 

provided with and read the Student Involvement Alcohol Statement and will obey procedures/practices outlined. 
 

8. Participants responsible for theft and/or vandalism to properties during the course of the event will be held 

financially liable and are subject to the Student Code of Conduct of Western Technical College and possible legal 

ramifications. 
 

9. Any long distance telephone calls, charges to the room or other personal expenses will be the responsibility of the 

individual participant.  Participants having expensed covered by the group/organization are to keep all receipts to 

turn in for the purpose of verification and reimbursement per financial services procedures. 
 

10. All students will adhere to and abide by the advisor‟s decisions and judgments as the official representative of 

Western.  In the advisor‟s absence, this authority will be given to the ranking student delegate.  If no ranking 

student delegate is available, a designee will be chosen prior to the event. 
 

11. Participants will abide by all conference rules; the WESTERN Student Code of Conduct; and all local, state, and 

federal laws.  Participants who disregard or violate rules may be subject to disciplinary action as identified by 

your specific activity area including the possible reimbursement of travel money, and may include conduct 

actions through the Student Life Office and/or the office of the Vice President of College Relations and Student 

Services. 

 

PARTICIPANT AGREEMENT 

 

I have read the Code of Conduct and agree to abide by these established rules. 

 

 

_____________________________ ____________________________ 

Name of Participant (print) Signature of Participant Date 

 

 

 

____________________________ ____________________________ 

Organization/Club District/Campus 
2/28/05 

Adopted from the MATC Student Travel Code 
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Student Travel Reporting Form  
 

To inform the District of where our students are traveling, staff must notify the College through completion of 

this form and returning it to the Student Life Office (K-100), of all field trips or conferences sponsored by either 

courses or Student Organizations where travel is over 100 miles away from your campus.  Please fill out the 

following: 
 

Class Number and Section/Club:        ______ 

 

Instructor/Advisor(s):            

 

Instructor/Advisors‟ Email:________________________      Phone: _________________ 

 

Leave Date/Time:     Return Date/Time:      

 

(Destination) City:      State:      

 

Event Name:_______________________________    ___________ 

 

Transportation (circle): Car  Bus  Plane  Other:         

 

If flying: Airline:            Flight number:      

 

Lodging Site:                                                    Phone:                                   
 

Students Attending: 
 

1.    2.     3.      

 

4.     5.     6.      

 

7.     8.     9.      

 

10    11.     12.      

 

13.     14.     15.      

 

16.     17.     18.      

 

19.     20.     21.      

 

22.     23.     24.      

 

25.     26.     27.      

 

28.     29.     30.      

 

***** Turn this form in before travel to the Student Life Office (K100). ***** 

Date Received by Student Life Office:____________________________ 
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Student Trip/Participation Waiver and Release 
 

The undersigned intends, on a completely voluntary basis, to participate in _____________________________ 

______________________________ (name of event) as part of ______________________________________ 

(organization or class name) on the following dates:  _______________________________________________ 

 

I, being of lawful age and on my own behalf, do hereby release Western Technical College (“Western”), the 

Western Board of Trustees (“the Board”) and their employees, officers and agents from any liability, cause of 

action, demand for damages, expenses, compensation and claim on account of or in any way growing out of 

personal injuries, property damage or death which may result from my participation in the above stated activity, 

except to the extent such personal injury, property damage or death is a direct result of the negligence of 

Western, the Board or their officers, employees or agents. 

 

I further expressly waive my right to bring legal action of any kind, in any court or agency, for any of the claims 

released. 

 

 

________________________________________         __________________________ 

Signature       Date 

 

________________________________________         __________________________ 

Print Name       Phone Number 

 

Contact person in the event of an accident or injury:        ___________________________ 

 

Relationship: _______________________         Phone number:  _______________ 

 

 

 

Parent or Guardian if Under Age 18: 

 

________________________________________         __________________________ 

Signature       Date 

 

________________________________________ 

Print Name 
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Request for Students to Drive College Vehicle 

(Student licensed in Wisconsin) 

 

Normally, Western does not allow students to drive college vehicles. However, at the request of the supervisor, 

permission can be granted for a specific trip on an exception basis. Submit this form to the business office at 

least ten days prior to the trip. 

