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This handbook has been prepared for the advisor and student officer's guidance of clubs 

CLUBS:  As an advisor, you have the privilege to provide direction and support to students as 
they take an active role through campus involvement.  Although each organization serves 
specific needs or interests, it also provides the membership to enhance their social growth, 
establish healthy school spirit, promote values, and gain the understanding of the democratic 
process. 

STUDENT ACTIVITIES & AFFAIRS OFFICE:  The Student Activities and Affairs office is a part of 
the Student Services Department and oversees the COS clubs on the campuses. 

STUDENT SENATE:  Student Senate is the governing body over all student clubs on campus. 
Additionally, the Student Senate Leadership Class is the recognized Student Government 
Association that represents all students at COS. We have representatives on all of the major 
committees that affect the education of students. Student Senate interacts with students, 
faculty, and administration on a daily basis voicing the students' needs and concerns.  The 
business of the Student Senate is carried out by the Student Senate Executive Board. Members 
comprising the Student Senate Executive Board are: President, Vice President, Student Body 
Ambassador, Student Board of Trustees Member, and five Commissioners of - Activities, Clubs, 
Records, Finance, and Publicity/Art.  The Student Senate meetings are held weekly on Tuesdays 
from 11:10 am to 12 pm COS Board Room.  Mission Statement:  We, the students of the College 
of the Sequoias, in order to provide a better learning environment for all students will provide: 
a legislative body; social activities; co-curricular programs; and shared primary responsibility in 
all areas of collegial government. 

Thank you for volunteering your time to be a club advisor.  Without your support and 
dedication to students, campus clubs would not be possible. 

I. Introduction to Advisors

Page 3 of 68



II. Role of an Advisor
The success or failure of most club programs rests in the hands of the advisor.  In a two-year 
college program with high student body turnover, clubs and organization are highly dependent 
on the advisor.  It is the role of the advisor to provide knowledge, guidance, and direction as the 
new members try to carry on activities, traditions, and services of the group.  Advisors are 
asked to give their time and talents to this important out-of-classroom program. 

III. Responsibilities of an Advisor
To make advisorship of clubs or organizations run smoothly, there are certain factors that are 
deemed necessary.  Listed below are important steps for ALL ADVISORS to follow: 

1. Advisors are strictly volunteer positions.  There will be no monetary or any other type of
compensation for time spent with the club or on club trips and events.

2. Advisors are responsible for proper supervision by attending all meetings and activities
staged by the group, which he/she is advising.

3. Advisors should supervise all financial transactions, the handling of club funds and the
maintenance of financial records.  Expenditures will not be processed without the
approval of the advisor.

4. Advisors should play an active role in helping students set up a meaningful program that is
consistent with the club’s constitutional purposes and with the mission of COS.

5. Advisors should encourage the development of initiative, responsibility, and leadership to
the student members.

IV. Club and Organization Procedures
(As per the Student Senate Constitution and By-Laws) 

HOW TO ORGANIZE A CLUB: 

A club organization is governed by the College of the Sequoias Student Senate By-Laws. As an 
advisor, it is important that you make yourself familiar with the policies and procedures of 
these By-Laws. 

CHARTERS: 

Any group which is to be organized on the College of the Sequoias campuses shall be required 
to be chartered by the following procedures: 

Obtain a “Club Charter Form” from the Student Activities and Affairs office.  Information on 
this form, which is a request to be organized or recognized, shall include the following 
information: 

1. Name of the organization

2. Name and signature of the staff advisor
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3. Purpose and need of this organization

4. A copy of the Constitution and By-Laws

5. The approximate number of interested students (list)

6. The time, day, and location the group will meet

This request, with the information attached, must be submitted to the Student Activities and 
Affairs Office for club charter consideration and will be submitted to the Student Senate 
Executive Board business meeting. 

The request to “Charter a New Club” must be approved at a regular scheduled Student Senate 
Executive Board meeting for final approval and chartering. 

The Student Activities and Affairs Office will be responsible for the completion of the charter 
form.  The SAA Office will process the following: 

1. Notify the advisor of the status of charter decision

2. Obtain the necessary signatures for the charter form

3. Return a copy of the charter form to the advisor for their club files. Retain the original
charter form in the club file in the Student Activities and Affairs office and submit a copy
of the charter to the COS Business Office to create a club account.

INTER-CLUB COUNCIL (ICC) MEMBERSHIP: 

All chartered clubs and organizations shall be required to have a representative or delegate 
present at all Inter-Club Council (I.C.C.) Representative Meetings. 

Any club that does not have representation at five (5) consecutive required Inter-Club Council 
Meetings may be penalized as follows: 

a. Be placed on a one-month probation
b. Will not be permitted to use college benefits and privileges, such as facilities and special

funds
c. All club funds will be frozen until the club is off of probation
d. Club risks losing their club charter

If the expelled club is not reinstated within four (4) semesters, club funds shall be absorbed into 
the Student Senate Executive Board’s Club Trust Fund.  To be reinstated, a club must follow the 
guidelines stated in the Student Senate Bylaws along with being reviewed by the Inter-Club 
Council. 

An appeal process to these regulations can be made to the Student Activities and Affairs office. 
A written appeal will be requested and taken to the Student Senate for review.  The Student 
Activities and Affairs office will notify the club advisor of the outcome. 
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I.C.C. ELECTION RESPONSIBILITIES:

The Inter-Club shall be responsible for electing a chairperson to preside in the absence of the 
chair. 

The Inter-Club Council shall be chaired and called to order by the Commissioner of Clubs. 

The Inter-Club Council shall be responsible for electing a secretary to take accurate records of 
the council meetings. 

I.C.C. MEETINGS

The Inter-Club shall meet once per month and be called by the Commissioner of Clubs / ICC 
Chairperson. Dates, time, and location will be set by the Commissioner of Clubs and Student 
Senate Advisor each semester.  A memo with the meeting information will be sent to Club 
Advisors and ICC Representatives.  It will also be posted on the COS web site and Student 
Activities and Affairs office. 

I.C.C. RESPONSIBILITIES

The Inter-Club Council Chair shall report to the Student Senate Executive Board any information 
that may include the participation of any club at an event held on campus. 

• Assist non-active and new clubs to organize on campuses
• Shall help provide any needed information for clubs
• In its relationship to the Student Executive Board, the Councils’ authority shall be one of

advisory and information of club activities
• Shall be an Advisory Council to all clubs when needed

V. How to Conduct a Club Meeting
INTRODUCTION 

Club and organization presidents may benefit by visiting the Student Senate Executive Board 
Meetings, held on Tuesdays in the (Student Senate Executive Board) where principles of 
leadership, parliamentary procedure, and discussion techniques are used.  Acquaintance with 
the material covered in this class should lead to better organized meetings and a more effective 
leadership. 

Student leaders (club and organization officers) are urged to become familiar with 
parliamentary procedures.  The following paragraphs may serve as a start toward achieving the 
objective of conducting an effective meeting. 
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INGREDIENTS OF AN EFFECTIVE MEETING 

A degree of formality: 

The presiding officer must take charge, keep order, and see that the membership lives up to the 
objectives of the group and uses proper procedure for reaching a decision. 

A RECORD OF WHAT TRANSPIRES AT THE MEETING SHOULD BE KEPT: 

A secretary should be elected or appointed who will carry out the traditional duties of a 
secretary, such as keeping a record of the proceedings.  If this is not done, the group runs a risk 
of not knowing just what was proposed and passed. 

The most effective means of keeping the membership informed or reminded of decisions 
reached, is to duplicate the minutes for distribution to all members. 

AN AGENDA: 

The leaders should come to meetings with a list of subjects to be brought up for discussion.  
Failing to do this may make the group conclude that they are meeting without a real purpose. 

Large groups should have a copy of the agenda for each member. 

USUAL ORDER OF BUSINESS (FLEXIBLE): 

a. Call meeting to order
b. Reading or dispositions of minutes of previous meeting
c. Reports of standing committees
d. Reports of special committees
e. Unfinished business
f. New business
g. Announcements
h. Adjournment

CHAIRPERSON’S MEMORANDUM: 

a. The presiding officers should have a more detailed guide for the meeting than the usual
agenda.

b. This memorandum will serve as a reminder to the chair regarding announcements,
minutes, reports, and business.

