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Our mission is to create, curate, and facilitate
co-curricular experiences that provide the
Vanderbilt community with opportunities to
build a sense of belonging, support lifelong
learning, and engage in active citizenship.
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TODAY'S AGENDA

Organization Items

Leading Through Crisis and Change Conference
LeaDOREship Toolbox Series

Service Opportunities

Organization ltems

Coaches

Finances

Travel

Communication

Resources and Questions

Vv
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LeaDOREship Toolbox Series

Finding Your Inner You Finding Co
Tues. Sept. 7 - 12pm
Wed. Sept. 8 - 4pm

The Power of Prioritization
Tues, Sept. 14 - 12pm
Wed. Sept. 15-4pm

Navigating Communicating
Tues. Sept. 21- 12pm
Wed. Sept. 22 - 4pm

eVALUEating Your Motivation
Tues, Sept. 28 - 12pm
Wed. Sept. 29 - 4pm

TOOLBOX SERIES ot

Wed. -4
What's a toolbox if you do not have the tools you need to get the job done? fgdt (_)(‘56" f‘n‘: 89
The LeaDOREship ToolBox Series will help you cultivate all the tools you need SaNsoaons
to improve your skills as a leader!

mmonality Through Difference
Tues. Oct. 19- 12pm
Wed. Oct. 20 - 4pm

The 3 C's of Conflict
Tues. Oct. 26 - 12pm
Wed. Oct. 27 - 4pm

Learning and Serving
Tues. Nov, 2 - 12pm
Wed. Nov. 3 - 4pm

From What is to What Could Be
Tues. Nov, 8- 12pm
Wed. Nov. 10 - 4pm

take place in Sarratt

3257327, uniess otherwise noted

Vv
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SERVICE OPPORTUNITIES

Office of Activity Citizenship and Service » SOLS
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A,

ORGANIZATION ITEMS

% Student Organization Registration
% Protection of Minors (POM)




—  STUDENT ORGANIZATION REGISTRATION —

% Required for groups to become or remain a Registered Student Organization
(RSO) - Deadline to complete

* Requires incoming student leader’s admin access to org’s Anchor Link page
** Requires 4 Officers, their emails, VUNetIDs, and cell phone numbers

% Also requires Coach’s information

* Enables RSOs to register for Student Services Fee and Contingency Funding

* Updates org roster and constitution — Grants current E-board ability to reserve
space via Virtual EMS provided that Anchor Link roster is current. V

VANDERBILT
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|7 PROTECTION OF MINORS (POM) ]

% Training Before Events
All members of your roster must complete the online POM training (Protection of Minors 101 or
Protecting Youth module) on or after July 1 of the current academic year. The self-paced training
is available in Oracle Learning. Once complete,

% Supervision At Events
= Level 1: Staff from a third-party organization or parents/guardians will be present for the entire
event - Requires all org members to complete POM Training
= Level 2: If there is no outside party present, all members of your roster must complete and
pass a background check.

« Anchor Link Requirement
= Event registered
= Paperwork submitted
= Attendance tracked

< Visit our website for more information V

VANDERBILT
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https://www.vanderbilt.edu/studentorgs/protection-of-minors-2

A,

% What Is A Student Organization Coach
+ Coach Responsibilities

+ Liability Concerns

% Liability Tips




—

WHAT IS A STUDENT ORGANIZATION COACH

The Student Organization Coach provides leadership and holistic
development through experiential learning opportunities. They also
advocate for the mission and vision of the organization in which they
are associated, and council officers along with members of the
organization regarding their responsibilities. Coaches also help student
leaders manage the programmatic, financial, and logistical operations
of their student organization(s).

At Vanderbilt, student organizations must have a faculty or staff coach
in order to be a registered student organization. By serving in this role
for a student organization, a faculty or staff member chooses to play a
significant role in the development of students. Coaches serve as a
consultant, mentor, role model, and educator to an organization.
Furthermore, they assist in the growth and development of the group by
providing direction through advice, understanding, challenge and
support.