 

Supervisor Approval: 

 

I request permission for ________________________ (student‟s name) ____________ (student ID)  

 

to drive a College vehicle on ________________   _______ (dates) to and from  

 

__________________________________________ (destinations.) I have verified that the student has a  

 

valid driver‟s license. I will be accompanying the students on this trip. 

 

Staff Signature:          Date:     

 

 

Students: 

 

I am a regular student at Western at the present time. My driver‟s license number is  

 

________________________ ______ (number) ___________ (state.) 

 

 

Student Signature:          Date:      

 

--------------------------------------------------------------------------------------------------------------------------------------- 

 

Business Office Approval: 

 

The above student is approved/disapproved to drive the College Vehicle for the purpose stated above. 

 

Business Office Signature:          Date:      
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Request for Students to Drive College Vehicle 

(Student licensed outside of Wisconsin) 

 

Normally, Western does not allow students to drive college vehicles. However, at the request of the supervisor, 

permission can be granted for a specific trip on an exception basis. Submit this form to the business office at 

least ten days prior to the trip. 

 

Supervisor Approval: 

 

I request permission for ___________________________ (student‟s name) ______ (student ID) to drive a 

College vehicle on ________________  _______ (dates) to and from 

_____________________________________________ (destinations.) I have verified that the student has a 

valid driver‟s license. I will be accompanying the students on this trip. 

 

Staff Signature:          Date:     

 

Students: 

 

I am a regular student at Western at the present time. My driver‟s license number is  

 

________________________ ______ (number) ___________ (state.) 

 

List any driving violations in the last three years: 

Date Violation 

  

  

  

  

  

 

To the best of my knowledge, I have accurately stated the above information concerning my driving record. 

 

Student Signature:          Date:      

 

--------------------------------------------------------------------------------------------------------------------------------------- 

 

Business Office Approval: 

 

The above student is approved/disapproved to drive the College Vehicle for the purpose stated above. 

 

Business Office Signature:      ___________________________ 



 

 42 

Travel Grant Application 
 

Local / National (circle one)    
 

Club__________________________________ Number of Students Attending ____________ 

 

Names of Students Attending (attach additional sheet if necessary) 
 

_________________  __________________  __________________   ___________________ 

 

_________________  __________________  __________________   ___________________ 

 

_________________  __________________  __________________   ___________________ 

 

_________________  __________________  __________________   ___________________ 

 

Signature Club President:_____________________ Signature Club Advisor: ___________________________ 

 

Club President E-mail/Phone:_________________________ Advisor E-mail/Phone:______________________ 

 

Destination (city/state)________________________Date(s) of Event__________________________________ 

 

Name of Event_____________________________________________________________________________ 

For National Travel: list costs per student – For Local Travel: list group costs (Please attach copies of 

registration materials, reservation confirmations, etc. that verify all costs) 

 

Travel Costs (fill in those that apply): 

_____ Car - ________ total miles x _______ mileage rate x _____ # of cars = ______________ 

_____ Plane - _______ cost per ticket x _______ # of people = __________________________ 

Flight Information: (airline) _______________________ (flight number) ____________ 

_____ Bus - _______ Rental cost 

_____ Other (please explain):_____________________________________________________ 
 

Registration Fees:  _______ Each x _______ # People = _______ 
 

Meals:  _______ # Days x _______ # People x _______ Per Diem Rate = __________________ 

 

Hotel Costs:  ________ Room Cost/night (including tax if applicable) 

Check one:  _____ 2 person occupancy _____ 4 person occupancy _____ Other (explain) 

_______ Cost per room  x  _______ # rooms  x _______ # nights = _________ Total Hotel Cost 

Hotel Name ________________City ______________________Phone #___________________ 

 

Total Costs =  ______________________________________ 

 

For Student Government Use Only 

Club Funds Available:_______________  Amount Granted: _____________________  

Date Received: ____________________  Date Granted:  _______________________ 

Student Government Treasure Signature: ____________________________________________ 

Student Government Advisor Signature: _____________________________________________ 