THE COURSE OF MOTION: 

a. Member addresses the chair
b. Chair recognizes the member
c. Member states his/her motion
d. Another member seconds the motion
e. Chair restates the motion (The Chair can simplify his job by requesting that the maker of

the motion put the motion in writing for the secretary and for himself.)
f. Discussion
g. Vote
h. Chair announces results
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AMENDMENTS 

a. Main motions can be amended by adding to them, eliminating words, or by both adding
and eliminating.

b. Amendments can also be amended.
c. Only one amendment to a main motion can be considered at a time.  Also, only one

amendment is in order at any one time.
d. It is in good practice for the Chair to insist on a proper phrasing of a motion and

amendments before he restates them.
e. Most clubs and organization leaders will only need to know who is to handle main

motions and amendments.  If they can do this well, their meeting will be better than
average.

PRECEDENCE: 

Meetings can become chaotic if certain simple rules of precedence are not followed.  Listed 
below in order from highest (1) to the lowest number (11) are suggestions of precedence: 

1. Adjourn
2. Recess
3. Privilege
4. Table
5. Vote (previous motion)
6. Limit debate
7. Postpone definitely
8. Refer to committee
9. Amend
10. Postpone indefinitely
11. Main motion

After a main motion has been introduced, seconded, and restated, any of the above from 1 
through 6 is in order.  If “refer to committee” is proposed, seconded, and restated, then all the 
numbers below it are out of order.  Following this principle, no matter what is before the group, 
the motion to adjourn is in order.  Refer to “Roberts’ Rules of Parliamentary Procedures.” 

CODE OF PRESIDING OFFICER OF MEETINGS: 

She/he 

a. is the leader of the meeting
b. is at the same time the servant of the assembly
c. is impersonal (do not say “I”, say “The Chair”)
d. is impartial
e. does not openly advocate or oppose a measure at a meeting
f. maintains order
g. sees that the meeting moves along and makes progress
h. knows enough parliamentary procedure to conduct an effective meeting
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Club Meeting Agenda & Minutes Instructions 

Minutes of Meetings 

Because there is a formal process of student governance for organized student bodies, the student 
council and each club must prepare and maintain a record of each meeting. These records are called 
minutes, and they serve as the record of each meeting and the actions taken, and demonstrate that the 
student council or club has followed ASB policies and procedures as well as current law. 

Minutes should be kept in a permanent record book or notebook for future reference. A sample of the 
standard format of meeting agendas and minutes are provided at the end of this document. 

Minutes should include details of proceedings, including financial matters pertaining to the budget, 
approval of fundraising ventures, and expenditure authorizations. Minutes are not a verbatim transcript 
of every word spoken; rather, they are a concise documentation of the essential matters discussed at 
each meeting and any pending action to be taken. The minutes should be type written so they can be 
read and understood in the future. 

Abbreviations should be avoided because future readers may not understand them. 

Good minutes should document at least the following information: 

• Name of the club or organization holding the meeting.

• Date, time, and place of the meeting.

• Names of those in attendance.

• Name of the presiding officer.

• Minutes from the previous meeting read, amended and/or approved.

• What was discussed or reported on during the meeting.

• Report on activities of standing committee(s) or special committee(s).

• What action was taken during the meeting, e.g., the budget was amended or the expenses were
approved.

• The results of any votes taken, including who made a motion, who seconded the motion and
outcome of any vote.

• Reporting on any communication to the ASB.

• Listing of any unfinished business.

• Date and time of next meeting.

• What time the meeting adjourned.

• Who prepared the minutes.

Any information provided to those attending the meeting, such as purchase order lists, check registers, 
bylaws, project outlines and letters, should be attached to the original minutes and kept on file. The club 
secretary should also sign the minutes when they are completed. At the next regularly scheduled 
student council or club meeting, the students should review and approve the minutes of the previous 
meeting. The secretary should maintain a binder of all of the approved minutes for the school year. 
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SAMPLE - Club Meeting Agenda 

 May 7, 2024 11:10 am  Student Center – Giant Forest 

1. CALL MEETING TO ORDER (President or V.Pres calls meeting to order)

2. ROLL CALL (Secretary records all in attendance with title, if officer)

3. APPROVAL OF THE AGENDA (Agenda is reviewed and approved or amended &
approved)

4. APPROVAL OF THE MINUTES (Minutes from previous meeting are reviewed and
approved or amended & approved)

5. OFFICER AND COMMITTEE REPORTS (Any reports from officers and/or committees
are delivered)

6. UNFINISHED BUSINESS (Any business that was not completed or needs more
discussion from last meeting)

7. NEW BUSINESS (Any new business that is new to the club with topic and who will
present. This could include a guest speaker who addresses the club)

8. ANNOUNCEMENTS (Announcements that do not require discussion, debate, or vote)

9. ADJOURNMENT (Formal ending of the business meeting by the presiding officer)
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SAMPLE - Club Meeting MINUTES – COS Future Business Leaders of America (FBLA) 

 May 7, 2024  11:10 am   Student Center – Giant Forest 

1. CALL MEETING TO ORDER
President Chay H. called the meeting to order at 11:15am

2. ROLL CALL
Present: Chay H-President, Andy N-V. President, Derek P-Secretary, Lindsay G-
Activities, Mekhi J-treasruer, Lauren S, Noemi O, Jason G, Ailing S, Sudafa M, Jeff B-
Advisor

3. APPROVAL OF THE AGENDA
Approved by general consent

4. APPROVAL OF THE MINUTES
Noemi O: Motion to approved minutes from April 30 with correction on roll call to
include new club member, Ailing S.
Andy N: Second
Pass: 10-0

5. OFFICER AND COMMITTEE REPORTS
a. Lindsay presented the plan for Club Rush with request to purchase supplies for

churros and horchata. Estimated expenses will be $100 with reimbursement to go
to VP Andy N. for those expenses. Will need a motion to approve.

b. Chay welcomed new member, Ailing, and asked everyone to consider another
friend or classmate to join the club.

c. Derek reported the balance in the club fund account to cover expenses for Club
Rush.

6. UNFINISHED BUSINESS
a. Mekhi J: Motion to approve up to $100 reimbursement to VP Andy N. for Club

Rush churro and horchata supplies.
Lindsay G: Second
Pass: 10-0

7. NEW BUSINESS
No new business

8. ANNOUNCEMENTS
a. Don’t forget to arrive at 8am next Wednesday and Thursday to set up for Club

Rush…all hands on deck!
b. Next meeting, May 14, we will discuss a game night to welcome and meet new

club members from Club Rush.

9. ADJOURNMENT
President Chay adjourned the meeting at 11:50am

Respectfully submitted by Derek P – Secretary.

Page 11 of 68



VI. How to Plan an Event
IDEA PLANNING 

Perhaps the most important step in planning an activity is to sponsor the type of event or 
activity that will meet both the needs of your club members and also benefit the Student 
Senate.  Once your club has decided upon an idea, you are well on your way to a successful 
event, if you proceed by using the following steps. 

ACTIVITY DATE REQUEST  -  All Roads Begin Here! 

Prior to starting an activity, you will need to check the master activity calendar in the Student 
Activities and Affairs office.  If the date and location proposed does not conflict with another 
activity, the club advisor must complete an Activity Date Request form (ADR). The ADR form may 
be obtained in the Student Activities and Affairs office or online in electronic forms. Requests 
must be submitted two (2) weeks prior to a planned event date. (This form is for approved 
outside areas) 

FACILITIES REQUEST   -  To Reserve Rooms 

If you need a room reserved for your event or a parking lot, a Facilities Request Form must be 
completed and submitted to the Facilities Office.  Forms are available in the Student Activities 
and Affairs Office or online in forms.  Requests must be submitted two (2) weeks prior to the 
event. 

PUBLICITY  -  Necessary For All Events! 

Contact the COS Publicity Office @ laurenfi@cos.edu at least 3 weeks prior to you event. 

