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Student Organization 
Officer Responsibilities

Laker Life Resources



Laker Life commits to compliment the curricular experience at 
Clayton State University with departmental services including 
campus wellness, student involvement, and a range of 
comprehensive co-curricular experiences.



ÅWe serve as a resource for student organizations. 

ÅWe provide programming, logistical assistance, and guidance for 
organizations such as training opportunities, organization 
management, and leadership development programming.

ÅWe enforce as well as communicate and clarify Clayton State 
University policies and procedures .



ResourceGuide Policies, Process, & 
Procedures

Hands
off

Hands
on

Spectrum of Support/Involvement



ÅAppointment of the Advisor role is a mutual 
selection between the student organization and 
prospective Advisor. 

ÅStudent organizations should primarily be managed 
and run by its members and officers.

ÅThe Student Organization Advisor is mainly 
responsible for providing advice and guidance for 
the Student Organization. 

ÅIn addition, Advisors are responsible for the health 
and well -being of our students.

ÅBe familiar with university policies and procedures 
regarding student organizations. 

ÅAssist with Finance/Funding Requests. 

ÅDocument Assistance.



ÅProvide required signatures on documents to assist the Student Organization
ḬApproving meeting and event requests in Involve/Presence
ḬAttend Advisor Training

ÅAttend Advisor Corner
ÅStudent Organizations are to be operated and managed by the Student 

Organization Members (Students).
Therefore, Advisors are not permitted to:
ḬRequest event space on behalf of the Student Organization
ḬContact the Laker Life Staff regarding set -up needs of the Student Organization 

Events
ḬAttend CSOL meetings or any other required trainings/meetings for ( in the 

place of ) Student Organization Members



When in attendance at the meetings, the Advisor 
should participate in an Advisory capacity and not 

run the meetings. An Advisor should facilitate 
discussion, offer objective points of view, present 
alternative solutions to problems, and encourage 
ǭƀŝϐǡǭǵŕŝƨǭϐƳǙŸįƨƆȟįǭƆƳƨϐįƨŕϐƆǭǡσϐƝŝįŕŝǙǡΟϐ

Attendance at events should not be viewed as 
supervising, but as an opportunity to show support 
and encouragement of the Student Organization.

Student organization members are 
students first. Involvement in campus life is 
a complement to the classroom experience 
(co-curricular). Advisors should be aware 
ƳŷϐǡǭǵŕŝƨǭǡσϐįŎįŕŝƦƆŎϐǖŝǙŷƳǙƦįƨŎŝϐįƨŕϐ
provide guidance and referral to campus 

resources if needed. 

The level of involvement of an Advisor 
depends on the Student Organization and 
its leaders. Attendance at every meeting 

may not be necessary, but it is the best way 
to stay informed of the activities of the 

organization. 

It is very important for the Advisor 
and the Student Organization to 
agree upon what the Advisor is 

expected to do. 



Suggestions for 
Student Organization Advisors



ÅAttend RESET or New Student Organization Training 
(requirement for active status)
ÅComplete organization re -registration/registration in Involve/Presence 

(Student organization management software)
ÅAdvisor completes advisor training & signs advisor 

agreement
ÅUpon approval organization moved to active status.



ÅRegister organization (new)/complete

the transition process (returning)

ÅMeeting and event registration

ÅTrack and attain reports on event 

attendance 

ÅComplete forms and agreements



Å Go to Presence platform: 
https://clayton.presence.io

Å Sign in (see red circle) using 
your Clayton State 
credentials 

Å Find the current Advisor 
Agreement under Forms 
(blue circle)





Å5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ƭƛǎǘ ŀƭƭ ǎǘǳŘŜƴǘ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ǘƘŀǘ ȅƻǳ ŀŘǾƛǎŜΣ ƛŦ ȅƻǳ 
advise more than one.



Posting Policy :
ÅAll campus postings must be approved by Laker Life. Any material 

posted on campus that is not stamped by Laker Life will be removed 
and discarded. Laker Life will only approve (3 -5) flyers, posters or 
signs per event, meeting or program (Each posting must have an 
approval stamp).
ÅThere is a 3-5 business day turn around time for flyer approvals.
ÅStudent Organization Members must submit all postings to the 

Laker Life Correspondence via email LaShandaHardin@clayton.edu. 
Upon approval, the stamped postings will be placed in the Student 
¾ǙŸįƨƆȟįǭƆƳƨσǡϐƦįƆƝŌƳȓϐŷƳǙϐǙŝǭǙƆŝȍįƝΟ
ÅPostings requiring approval must be submitted by a Student 

Organization Member.



Event Registration Policy:
ÅStudent Organizations must submit their events by completing an Event 

Registration in Presence & a Space Request in Astra (campus scheduling 
platform). 
ÅStudent Organization members must contact Mr. Tony Berry 

tonyberry@clayton.edu   if they have questions about additional training and 
using the Astra Space Request and/or Involve/Presence Event Registration.
ÅUpon review of the Event Registration in Involve/Presence, denial; approval; or 

concerns will be  communicated to LaShandaHardin@clayton.edu. 
ÅThe Event Registration/Space Request must be submitted by a Student 

Organization member. Advisors are not permitted to submit event 
registrations/space requests on behalf of the Student Organization. However, 
Advisors must be aware of all events requested by the Student Organization. 



Events
ÅStudent Organization Advisors are required to attend all events and programs 

held on the weekend (Friday night through Sunday night) -excludes meetings. 
ÅStudent Organization Advisors are required to attend all large -scale events 

(Parties, Festivals, Pageants, Fashion Shows, etc.) 
ÅStudent Organization Advisors are required to attend all events and programs 

that start or end after 8:00pm and are required to stay at the event until the 
clean-up has been completed. 