Vv
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ORGANIZATION ADVOCATE

9,
L X4

Help student organization(s) fulfill
their mission(s)

Provide administrative guidance in
planning programs and events

Offer continuity from year to year
Consult with Office of Student

Organizations, Leadership and
Service when necessary

FINANCIAL AUTHORITY

% Authorize financial transactions (check
out card/p-card)

% Keep track of financial account to help
determine activity

< Guiding officers in the maintenance of
accurate records and bookkeeping

COACH RESPONSIBILITIES

]

POLICY COMPLIANCE

R
L X4

2
%

2
°o

2
o

Interpret and enforce University policy
concerning student groups

Signing of organization registration
documents

Help organizations review and update
constitutions and other governing
documents

Ensure compliance with Protection of
Minors (POM) Policies

Vv
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Liability Concerns —

When a faculty or staff member accepts the position of coach for a student
organization, they also accept responsibility for the actions and activities of
the organization. Student Organization Coach acts on behalf of the
University and is expected to exercise that responsibility reasonably,
diligently, and in good faith. The type of liability or risk varies greatly
depending on the type of organization being coached and the type of
activities planned by that organization.

Vv
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ANTICIPATE

Anticipate risks which may
arise out of any decision or
situation as activities might
create a liability for the
University. Risk can be
minimized when appropriate
precautions are taken well in
advance.

Liability Tips

v

HANDBOOK

Become familiar with the
Student Handbook,
particularly those sections
that apply to community life,
student organizations, and
guidelines for organizational
activities.

v

AUTHORITY

Coaches should be aware of
and act in the scope of their
authority. Contracts are to be
reviewed, approved and
signed by Procurement and
then the Dean of Students.

o
v

RESOURCES

Student Organizations,
Leadership and Service, Risk
and Insurance Management,
and General Counsel offices
may also serve as resources

for Coaches and their student
organizations.

Vv

VANDERBILT
UNIVERSITY



https://www.vanderbilt.edu/studentorgs/
https://www.vanderbilt.edu/riskmanagement/
https://www.vanderbilt.edu/generalcounsel/

| REFERENCING
BYLAWS &
POLICIES

STUDENT HANDBOOK

Vanderbilt's bylaws and policies exist to provide guidance
on student organizational activities, help minimize risk
from those activities, and to affirm and protect the values
that make our University a great place to foster student
engagement and life-long learning.

These bylaws and policies can be found in greater detail
in the Student Handbook. The SOLS website also
contains shortcuts to commonly viewed policies and
highlight what they cover.

Two sections from the handbook that focus on student
organizations are Student Engagement and University
Policies and Requlations.

Coaches are strongly encouraged to review the handbook
and ask questions about items that it does not directly

address. -V
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https://www.vanderbilt.edu/student_handbook/index.php
https://www.vanderbilt.edu/studentorgs/manage-your-org/student-organization-policies/
https://www.vanderbilt.edu/student_handbook/student-engagement/
https://www.vanderbilt.edu/student_handbook/university-policies-and-regulations/
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* Finance Key Terms

% Funding Sources

% Viewing Org Finances

% Deposits

* Viewing Org Finances in Anchor Link




— FINANCE KEY TERMS —

% Oracle Cloud - Sky VU is the Vanderbilt accounting software system. This is used to
make purchase orders, prepare checks, set up reimbursements, add suppliers/vendors

etc.

+ Student Services Fee Funding — Funding that is distributed to RSOs to carry out their
organization’s activities. RSOs may apply for this funding every spring.

* Contingency Funds — Funding provided to RSOs that need funds, or additional funds
to carry out mission activities. Needs are evaluated on a case by case basis.