Club flyers must be submitted to the Student Activities and Affairs office for approval before 
posting on bulletin boards. Postings may remain on the bulletin boards for 30 days or until the 
day after the event, if less than 30 days from posting.  (Maximum of ten flyers) 

VENDORS 

Vendors coming on campus are approved through the Student Activities and Affairs office and 
must complete a vendor contract and pay the vendor fee.    

COMPLETION OF DETAILS  -  Important to follow through! 

Although you are probably on your way to a successful event, it is the club’s responsibility to 
organize the event and see it through to its completion, which most likely will involve a clean-
up committee.  To ensure that your club or organization will be allowed to use college facilities, 
an activity must always be well supervised by the advisor.  It is also recommended that a 
written evaluation of the event be completed by each of the participating members of your 
organization and be kept on file so that future groups planning a similar event can be more 
effectively planned.  If an event is scheduled after regular business hours, a fee may be charged 
to use COS facilities. 

Page 12 of 68

mailto:laurenfi@cos.edu


ACTIVITY DATE REQUEST
(For outdoor areas identified below)

Completed applications MUST be submitted to the Student Activities & 
Affairs (SAA) Office at least two (2) weeks in advance of the event date. 
Sequoias Community College District retains the right to assign services as 
deemed necessary for any event. 

Requestor: Date:

Department/Club/Organization:

Email Address (Outside Organizations): Phone:

Event Type (Check all that apply): COS Event/Class/Meeting Outside Organization Event

Event Title: Group Size: 

EVENT LOCATION KEY
A Quad F Giant Forest Walkway

B Quad Stage G Giant Forest Courtyard

C Sequoia Breezeway H Food Court

D Sawtooth Amphitheater I Ponderosa Courtyard

E Lodgepole Circle J Alta Peak Patio

DATE(S) REQUESTED LOCATION EVENT SETUP TIME TIME OF EVENT
to

to

to

to

to

No. of Tables: No. of Chairs: Electrical Outlet: Yes No

Other Special Arrangements:

Additional Information:
Approved requests will be listed on the COS Event List.
Tables & Chairs will be provided upon availability.
Diagrams must be provided when requesting setup or
arrangement of tables & chairs.
The event organizer must be present throughout the duration
of the event.

See SAA Office for food vendor requirements.
Submit a HelpDesk ticket to Technology Services for
Audio/Visual needs.
Forms signed by students will not be accepted.
Notify the Facilities & SAA Offices of event cancellations.

: Date:

: Date:

Director, SAA Signature: Date:

Facilities Office Use Only:

Event ID Number: Approved: Date: 

Insurance (Outside Organizations) Estimated Charges: 
Rev. 2022
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VII. Inactive Club Accounts
INACTIVE CLUB ACCOUNTS: 

After clubs have been inactive for one year, the funds would be transferred to a trust holding 
account. 

If no activity exists with the second year, that money would then be transferred into a special 
student body budget which would be used to assist clubs with projects that benefit the Student 
body as a whole. 

VIII. Student Trips and Drivers
1. COS vehicles must be reserved at Facilities.
2. Only approved faculty and student drivers will be allowed to drive the vehicles.

a. Student Driver Request forms are available and processed in the Student
Activities & Affairs office.

i. Students must be at least 20 years old
ii. Have had a license for at least 2 years

iii. Complete the Safety Defense Training – online
iv. Submit the completed packet to the Student Activities and Affairs

office: Student Driver Liability Form, DMV Form 1101, Defensive Driving
Completion Certificate, DMV Driver report, and valid CA Driver’s License.

b. Staff Driver Request forms are available and processed in the Facilities Office.
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TRANSPORTATION REQUEST
(For district vehicle and/or gas card usage for school business)

Completed applications MUST be submitted to the Facilities Office at 

least two (2) weeks in advance of your requested departure date.  

Requestor: Date: 

Department: Phone: 

Destination: City/State: 

Purpose of Trip: Number of Students: 

Vehicle(s) Requested:  Car (   )  7-Pass Van (   ) 12-Pass Van (   )  Gas Card 

Departure Date: 

Name & Driver’s License #: 

Name & Driver’s License #: 

Name & Driver’s License #: 

Name & Driver’s License #: 

Other COS personnel traveling in the same vehicle: 

Name: Name: 

Name: Name: 

Name: Name: 

Additional Information 
• All drivers MUST have DMV clearance on file prior to submitting a Transportation Request Form.

• Names of all students who will be riding in the COS vehicles must be provided to your supervisor.

• Out of state travels involving students MUST be approved in advance by the COS Board of Trustees.

• Gas cards are only available when traveling beyond a 75-mile radius of the COS campus (one way).

• All gas cards, gas card receipts, and vehicle keys must be submitted to the Facilities Office upon your return.

• Vehicle keys and gas cards will not be checked out unless all prior keys/cards have been returned.

Date: Requestor’s Signature: 

Director/Dean’s Signature: Date: 

Facilities Office Use Only: 

Request Status:  Approved  Unapproved 

Assigned Vehicle:  Car (   )  7 - Passenger Van (   )  12 - Passenger Van (   )  Gas Card 

Processed By:  Date: 

Rev. 2022 

Return Date: 

Driver(s) Details: 

Name & Driver’s License #: 

Departure Time: 

Return Time:  

1
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Giant Forest, RM 123  559.730.3736 

Student & Volunteer Driver Requirements 
Please complete the following and bring to the Student Activities & Affairs office: 

1. Vehicle and Liability Form
a. Note: If driving your personal vehicle, you must also complete page 2 of this form and

provide proof of necessary insurance.

2. DMV Authorization for Release of Driver Record (DMV-INF1101)

3. Keenan Safe Colleges Online Defensive Driving (CA Full Course)
a. Go to: https://cos-keenan.safecolleges.com/register/87e48aa2
b. If new driver: Create your account with Banner ID (do not include @ symbol) as your

user name and _____________@giant.cos.edu as your email
c. If returning: Login as previously registered
d. Complete the Defensive Driving – CA Full Course
e. Print out the “Completion Form”
f. Issues? Contact Keenan at (800) 434-0154 or support@safeschools.com

4. Obtain a copy of your DMV driving record:
a. $2 online - https://www.dmv.ca.gov/portal/dmv/detail/online/dr/welcome
b. $5 at DMV office - https://www.dmv.ca.gov/portal/dmv/detail/fo/offices/toc_fo
c. Prices vary for other states

5. Provide your California Driver’s License for verification and copy for file:
a. Must have had your license for a minimum of two (2) years
b. Must be at least 20 years of age

NOTE: Students are required to complete and submit the packet every academic year.  
COS Administrative Procedure AP 6531 Transportation Procedure – Student or Volunteer. 
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      STUDENT DRIVER VEHICLE AND LIABILITY FORM 

   FORM MUST BE SUBMITTED THREE (3) WEEKS PRIOR TO THE EVENT 
Note: For processing, you must complete the DMV Authorization for Release of Driver Record Information form,  
the Defensive Driving Course, and submit a copy of your driver’s license.  Students must be a least 20 years old and 
have a valid license for at least two (2) years. 

Directions: 

Date Submitted: 

This form must be completed, submitted to the COS Student Activities and Affairs office and approved BEFORE any 

current college student may drive a college owned vehicle when traveling to a college activity and/or when transporting 

other students. This is required by College of the Sequoias Administration and the College’s insurance company. 

Under no circumstances are students allowed to drive a college owned vehicle or transport other students in their own vehicle 

without this form and their driving record cleared. Driver clearance is good for the remainder of the academic year ending June 

30th. To drive a college-owned vehicle or transport other students in your personal vehicle, you must complete the first 

page of this form and item number one (1) on the second page; to leave the trip early and travel on your own, complete 

the first page of this form and item 2 on the second page; to do both, complete the entire form. 

Student Name: 

(Last) (First) (Middle Initial) 

Student Birthday:  Banner ID:   Phone No: 

Driver’s License #: Exp. Date: 

Activity/Destination: 

Class or Organization:   

Staff or Faculty Member in Charge: (print name): 

Destination of Activity:  Date(s) of Activity: 

Emergency Contact: 

Name:  Cell: Home/Work: 

Signature: 

_____________________________________________     __________________________________________ 

Faculty Member Signature                                                                                   Faculty Member Printed Name 

A list of student names and banner number must be provided to the area dean prior to the activity. Participant changes can be 

confirmed with the area dean by telephone on the day of the activity. Clubs must complete trip packets and provide a list of 

students’ names to the Student Activities and Affairs Office. 

