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To successfully start a new club you will need
to understand the club registration process
This training will explain:

The Roles of Student Activities & Campus Life and ASCOA

The Inter-Club Council (ICC)

The definition of a Club & its Benefits

Club Process & Requirements

Required Documents

The Approval Process



As part of the club registration process the
office of student activities & campus

life...

Communicates with
ASCOA

Receives & Processes
Documents

Checks Grades &
Enrollment

Stores 
Club Files



The ASCOA reviews
registration packets
for approval
The Vice President of

Operations is the link between

clubs and the ASCOA.



ICC Representatives

The Inter-club council (ICC) is a standing committee of the
ASCOA. ICC membership includes one voting representative
from each registered club.
All charted clubs must designate 2 student representatives

Meeting attendance is mandatory

Meetings occur twice a month



What is a club?



A student club (or organization) is a group of five or
more currently enrolled coa students united by a

common interest or purpose.

Student clubs exist to benefit the college of alameda
student body.

Membership must be open to all eligible Coa students.



Use of College
Facilities
Use of College
bulletin boards
Listing on
College Website

Recruit
Members
Build
Community

Fundraising
Activities
Request
funding from
ASCOA

COLLEGE FINANCE MEMBERSHIP

Club benefits



Getting Started



RECRUITMENTRECRUITMENT ADVISORADVISOR OFFICERSOFFICERS CONSTITUTIONCONSTITUTION

Recruit CoA Students Identify Club Officers

Find an Advisor Write the Club
Constitution

Five steps to starting a club

FILEFILE  

Submit required
forms



Recruit Club Members

New clubs must recruit a

minimum of 5 registered CoA

students

Club members must be listed in

the Club Member Listing form

Student clubs should represent the interests of the student body AND

promote the social, intellectual, cultural, recreational or spiritual

development of students.



Every student club is required to have a College of Alameda faculty

member or administrator serve as a club advisor.

Some advisor responsibilities include:

        Attending club meetings

        Supervising club activities

        Providing signature approval for expenses

Find an Advisor

Advisors must sign the

Advisor Agreement

form



Select Club Officers

Be registered for a minimum

of five (5) units at College of

Alameda

Have a minimum 2.0

cumulative GPA

Selecting reliable students that meet minimum GPA and enrollment

requirements to serve as club officers is critical to preventing delays.

Officers must:



Write the Club Constitution

The Constitution Guide is a

helpful resource. To

understand how to structure

and write a constitution.

The Constitution Template is

a document you can

customize to meet the needs

of your club.

The club's constitution is an important document that describes officer

responsibilities, frequency of meetings, the election process and decision

making procedures.

Both documents are available in the Club Registration Packet and online.



Club Officer Listing

Advisor Agreement

Member Listing Form

Club Charter Agreement

Club Constitution

1.

2.

3.

4.

5.

Submit Required Forms
To complete the club registration process the following documents must

be submitted: 

Submit required documents to the office of Student Activities & Campus Life (F-217). 

INCOMPLETE PACKETS WILL BE RETURNED WITHOUT BEING PROCESSED.



The Approval PRocess



ELIGIBILITY CHECKELIGIBILITY CHECK
CONSTITUTIONALCONSTITUTIONAL
REVIEWREVIEW

CLUB CHARTERCLUB CHARTER
APPROVALAPPROVAL

Department staff will conduct registration
and GPA checks for executive officers.
Officers that do not meet the minimum GPA
and unit requirements will be ineligible.
Different student(s) will need to be identified.

The ASCOA may review a club's constitution
up to three times before voting to approve
the club charter. The VPO will keep the club
informed of its status in the club registration
process.

Completed packets (with officers that meet
the minimum GPA and unit requirements) will
be forwarded to the ASCOA VPO, the VPO
will have the club's constitution placed on the
ASCOA meeting agenda for review.

There are three main steps involved in the
club approval process:



New Club Funding
Depending on availability of funding, NEW clubs may receive an

allocation of $100.00 in start-up funds. I approved, funds will be

transferred into the club's District account.

Renewing clubs are not eligible for start-up funds.



Additional Information



Office of Student Activities and Campus Life

Student Center (F-217)

510.748.2327

alameda.edu/campus-life/student-activities-campus-life-

office/

Associated Students of College of Alameda (ASCOA)

Student Center (F-216)

alameda.edu/campus-life/student-activities-campus-life-

office/student-government/

Resources



Approval Process



Questions?

Contact Director of Student Activities & Campus Life

Natalie Rodriguez at nrodriguez@peralta.edu