% COA/POET String — This is a student —
organization’s financial account number that is LIMIOCEIRER SIRCONS Of sk-A0u)

of transaction

used for expenses and space reservations. &P Project: s0_280200
;b Organization: 30500
é E Expenditure Type: choose fromdropdown based on specifictype
3
3

T Task: Each Organizations Anchorlink 1D #
*see I beiow of di tasks (Anchorink IDs), or searchwithin Oraclke

COA should map to: 300.10.30500.00¢.071.000 VANDERBILT

UNIVERSITY




— FINANCE KEY TERMS —

CONT.

« Task Number — An organization’s unique identifier. This number is used for expenses
and space reservations. Can be found in Anchor Link. Orgs needing one must
complete a Task Number Creation Form.

% Student Org Purchase Request — The process by which student groups reserve p-
cards from DOS Central.

% The Marketplace — A an online platform that allows registered student organizations to
post fees/dues and sell merchandise to members of the Vanderbilt community. The
platform is ideal for student organizations to charge member dues, collect trip fees or
sell their latest t-shirt or other merchandise. To have posts made on behalf of your
organizations, please complete the Marketplace Anchor Link Form. Any questions
regarding the marketplace may be directed to sarratt@vanderbilt.edu .

Vv
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https://cdn.vanderbilt.edu/vu-wp0/wp-content/uploads/sites/127/2018/04/13142232/STUDENT_ORGANIZATION_TASK_NUMBER_CREATION_FORM.pdf
https://www.vanderbilt.edu/studentorgs/finances/purchase_requests/
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fanchorlink.vanderbilt.edu%2Fsubmitter%2Fform%2Fstart%2F494450&data=04%7C01%7Canchorlinkleaders%40list.vanderbilt.edu%7C0671ec61f34b469f71b908d95d963991%7Cba5a7f39e3be4ab3b45067fa80faecad%7C0%7C0%7C637643722057971107%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=jmqUytFACR%2F8lMx5RXeKhRlA%2FYDH%2BQQ%2BTojPh3XCFQQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fanchorlink.vanderbilt.edu%2Fsubmitter%2Fform%2Fstart%2F494450&data=04%7C01%7Cwil.delossantos%40Vanderbilt.Edu%7C49dbda858d26440c6e3008d95e624725%7Cba5a7f39e3be4ab3b45067fa80faecad%7C0%7C0%7C637644598450102061%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=OAYn%2Bh7H%2BFyzNSAxLnY4YeAuK2uEbhIoZeRUHUwmtmE%3D&reserved=0
mailto:sarratt@vanderbilt.edu

Anchor Link

|f VIEWING ORG FINANGES IN ANGHOR LINK ]

Budget Requests

B HELP US IMPROVE THIS PAGE

Py

CREATE REQUEST

Funding All:0result | Export Sortby: Submitted Date
(]

Status All Statuses

Process

All Processes

Show Only Recently Deleted  JD

No Requests match the search or filter criteric.

VANDERBILT
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|f VIEWING ORG FINANGES IN ANGHOR LINK ]

CREATE NEW REQUEST w

Finance

Task

Number Account Details

Geology Club

Click here to
view org
transactions

$3,70126 5000, §3,707.26

$25.00 $3,707.26 April 2021 Gift ‘ 7
FLAL) 54,682.2¢ April 2021 Cift
VANDERBILT
UNIVERSITY




— FUNDING SOURCES —

STUDENT SERVICES CONTINGENCY
FEE FUNDING FUND
% Funding provided to RSOs that complete % RSOs may request during the academic
annual Student Service Fees application year

in during application period (spring)

% Funds allocated to student organizations's % Used for new RSOs that missed the

account for their activities throughout the Student Services Fee application period
academic year because of late acceptance

** Applications are reviewed and < Used for current and new programming
recommendations are made by student- that require funding beyond the Student

led Student Services Fee Committee.
Final allocations are determined by Dean
of Students.

Services Fee funding allotted.

Vv
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— DEPOSITS —

CASH AND CHECK DEPOSITS - go to Sarratt 310 to complete the deposit process
» Do not hold cash and checks, make the deposit as soon as possible.