Rev. 6/2019
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___ ___ 

This section only applies when a person: (1) drives a privately owned vehicle or (2) leaves a trip or 

excursion group and travels on their own. 

(1) Affidavit – Driving a privately owned vehicle:

Student driving their own vehicle Student transporting other students 

Personal Vehicle Information: Year: Make: Model: 

(Driver must provide proof on insurance and must have $500,000 combined Liability PD & L or single limit of 

$250,000 per person, or $150,000 per accident and $100,000 per property damage.) 

I,  (parent/guardian unless 18 or older), do hereby release College 

of the Sequoias from any responsibility and liability when giving permission for my son/daughter/self to drive to or 

from a college activity or terminate participation in a trip or excursion utilizing private transportation. The vehicle 

being used is insured. 

(2) Leaving the trip of excursion early:

I plan to terminate trip participation at (site) 

on (date) (i.e., I plan to leave the trip group and travel on my own) and hereby release the District 

for any responsibility from that point forward. 

The undersigned hereby releases, discharges, holds harmless and indemnifies the District, its officers, employees 

and agents, from all liability, as defined herein, arising out of or in connection with participation in this educational 

excursion. For the purpose of this agreement, liability means all claims, demands, losses, causes of action, suits, or 

judgments of any and every kind that the participant, his/her heirs, executers, administrators or assigns may have 

against the District because of personal injury, accident, illness, or death, or because of any loss of or damage to 

property, that occurs during such a field trip or excursion. 

Signature: Date: 

(Parent/Guardian or Student if 18 or over) 

Signature: _ Date: 

(Student Driver Signature if parent/guardian signs above) 

Staff of Faculty Member Signature:   

(Staff members requesting student drivers must be familiar with the student’s past driving experience) 

Approved Signature: 

Disapproved Reason: 

Rev. 6/2019
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• Returning driver, use link here, since your account is
already created. 

• Do not attempt to create ad new login.

• First time drivers sign up here:

• Username: BannerID number (without  @)

• Email address: @giant.cos.edu email

• Navigate to
the Defensive
Driving / CA
Full Course
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• Complete all
(4) sections
and print the
completion
certificate.
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1. Student Forms: (Advisors keep originals on trip)
Filed in the Deans office.
Every participating student must complete these forms.
1. Liability Waiver form
2. Medical Consent form
3. Code of Conduct form

2. Advisor Forms:
Filed in the Deans office.
1. Roster of advisors and students with full name, cell phone & banner

ID
2. Clery Act Student Travel form

3. Updated List of Trip Participants:
Due to the Dean: Morning of trip
This list must identify any adds and no-shows
Email to: your department dean.

The items below are available as needed. 

4. Transportation Request to reserve COS vans:
Due to Facilities office: As soon as you schedule a trip (at least 3 weeks prior)
This must be completed by the Advisor.
Note: volunteer/student driver forms (#5 below) must also be submitted or on file.

5. Volunteer & Student Driver forms: (for staff and faculty)
Due to SAA office: Three weeks prior to trip date.
These must be submitted for staff, faculty or students who wish to drive a COS
vehicle

OR transport students in a personal vehicle 

6. Travel & Conference request:
Due to department dean: Three weeks prior to trip date.
This must be submitted for staff or faculty who will utilize COS funds for a trip.

Club Trip Check List:
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Liability Waiver for Education Excursion or Field Trip 
 ____Transportation will be provided by the College 
 ____Transportation will not be provided by the College 

Name:_____________________________________ Banner ID #:____________________________________ 

Address:___________________________________ Phone No. Day:__________________________________ 

__________________________________________ Phone No. Evening:_______________________________ 

Excursion:______________________________________________ Date:_____________________________ 

Pick up time:______________________ Drop off time:______________________ 

Release and Agreement to Hold Harmless and Indemnify 

College of the Sequoias Community College District hereinafter referred to as District, provides the educational services and acts only as coordinator for the owners 
and/or contractors, providing means of transportation, hotel accommodations and/or other services, and all ticket exchange orders and/or vouchers issued are 
subject to any and all terms and conditions under which such means of transportation, hotel accommodations, and these services are offered or provided.  Refunds 
for excursions are at the discretion of the tour operators and may include penalties to the extent of the full fare.  Trip cancellation, health, life, accident, foreign 
liability and baggage insurance are the responsibility of the participants.  The District reserves the right to withdraw from any event or any part of without prior notice 
and to make such alterations to the itinerary or program as it deems necessary or desirable. 

California Code of Regulation Title 5 Section 55450 in part provides that all persons making a field trip or excursion shall be deemed to have waived all claim against 
the District of the State of California for injury, accidents, illness or death occurring during or by reason of the field trip or excursion. 

The undersigned herby releases, discharges, holds harmless and indemnifies the District, its officers, employees, agents from all liability, as defined herein, arising out 
of or in connection with participation in this educational excursion.  For the purpose of the agreement, liability means all claims, demands, losses, causes of action, 
suits, or judgements of any and every kind that the participant, his/her heirs, executors, administrators or assigns may have against the District, or that any other 
person or entity may have against the District because of personal injury, accident, illness or death, or because of any loss of or damage to property, that occurs 
during such a field trip or excursion. 

In the event of any medical emergency, I grant to the District or any of its representatives the full authority to take any action deemed necessary to protect my health 
and safety at my expense, including but not limited to placing me under the care of a doctor or in a hospital at any place for medical examination and/or treatment, 
or returning me to the United States at my expense if such return is deemed necessary after consultation with medical authorities. 

I further agree that I will obey all of the rules and requirements, observe the program schedules, follow the instructions given by the supervisory personnel in all 
matters pertaining to the field trip of excursion and abide by the rules of student conduct (AP 5500).  The District may take whatever action it deems necessary, 
including transporting me back home to the United States or out of the host country (at my or my parents expense), due to any international or political unrest, 
personal emergency or other event which District in its sole discretion, determines is in my best interest.  In the event District or its agents advance or loan any 
monies to me or incur special expenses on my behalf while I am abroad, I (and my parents) agree to make immediate repayment upon my return.  I will comply with 
the District rules, standards and instructions for student behavior.  I hereby waive and release all claims against the District and its agents arising at a time when I am 
not under the direct supervision of the Institute of its agents or arising out of my failure to remain under such supervision or to comply with such rules, standards and 
instruction; and I agree to indemnify the District and its agents against any consequences thereof.  I agree that he District shall have the right to enforce appropriate 
standards of conduct and that it may at any time terminate my participation in District’s program for failure to maintain these standards or for any actions or conduct 
which District consider to be incompatible with the interest, harmony, comfort and wellbeing of other students.  If my participation is terminated, I consent to being 
sent home at my own (or my parents) expense with no refunds of fees.  Excessive consumption of alcohol as determined by the District is regarded as a severe breach 
of acceptable behavior and can result in being sent home.  Use of illegal and unauthorized drugs is forbidden.  I understand that I and my parent/guardian must sign a 
waiver in advance to terminate trip participation at any location (i.e. the need to leave the trip group and travel on my own). 

I have read this Release and Hold Harmless and Indemnify and understand the terms.  I execute it voluntarily and with full knowledge of its significance. 

Signature(Student/Participant)________________________________________________ Date:____________________________ 

Emergency Contac:t_________________________________________________________ Relationship:______________________ 

Address:___________________________________________________________________ Phone:___________________________ 

_____Age 17 or under _____Age 18 or above 
If Student/Participant is under Age 18: 
I authorize and give my consent for ____________________________to participate in the  
above field trip/excursion and agree to the above stipulations. 
Parent/Guardian Signature___________________________________________________ 
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COS Club Code of Conduct - Excursions 

Event: Trip Date(s): 

Destination: 

Departure to: _______________________________________________________ 

Will leave at   am/pm SHARP  

Return to Visalia: We should arrive at COS approximately     am/pm 

Food: _______________________________________________________ 

Clothing: _______________________________________________________ 

Deposit: _______________________________________________________ 

Must Read: I understand that I am attending  

as a representative of College of the Sequoias 

Club.  I understand that I am to conduct myself in a responsible 

manner and I agree to the following:     

  (please initial) 

 Each student must be enrolled at their respective college.