% Email Mark Leners at mark.leners@vanderbilt.edu with your RSQO’s deposit information. It
must include the following:

= Name of Organization

= Task number or COA string

= Amount of deposit

= How the revenue was earned

= Your name and best way to contact you
= Date of deposit

*If all of the steps below are not completed, we cannot guarantee that the deposit made will
make it to your organization.

If you have any questions, please email Mark at the email listed above. V
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mailto:mark.leners@vanderbilt.edu

Anchor Link

|f VIEWING ORG FINANGES IN ANGHOR LINK ]

Budget Requests

B HELP US IMPROVE THIS PAGE

Py

CREATE REQUEST

Funding All:0result | Export Sortby: Submitted Date
(]

Status All Statuses

Process

All Processes

Show Only Recently Deleted  JD

No Requests match the search or filter criteric.
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|f VIEWING ORG FINANGES IN ANGHOR LINK ]

CREATE NEW REQUEST w

Finance

Task

Number Account Details

Geology Club

Click here to
view org
transactions

$3,70126 5000, §3,707.26

$25.00 $3,707.26 April 2021 Gift ‘ 7
FLAL) 54,682.2¢ April 2021 Cift
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T STUDENT ORGANIZATION TRAVEL ]

Partnership between SOLS, Global Education Office, and DOS Central
International vs. Domestic vs. Davidson County Travel

University policies and procedures can change — COVID

Process being built to support student travel

Update Anchorlink to reflect Coach status

Any questions?

Emma Duncliffe — emma.y.Duncliffe@vanderbilt.edu , SOLS

Tandra Martin — tandra.martin@vanderbilt.edu , Global Education Office

) J / ) ) K/ K/ K/
0’0 0’0 0‘0 0’0 0’0 0‘0 0‘0 0‘0
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mailto:emma.y.Duncliffe@vanderbilt.edu
mailto:tandra.martin@vanderbilt.edu

A,

COMMUNICATION

Relay Messaging

Anchor Link Leaders Listserv
S

S

72
%

*

S
%

S
%

*

tudent Organizations Weekly Newsletter
ocial Media

72
%




- LISTSERVS —

+ Student Organization Leaders are added to the Anchor Link Leaders Listserv
during and after the RSO Registration period

+ Coaches are added to the Student Organization Coaches Listserv during and
after the the RSO Registration period

+ Student development opportunities, awards, and various information relating to
student organizations is relayed through this listserv

% Used to share weekly newsletter with student leaders and coaches

+ New student leaders may be added to listserv upon request by emailing
SOLS@Vanderbilt.edu

Vv
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mailto:studentorganizations@Vanderbilt.edu

i STUDENT ORGANIZATIONS WEEKLY NEWSLETTER ]

% Provides student organizations with information about university policies and procedures
that impact their activities

+ Informs student leaders about development opportunities from the Dean of Students office
and campus partners

* Present students with weekly updates about items such as elections, the student
involvement fair, student organization registration, upcoming trainings, programs and
various items impacting student leaders

« Communicated through the Anchor Link Leaders Listserv

* New student leaders may be added to the listserv upon request by emailing
SOLS@Vanderbilt.edu

Vv
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mailto:SOLS@Vanderbilt.edu

SOCIAL MEDIA 1

Follow us @vu_sols
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https://www.instagram.com/vu_sols/
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https://www.vanderbilt.edu/studentorgs/
https://www.vanderbilt.edu/anchorlink/
https://www.vanderbilt.edu/student_handbook/
https://anchorlink.vanderbilt.edu/organization/studentservicesfee
https://studentorg.vanderbilt.edu/vsg/branches/studentservicesfee/
https://www.vanderbilt.edu/studentorgs/organization-best-practices
https://www.vanderbilt.edu/student_handbook/student-discrimination/
https://www.vanderbilt.edu/hub/