 No alcohol beverages or drugs.  California State Education Code

prohibits alcoholic beverages or illegal substances being 

consumed during a college function regardless of student’s age.  
(For the student’s protection, prescriptions should be registered on 

the medical consent form when turning in application.) 

 No inappropriate behavior will be allowed, nor any behavior

that would endanger the signatory or others.  Any member that 

causes damages to the facility is liable for replacement cost. 

 Any exceptional cases must be approved by the Student

Activities and Affairs staff person responsible from College of 

the Sequoias before the trip. 

 I understand that violation of this agreement may result in my

immediate return to my home at my own expense.  In addition, 

any disciplinary action will be handled by the area dean.

____________________________ ______________________ 
Student Signature Print Student Name 

Do you need any special accommodations?  If so, please describe: 

As advisor of the Club: 

 I have reviewed the code of conduct with this student.  I will be present on this trip with the students.  -or-  I have

 I will provide the Student Activities & Affairs office a designated a COS employee to be present on the trip as

Complete list of staff and students participating and notify them advisor/chaperone on my behalf; and, they understand the

of any changes on the day of the trip. student code of conduct and the student liability waiver.

Advisor Signature 

Please print clearly: 

Date 

Banner ID 

Cell Phone 

Deposit rec’d by advisor 

$ 

Deposit amount paid 

Advisor Name 
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COS Club Trip Medical Consent 

Event:   Trip Date: 

Destination:  

SAA-/trips/forms/medical consent  

In the event of any medical emergency, I grant to the College or any of its representatives on the trip 

the full authority to take any action deemed necessary to protect my health and safety at my expense, 

including but not limited to placing the Participant under the care of a doctor or in a hospital at any 

place for medical examination and/or treatment, or returning the Participant to their home city at 

his/her own expense if such return is deemed necessary after consultation with medical authorities. 

Initial one of the following statements: 

  I am 18 years of age or older and am the Participant.  My birth date is: 

  I am the parent or legal guardian of the participant who is under 18 years of age to whom 

the above statements apply and for whose benefit I am executing this Agreement. 

I have read this consent and I understand its terms.  I execute it voluntarily and with full knowledge 

of its significance. 

Participant Information 

    Print Name: 

    Signature: 

    Date: Banner ID:  @ 

    Address: City:  

    Zip Code:   CA Email:  

Emergency Contact 

    Name: Phone Number: 

    Relationship:  

Medical Information 

  Medical Insurance Carrier:  

  Policy Number:  

  Please list any prescription medication: 
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CLERY ACT STUDENT TRAVEL FORM 

This form is to be completed for College related overnight travel. That includes students such as athletics, academics, 
clubs/organizations, etc. 

Group Name: ________________________________________________________________________ 

Travel Contact: ______________________________________________________________________ 

Name      Title 

  ______________________________________________________________________ 

    Department            Phone         Email 

Travel Dates(s): Departure from COS __/__/__  Return to COS __/__/__  

Lodging Facility Information: 
Note: If a group is staying at more than one lodging facility, please complete a separate form for EACH facility. 

Name:  _______________________________________________________________________________ 

Street Address  _______________________________________________________________________ 

City, State, Zip ________________________________________________________________________ 

Type of Location (Classroom/Building) ____________________________________________________ 

Specific floor(s), room number(s), or unit number(s) occupied ______________________________ 

Do you have a written agreement to control this space(s)?    __Yes                  __ No 

This Trip is:      

___ a one-time trip ___ repeated each semester __ repeated annually 

__ other _________________________________________________________________________ 

If trip is repeated, our group: 
___ always stays at the exact same lodging facility              __ uses various lodging facilities with each trip 

Person submitting this form: 

_________________________________________________________________________________ 
Name     Signature    Date 

__________________________________________________________________________________________________ 
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IX. PARLIAMENTARY PROCEDURE
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W:\StudentActAffairs\SAA-Ongoing files/Clubs/Club 

X. STUDENT SENATE
CLUB INFORMATION SHEET / AUTHORIZED SIGNATURE FORM

Please return this form to the Student Activities & Affairs office BY: 
 (Giant Forest Bldg. Rm 123 or email to adrieanag@cos.edu)

Name of Organization / Club: Semester Active Club Fund #

Club Meeting Information 
Day(s) of the Week Time(s) Building / Campus Room Number

Club Advisor and Officer Information  (please type or print clearly)   Attach Minutes for Officer Appointment 

Advisor 
Print: 

Signature: 

Office Ph#: Office Bldg/#: 

Email: 

Co - Advisor 
Print: 

Signature: 

Office Ph#: Office Bldg/#: 

Email: 

Club President 
Print: 

Signature: 

Cell Ph. #: 

Email: 
Banner ID: 

Club Vice President 
Print: 

Signature: 

Cell Ph. #: 

Email: 
Banner ID: 

Club Treasurer 
Print: 

Signature: 

Cell Ph. #: 

Email: 
Banner ID: 

Club Secretary 
Print: 

Signature: 

Cell Ph. #: 

Email: 
Banner ID: 

Club I.C.C. Representative 
Print: 

Signature: 

Cell Ph. #: 

Email: 
Banner ID: 
* Must attend the Inter-Club Council meetings hosted
by the Student Senate Commissioner of Clubs. Missed
meetings will result in warnings and the possibility of
the club’s funds being put on hold.

Important Information 

* When this form is received, a club will be considered “active
status” for the semester (submit to the Student Activities &
Affairs, office Giant Forest Bdg. Rm 123)

* Meeting minutes are REQUIRED when changing authorized
signatures or requesting reimbursements.

* Cash boxes must be requested at least 2 days/48 hrs in advance
of need/event. Follow all guidelines as provided by the Advisor's
Handbook.

* Advisor Club Handbook is available online:
https://www.cos.edu/en-us/student-life/activities-and-affairs/
clubs-organizations

* Web site: https://www.cos.edu/en-us/student-life/activities-
and-affairsPage 37 of 68
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XI. Cash Control and Fundraising Procedures for Student Senate Clubs

External auditors require the District to implement cash control procedures and document the financial 
transactions of student clubs. These cash control and record-keeping procedures are designed to help dubs 
keep an accurate accounting of their funds for themselves, the district, the public and external auditors. There. 
are three types of control procedures as follows: 

Control Procedure Type of Event 
A. Pre-numbered Receipts Club booth-type sales 

Sale of advertising space 
Off campus sales 

B. Sign in for Donations Service provided for donation (e.g. car wash) 

C. Scrip/Pre-sold ticket Receipts Club booth-type sales 

A. Pre-numbered Receipts 

Forms needed: Revenue Potential Form (Exhibit A) 

Pre-numbered Receipts (Exhibit B) 

Club Deposit Reconciliation Form (Exhibit C) 

1. Two days prior to the event, dub members should notify Cashier's office to order cash box. On the day of
the event, club members should pick up the cash box. A Revenue Potential Form (Exhibit A) must be 
completed by dub members or advisor at that time, if expected revenue is $500 or above. 

2. The cash box will include Pre-numbered Receipts (Exhibit BJ and a Club Deposit Reconciliation Form {Exhibit
C). The Cashier's office will record the number series of receipts being used (i.e. 1-500) on the Club Deposit _
Reconciliation Form. The Pre-numbered Receipts are small ticket-type forms which include a club copy and a
customer copy, 

3. On each Pre-numbered Receipt, club members must record the total amount for item(s) sold and amount of
any donation. 

4. At the club event, two club members should staff the cash table at all times; one club member to take the 
cash and one dub member to record and hand out receipts. 

5. At the end of the event, club members must balance the receipts to the cash box. 

a. Count the cash collected and subtract the seed amount. Record on Club Deposit Reconciliation Form the 
coin and currency collected. 

b. Next, calculate the total of all sales and donations from the receipts and record on Club Deposit 
Reconciliation Form. 

c. Explain any difference between the cash collected and the receipt total. Note: two people should count 
the cash. It is recommended that the faculty advisor is one of the two. 
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ADMINISTRATIVE PROCEDURE    3900 
SEQUOIAS CCD      General Institution 

SPEECH: TIME, PLACE, AND MANNER 

The students and employees of the District and members of the community shall be 
permitted to exercise their rights of free expression subject to the time, place and 
manner following the established procedures outlined below and other applicable Board 
Policies and Administrative Procedures. 

The colleges and campuses of the District are non-public forums, except for the areas 
designated by the Superintendent/President, or designee, and those areas designated 
as public forums. These designated areas are generally available to students, 
employees, and the community and are reserved for expressive activities which do not 
violate District policy and which are lawful. These areas are chosen to provide visibility 
and allow communication to a large number of students, administrators, faculty, and 
others walking or traveling on campus but also not to disrupt educational and other 
activities of the District on behalf of students. 

Areas Designated For Use As Public Forums: 
Visalia: Grass area on North side of Quad (designated by signs) 
Tulare: Lower Walkway between Building A and B on the ground floor 
Hanford: Patio behind Student Lounge 

The Superintendent/President, or designee, shall have the discretion to modify the 
designated area of a campus in accordance with the following limitations: The newly 
designated area must be reasonably comparable in size and pedestrian traffic to the 
former area as possible given the layout of the campus in question and use of the 
surrounding buildings. This discretion is not to be exercised on a case-by-case basis but 
only to the extent necessary when all or part of a designated area becomes 
inaccessible or not safe (such as when construction is undertaken in the designated 
area or in the event of a natural disaster) or when the use of the area or part of the area 
for speech activities in general interferes with the educational and administrative 
activities of the District (such as when noise caused by public speakers significantly and 
repeatedly interferes with classes and other activities taking place in surrounding 
buildings). 

The areas generally available to students, employees and the community are limited 
public forums. The areas are available during days when District classes are held and 
during the hours of 8:00 a.m. to 5:00 p.m. 

The District reserves the right to revoke that designation and apply a non-public forum 
designation. The District reserves the right to designate areas as non-public forums as 
necessary to prevent the substantial disruption of the orderly operation of the District. 

XII: District Policies
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Areas of the District that are non-public forums specifically include campus offices, 
classrooms, warehouses, maintenance yards, or locker rooms. 

The use of areas generally available to students, employees and the community is 
subject to the following: 

1. Persons using areas generally available to students, employees and the
community and/or distributing material in the areas generally available to
students and community shall not impede the progress of passersby, nor shall
they force passersby to take material.

2. No persons using areas generally available to students, employees and the
community shall touch, strike or impede the progress of passersby, except for
incidental or accidental contact, or contact initiated by a passerby.

3. Persons using areas generally available to students, employees and the
community shall not use any means of amplification that creates a noise or
diversion that disturbs or tends to disturb the orderly conduct of the campus or
classes taking place at the time.

4. No persons using the areas generally available to students, employees and the
community shall solicit donations of money, through direct requests for funds,
sales of tickets or otherwise, except where he or she is using the areas generally
available to students, employees and the community on behalf of and collecting
funds for an organization that is registered with the Secretary of State as a
nonprofit corporation or is an approved Student Senate organization or club.

5. Outside vendors may be approved by the Vice President, Administrative
Services, or designee, to come to a campus to promote their business and
provide information to students. A $50.00 per day charge (in advance) will be
collected and deposited to an account as designated by each campus. To
reserve a date on the Visalia campus and to be included on the District’s master
calendar, a vendor must secure, complete, and submit an Activity Date Request
two weeks prior to the promotion date to the Student Activities and Affairs Office.
For the Hanford Campus, Activity Date Requests will be submitted to the Hub. In
Tulare the requests will be submitted to the Tulare campus administrator. Each
campus will handle scheduling their individual calendars. No commercial
business will be allowed which is in direct competition with the District or with
vendors with whom the District has exclusive agreements.

6. Members of the public are welcome to speak and/or distribute written materials
within the designated area(s) of each campus subject to the time, place, and
manner outlined in this procedure and any other applicable Board Policy or
Procedure.
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7. Prior to speaking and/or distributing written materials, members of the public who
are not students or employees of the District, shall provide notice of their intent to
speak and/or distribute written materials to the Office of the
Superintendent/President, or designee(s), for Sequoias Community College
District. This notice shall not be provided more than three days prior to the use of
the designated area(s). This notice shall include the person’s name and contact
information and the dates and times he or she will be speaking and/or distributing
written materials on campus. This notice does not involve any application or
approval process, and therefore, the ability to use the designated area(s) cannot be
denied. This notice is only intended to provide the District with knowledge of the
community member’s presence on campus so the District can notify the
appropriate members of its staff whose services might be needed or impacted by
the use of the designated area(s).

8. No amplified sound devices shall be used for any event other than approved
Student Senate functions at times deemed acceptable so as not to interfere with
scheduled classes.

All persons using the designated area(s) of the District shall be allowed to distribute 
petitions, circulars, leaflets, newspapers, and other printed matter. Such distribution shall 
take place only within the designated area(s). Material distributed in the designated 
area(s) that is discarded or dropped in or around the designated area(s) other than in an 
appropriate receptacle must be retrieved and removed or properly discarded by those 
persons distributing the material prior to their departure from the designated area(s) that 
day. 

Distribution and/or posting of materials on campus is subject to the following: 

1. Students shall be provided with bulletin boards for use in posting student materials
at campus locations convenient for student use. All materials displayed on a
bulletin board shall be approved by the Superintendent/President, or designee and
shall clearly indicate the author or agency responsible for its production and reflect
the date of posting. Materials displayed shall be removed after two weeks or after
the date of the event.  If a student’s request for posting of materials is denied, they
may meet with the Dean, Student Services, or designee, to appeal the decision.

2. Unacceptable items include:
• So-called “HATE” literature which scurrilously attacks gender and sexual

orientation (actual or perceived), ethnic, religious and racial groups; other
irresponsible publications aimed at creating hostility and violence; hardcore
pornography; and, similar materials are not suitable for distribution on campus.

• Materials denigrating to specific individuals in or out of school.
• Materials designated for commercial purpose to advertise a product or service

for sale without providing a discount to students.
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• Materials which are designed to solicit funds, unless approved by the proper
authorities.

Use of the designated area(s) to speak and/or distribute written materials shall not be 
construed as the use of a “facility” or “service” of the District pursuant to the Civic Center 
Act policies and procedures. Therefore, a student or member of the community that 
wishes to speak and/or distribute written materials in the designated area(s) does not 
have to apply for or receive a facilities use permit prior to using the designated area(s). 

Students and members of the community who wish to reserve space in a District facility 
and/or use the services of a department (such as equipment, food, janitorial, or 
audio/visual) must follow the procedures set forth in BP 6700, AP 6700 and the other 
applicable policies and procedures of the District regarding use of its facilities. 

Reference: Educ. Code Sections 76120, 66301, 48907, 82537, 82548 
Adopted: December 11, 2007 
Revised: February 11, 2013 
Revised: March 14, 2022 
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ADMINISTRATIVE PROCEDURE    4300 
SEQUOIAS CCD    Academic Services 

FIELD TRIPS AND EXCURSIONS 

The District may conduct field trips and excursions for students in connection with 
courses of instruction or District-related social, educational, cultural, athletic, or musical 
activities to and from places in California, or any other state, the District of Columbia, or 
a foreign country. 

The District shall provide supervision of students involved in field trips or excursions by 
engaging instructors, supervisors, and other personnel as may be necessary who desire 
to contribute their services over and above the normal period for which they are 
employed by the District. 

During the field trip itself, the faculty member who is the teacher of record, will be 
responsible for students. Students will be expected to comply with all District 
regulations. 

A. Out-of-State Trips: A maximum of two out-of-state competitions or performances
which fall within the instructional days of an academic year calendar will be
permitted for any class or recognized student organization. A request for one
additional trip which does not coincide with instructional days may be approved if all
the necessary conditions and parameters have been met.

Prior permission must have been requested from the Board of Trustees before any
out-of-state trip is planned. As soon as it is determined that an out-of-state trip is
being planned, the department/division responsible for the trip will request that the
item be placed on the Board agenda through the appropriate Vice President. A
presentation will be made at the earliest Board meeting possible.

Included in the request to the Board will be:

1. Justification and background for the trip;
2. Names of all students attending;
3. Complete itinerary for the trip;
4. Plans/arrangement for all costs;
5. Arrangement for coverage of classes missed by the accompanying instructor,

including the class(s), the day(s), hour(s), and the name(s) of the substitute
instructor meeting the class(s). District-paid substitutes will not be provided.

B. Transportation: The District shall, at the discretion of the supervising Dean, transport
students, instructors, supervisors or other personnel by use of District equipment,
contract to provide transportation, or arrange transportation by the use of other
equipment.
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Faculty or staff desiring to use a District vehicle or gas card for field trips or 
excursions must complete a Transportation Request form, secure signature of 
his/her supervisor and submit the form to the Facilities Office two weeks in advance 
of the trip. 

Any student who will be driving a District vehicle on a trip or excursion must 
complete a COS Student Driver Liability Form, have any required Class license and 
medical training, and submit the form to the Student Activities Office for a 
Department of Motor Vehicles clearance. 

Students who wish to drive their own vehicle and possibly transport other students to 
a District sanctioned event must complete a Student Driver Liability form. This form 
must be completed in its entirety and submitted five weeks in advance of the event 
to the Student Activities and Affairs Office. This request will be processed by the 
DMV as indicated above. District insurance coverage requirements, listed on the 
Student Driver Liability Form, must be met. The student and faculty member, or Club 
Advisor, are notified of the status of the student’s clearance by the Student Activities 
and Affairs Office. Once clearance is obtained, the student may use their personal 
vehicle and may transport other students for the sanctioned event. 

C. Liability Issues: When District equipment is used, the District shall obtain liability
insurance, and if travel is to and from a foreign country, the liability insurance shall
be secured from a carrier licensed to transact insurance business in the foreign
country.

All adult students taking out-of-state field trips or excursions and all parents or
guardians of minor students taking out-of-state field trips or excursions shall sign a
Liability Waiver for Education Excursion or Field Trip which waives all claims against
the District or State of California for injury, accident, illness, or death occurring
during or by reason of the field trip or excursion (Title 5, Section 55220h). This
waiver is retained by the division, along with a class roster of all students
participating in the event that specifies the location of the activity and a contact
phone number in case of an emergency. (If field trips or travel take place on a
regular basis during the semester, one waiver per student can be completed and a
list of dates and places attached. This waiver is good only for one semester at a
time.)

A list of all students, staff and others traveling on a District sanctioned trip must be
on file in the appropriate Dean’s office, AND changes to the list must be provided to
the Dean prior to departure.

When a group of students, under the direction of a faculty member, takes out-of- 
state trips, all students must return to their original point of departure to maintain
control over the college-sponsored event. Once the group has arrived back on
campus, responsibility on the part of the faculty member has ceased and the District
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is absolved of legal involvement. 

Students or volunteers desiring to leave the trip or excursion group and travel on 
their own must complete the Liability Waiver that specifies the point of trip 
termination and releases the District from any responsibility from that point forward. 
The completed Waiver is returned to the instructor and filed with the supervising 
Dean. 

D. Expenses – Students: No student shall be prevented from making a field trip or
excursion which is integral to the completion of the course because of lack of
sufficient funds. No group shall be permitted to take a field trip or excursion which is
integral to the completion of a course if any student who is a member of such an
identifiable group will be excluded from participation in the field trip or excursion
because of lack of sufficient funds. However, the District may not be prevented from
offering a study abroad course or program because a particular student or group of
students is unable to participate in the course or program due to lack of funds.

Expenses of students participating in a field trip or excursion may not be paid with
public funds, except where:

1. Expenditure is authorized pursuant to Title 5, Section 55220(a); or
2. Funds from auxiliary (not considered public funds, grant or categorical programs

are used consistent with the requirements of the funding source.

E. Expenses – Instructors, Staff, and Chaperones: The expenses of instructors,
chaperones, and/or other personnel participating in a field trip or excursion
authorized by the District may be paid from District funds, and the District may pay
from District funds all incidental expenses for the use of District equipment during
such field trip or excursion.

Faculty and staff must complete a Travel/Conference Request & Expense Report,
secure approval signatures prior to the field trip or excursion, and follow all
established District procedures for reimbursement.

F. Claim for Apportionment: The attendance or participation of a student in a field trip or
excursion authorized by the District may be claimed for apportionment to the extent
that the field trip or excursion is part of a course. However, attendance claimed for
apportionment as a result of a field trip or excursion shall be limited to the amount of
attendance that would have accrued had the students not been engaged in the field
trip or excursion. No more contact hours shall be generated by a field trip or
excursion than if the class were held on campus.

Reference: Title 5, Section 55220 and 55222 
Adopted: March 10, 2009 
Revised: January 11, 2016 
Revised: March 11, 2024 
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ADMINISTRATIVE PROCEDURE 4301 
SEQUOIAS CCD Academic Services 

STUDENT CLUB TRAVEL OR CONFERENCE ATTENDANCE 

Each currently enrolled student member of a District chartered club must sign a Student 
Club Travel or Conference Attendance form indicating they have received, read, 
understood and agree to abide by the following rules prior to participating in a District
sanctioned club trip, conference or other organized activity.  Each student is a 
representative of the District while participating in this club trip, conference or activity, 
and as such, must conduct him/herself accordingly.  Students will be held to the 
District’s Code of Student Conduct. 

Travel Rules: 

1. No trip may occur without students being accompanied by a District-approved
advisor.  A list of approved Club Advisors, each an employee of the District, is
maintained in the Student Activities and Affairs Office.

2. The responsibilities of the club advisor include:
a. traveling with the students to and from the destination;
b. ensuring that any student transporting other students is an authorized

driver;
c. attending the entire event/activity;
d. providing ongoing supervision to District students attending the

activity/event;
e. addressing and resolving any issues that arise during the trip;
f. addressing and taking appropriate action when illness or injury occurs

involving one of the District students; and,
g. taking  appropriate  disciplinary  action  when  necessary,  secondary  to

actions of one or more of the District students participating.

3. All students participating in a District sanctioned trip must currently be enrolled,
be registered as a member of the club sponsoring the trip and hold an active
ASB card.

4. Students may not leave the country unless the Board-approved destination of
the sanctioned trip is to another country.

5. No alcohol or non-prescription drugs may be consumed during the course of the
sanctioned trip.

6. Student drivers must follow procedures specified in AP 6531 (Transportation
Procedures – Students).
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7. A list of all students, staff and others traveling on a District sanctioned trip must
be on file in the appropriate Dean’s office, AND changes to the list must be
provided to the Dean prior to departure.

8. Individuals for whom Liability Waiver for Educational Excursion or Field Trip
forms have not been signed and submitted may not participate in the sanctioned
trip.

9. When on an overnight trip, all hotel/motel rules regarding the number of persons
per room must be followed.  Students of the opposite gender are not to share a
room, unless the individuals are a married couple.

10. If the purpose of the club trip is to attend a conference, retreat or participate in
another organized activity, any student not fully attending/participating will be
required to repay the club treasury for their share of trip and conference costs.
The amount to be repaid will be a percentage of the missed activities to be
determined at the Club Advisor’s discretion.  Students must sign the Conference
Attendance Agreement prior to the scheduled event.

11. Should it be necessary to transport a student home secondary to illness or
injury, the method of transportation, who accompanies the student or whether
the parents are requested to come and get the student will be at the discretion
of the Club Advisor.

12. Per diem meal costs may not exceed the District maximum.  If the conference
or activity being attended provides meals, no reimbursement for outside meals
will be provided.  No incidental funds may be provided to students.

Adopted: March 10, 2009 
Revised: October 22, 2015 
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ADMINISTRATIVE PROCEDURE  6531 
SEQUOIAS CCD Business 

TRANSPORTATION PROCEDURE – STUDENT OR VOLUNTEER 

The Facilities Department provides transportation for use in the conduct and operation of 
District business. Students and/or volunteers wishing to provide transportation services 
either in a District-owned vehicle or a personal vehicle must have DMV clearance on file 
with the District, obtained through the Student Activities and Affairs office for students, 
or the Facilities Department for volunteers, and must meet the requirements below: 

Clearance to Drive a College Vehicle or to Transport Students: 

All students and volunteers must: 

1. Possess a current license appropriate for the vehicle to be driven.
a. All drivers of vehicles that carry fifteen or more persons including the driver must

have a current Class B driver’s license, a current medical certificate and a current
First Aid Certificate, and an endorsement for operating a passenger
transportation vehicle issued by the Department of Motor Vehicles.

2. Be at least twenty (20) years old and have had a valid license for at least two years.

3. Have a DMV clearance on file with the District.

4. Have no more than 1 DMV “point” on their driving record. Two or more points will
disqualify the potential driver.  (Vehicle Code 12810 – violation points).

5. Be cleared by the Vice President of Administrative Services if they have any driving
violations on their record.

6. Have completed a Safety Defense Training course online through the District.

7. Complete a Student/Volunteer Vehicle and Liability Form.

8. Complete a Personal Vehicle Use Form if using a personal vehicle.

9. Secure the requesting faculty, staff, or club advisor’s signature, as well as the
respective Dean or Vice President’s signature on applicable forms, and submit the
completed form(s) to the Student Activities and Affairs Office three weeks in advance
of the event.

10. Notify the Student Activities and Affairs office with all updates of driving history any
time the driver receives points on their license and/or is convicted of driving under
the influence of alcohol or drugs, or leaving the scene of an accident.
a. Authorization to drive a District vehicle or to transport students will not be given
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to any student or volunteer who has had a conviction for driving under the 
influence of alcohol or drugs or leaving the scene of an accident within the three 
prior years. 

This record is kept on file in the Student Activities and Affairs Office. College of the 
Sequoias clearance is good for each academic year or portion thereof, ending June 30th

of each year. 

If the student or volunteer needs to drive before the DMV record is received, the student 
or volunteer can go to the DMV office or DMV website, request a driver record printout, 
and submit it to the Student Activities and Affairs Office. The student or volunteer will be 
responsible to pay the DMV for the cost of the printout. 

The faculty member, or Club Advisor, is notified of the status of the student’s clearance 
by the Student Activities and Affairs Office. 

A student must be an authorized District driver to drive any District vehicle, even for a 
short duration drive (such as fueling or washing a vehicle) and/or driving alone in the 
vehicle.  Students must obtain permission from District staff for the specific 
event/purpose before using a vehicle for short duration drives or driving alone. 

Carts, Riding Lawnmowers, and Tractors (Non-instructional): 
Student workers, student drivers, and student volunteers who drive District carts, riding 
lawnmowers, and tractors must have a valid Driver’s license which they have held for at 
least one (1) year, and be at least eighteen (18) years of age. Students must obtain 
permission from District staff before driving any cart, riding lawnmower, or tractor. 

Police or Fire Academy Vehicles (Instructional): 
Students in the Police or Fire Academy programs must be under the direct supervision 
of the instructor and must meet specific requirements established by the division Dean 
in order to operate any Police Academy or Fire Academy vehicles. 

Agriculture Division Farm and Landscape Management Equipment (Instructional): 
Students in the Agriculture Division must be under the direct supervision of the instructor 
and must meet specific requirements established by the division Dean in order to 
operate program equipment. 

Reference:  Title13, California Code of Regulations, Division 1, Chapter 1 Board 

Approved: March 10, 2009 
Revised: May 12, 2014 
Revised: January 14, 2019 
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ADMINISTRATIVE PROCEDURE        7235 
SEQUOIAS CCD      Human Resources 

CLASSIFIED EMPLOYEES SERVING ON CAMPUS COMMITTEES 
AND/OR ACTING AS A STUDENT CLUB ADVISOR 

Participating in committee work and/or serving as a Student Club Advisor must not 
interfere with the classified employee’s (“employee”) job responsibilities. Thus, prior to 
serving on a committee and/or acting as a Student Club Advisor, an employee must 
obtain authorization from his/her supervisor if the employee’s participation will occur 
during his/her normal work hours. Additionally, prior to leaving his/her primary work 
location for the committee meeting and/or club event, the employee must receive 
supervisor approval if the meeting and/or event are during normal working hours. 

A supervisor has the authority to withdraw his/her permission for the employee to serve 
on a campus committee at any time if such participation proves to be detrimental to the 
function of the employee’s office. 

If supervisor approval is granted as outlined above, an employee may receive up to ten 
(10) total hours per calendar month of release time to serve on a committee(s) and/or
act as a Student Club Advisor. If an employee needs more time to serve on a committee
and/or serve as a Student Club Advisor, he/she must draw from his/her accrued vacation
and/or comp time. If an employee does not have accrued vacation and/or comp time,
he/she may not serve on a committee and/or act as a Student Club Advisor beyond the
ten total hours in the calendar month.

Note: Periodically, the District will request CSEA to appoint one of its classified 
employees to serve on District-wide senates, committees, work groups, and task forces. 
When the District makes such a request, the above terms and restrictions (supervisor 
approval and time limits) shall not apply for the duration of the appointment.  

Participating in committee work and/or acting as a Student Club Advisor during non- 
working hours shall be on a volunteer basis. 

Any of the above processes or restrictions on committee work and/or acting as a Student 
Club Advisor may be adjusted with Vice President or Superintendent/President approval. 

Approved: December 8, 2009 
Revised: April 4, 2019 
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BOARD POLICY     6301 
SEQUOIAS CCD  Business   

CASH CONTROL AND FUNDRAISING PROCEDURES FOR STUDENT 
SENATE CLUBS 

Student Senate clubs and fundraising events provide vital support for academic and 
social enrichment activities. All cash handled and funds raised are defined under the 
law as public funds. The district must develop and adhere to clear guidelines for the 
protection of all students, staff and the institution. Club advisors understand the 
importance such institutional protocols and the laws related to institutional responsibility 
for proper handling and accounting of public funds. These protocols further promote 
public confidence and institutional credibility as it relates to district supporters and public 
and private donors. Club advisors work closely with student leaders/members to assure 
that all legal requirements and generally accepted accounting practices are met in the 
handling of Club cash and donations. 

These requirements/practices include the following accounting standards prescribed by 
the district external audit process: 

1. Revenue Potential Form
2. Cash box accountability steps
3. Receipt system (Pre-numbered Receipts and Pre-sold tickets)
4. Club Donation Sign-in Form
5. Club Deposit Reconciliation Form

Adherence to these requirements/practices ensures transparent and proper 
accountability for public funds raised through Student Senate Clubs and fundraisers. 

At the onset of each academic semester (or when a new advisor assumes 
responsibility) the Vice President of Administrative Services and/or Fiscal Services 
office designee will provide basic training for all club advisors and selected student 
leaders/members in the details and steps for successful implementation of and 
adherence to these best practices.  

Reference: Educ. Code Section 84040 (c); Title 5 Section 58311 
Adopted: June 9, 2014 
Revised: January 8, 2018 
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BOARD POLICY       7235 
SEQUOIAS CCD      Human Resources 

EMPLOYEES SERVING ON CAMPUS COMMITTEE(S) AND/OR ACTING 
AS STUDENT CLUB ADVISORS 

District employees are encouraged to serve on campus committees and/or act as 
Student Club Advisors provided such participation does not interfere with their normal 
work responsibilities. Moreover, managers shall encourage and work with their 
employees to promote participation in such participatory governance activities. 

See Administrative Procedure 7235 

Adopted: February 8, 2010 
Revised: June 10, 2019 
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Student Senate and the Inter Club Committee are part of the official COS Participatory Governance 
Structure.  Student Senate also have student representatives on the other two Senates and most of the 
other Committees.  
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915 S. Mooney Blvd.
Visalia, CA 93277

(559) 730-3700
Student Activities & Affairs 

Giant Forest Bldg. Room 123
(559) 730-3736

Web Page: https://www.cos.edu/en-us/student-life/activities-and-affairs

XIII. Revisions of Club Advisor Handbook
Revised on 11/02/2011; 9/12/2012, 12/2012, 9/24/2013, 8/14/2014, 6/2015, 6/16/2016, 6/9/2017, 
7/18/2019, 7/22/2019,7/24/2023, 7/17/2024 
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