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Introduction

Department of

Recreational Sports
The Department of
Recreational Sports provides
opportunities for all
individuals within the
University communit to
participate in varied physical
recreation programs. These
programs, which give balance
to the
and occupational life, include
leadership roles in the
organization, administration,
supervision of programs, and
active as well as sptator
participation. Through this
multi-faceted recreational
sports program, the
department seeks to provide
equal opportunities for each
individual to participate
regardless of sex, age, sport
interest, or motor skill level.

The University community
has at its disposal some of
the finest recreational
facilities in the country.
These include the Central
Campus Recreation Building,
Intramural Sports Building,
North Campus Recreation
Building, Sports Coliseum,
Elbel, Mitchell, and Palmer
Fields, RadricRecreation
Facility and the Challenge
Ropes Course. Quality
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facilities allow for a
diversification of the
recreational sports program,
which includes the Club
Sports Program, Drogn
Program, the Intramural
Sports Program, and the
Outdoor Adventures
Progam.

What Are Club
Sports?
The Club Sports Program at
o o i
administered by the
Department of Recreational
Sports, is comprised of over
42 club sports. Each club
sport is a student led
organization composed
primarily of students, fadty,
and staff. Each club is formed,
developed, governed, and
administered by the student
membership of that
particular club, working with
the Club Sports Program
staff. The key to the success
of this program and each
club is student leadership,
interest, involvement and
participation.

This manual has been
prepared as a guide to assist
student officers and
faculty/staff advisors in the
administration of their club
program. It contains specific
procedures and guidelines to
be followed by all clubs

affliated with the
Department of Recreational
Sports. All club sport officers
are expected to become
familiar with this manual.
Any questions pertaining to
club activities not stated in
this manual should be
referred to and discussed
with the Club Sports
Program Staff.

The Club Sports Program
Staff is available to students
for consultation on concerns,
ideas, and for administrative
assistance. The Club Sports
Office is located in the
Intramural Sports Building.
Appointments are
recommended. The
telephonenumber is 763
3562.

Our Web Page address is:
http:/imwww.
recsports.umich.edu/clubs

Our email addresses are:
Cheryl Jendryka
ciendryk@umich.edu

Jan Wells
janwells@umicledu

Vivkie Chien
vachien@umich.edu
Evin Major
evinm@umich.edu

CLUB SPOR'S IMPORTANT DATES CALENDAR 20082009

Please pay close attention to the bolded bullet pointander each date. Failure to meet
these deadlines without an approved extension WILL result in loss of practice time.

SEPTEMBER 2, 2008

Fall Term 2008 scheduled practice times begin, unless already arranged for early practices.
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SEPTEMBER 23, 2008
Fall Term Participation Release/Roster Form due along with participation fees
-Updated Constitution Due

OCTOBER 1821, 2008
No club practiced~all Break

OCTOBER 30, 2008
Winter Term 2009 Facilities Information Available

NOVEMBER 2629, 2008
No club practicesThanksgiving Break

DECEMBER 9, 2008
Last day for Fall Term 2008 scheduled practices times unless otherwise notified
Fall Term 2008 Semester Report Due

JANUARY 7, 2009
-Winter Term 2009 scheduled practices times begin

JANUARY 26,2009
Winter Term Participation Release/Roster Form due along with participation fees
Budget requests for 2068010 Due

FEBRUARY 13, 2009
Varsity Club application due.
20092010Practice/Game Facility Request Due

FEBRUARY D-MARCH 1, 2009
No club pacticesSpring Break

APRIL 8, 2008
All 2009-2010equipment purchase requests, travel reimbursement requests, and uniform deposit requests
are due to the Club Sports Office by this date
Renewal of Affiliation Due

APRIL 21, 2009
Last day of Winter Ten 20® scheduled practice times unless otherwise notified.
Winter Term 20® Semester Report Due, Annual Report Due

MAY 13, 2009
Spring/Summer Term Participation Release/Roster Form due along with participation fees



*Explanations and examples of thégams are provided after the introduction under
"Explanation of Forms."

Procedures for Recognition

Any group of individuals who are interested in
forming a club sport to be recognized by the
Department of Recreational Sports Club Sports
Program nust adhere to the following
procedures:

1. Meet with the Director of the Club
Sports Program regarding plans to establish a
club.
Approval will be based on the following
criteria:
a. Availability of facilities and any
required equipment for club to exis

b. The availability
resources and potential generated
revenue to adequately fund the
proposed activity.
c. The degree of student participation,
leadership, and interest in the proposed
activity.
d. The availability of adegte
competition within the surrounding
region.
2. Complete the Club SpdrRequest for
Recognition Form.

3. Review the information in this Manual
with the Club Sports Director
4. Prepare bylaws or a constitution and

submit a copy foapproval.
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5. Due to financial and faciligonstraints,
your request may not be approved even though
the above procedures have been followed. If
this is the case, t he
information will remairon file for the current
year.

6. The Club Sports Program resess the
right to refuse recognition to any club requiring
extensive funding or resources, any club
involving high liability or risk factors, or any club
which does not properly represent the
University of Michigan.

7. Following the approval and recognition
of the new Club Sport by the Department of
Recreational Sports, the Club must agree to the
rules and regulations of the Department of
Recreational Sports.

8. After establishment as a University of
Michigan Club Sport, the club will have its first
year to establish membership. During this time,
the club will not receive any financial assistance
from the Department of Recreational Sports.
Upon completion of the
club will assume full club status upon approval
of the Club Sports Prograrstaff.

Membership/Eligibility

Each club sport will determine its own
membership rules. However, the membership
requirements must be free from discrimination
based on race, sex, religion, ethnic group, or
national origin, and all clubs must be comprised
of at least 50% student membership.  All
students attending the University of Michigan
Ann Arbor are eligible for membership in a club

sport. In addition, faculty and staff, alumni and
sponsored adults who purchase a Department
of Recreational Sports membsdrip are also

p @igiklettoi joinlubrsgprtsc Alumii énd

sponsored adults are limited to 25% of the total
membership. Non University of Michigan
individuals must be over 18 years of age to
participate in the Club Sports Program.

Only student members of dub may hold an
office in the club and vote on club matters. Each
member of a Club Sport must be listed on the
Club's Participation Release/Roster Form, have
it on file at the Club Sports Office and pay their
club's membership dues before they are
recognied as an official member of the club and
be eligible to participate. The roster must be

on file in the Club Sports Office by

September 23, 2008 for Fall Term, by

January 26, 2009 for Winter Term. Club

Sports who wish to begin practices before the
Term begns must submit a temporary roster
when practices begin. Any new members must
btubddeditrett yeacl,Lubde par:
release/roster form, which should be turned in
by the next scheduled practice or club meeting.

It is the responsibility of each club to asfle to
the eligibility requirements that are set by the
conference or leage of which they are a
member.

All clubs must be registered student groups

with the office of Student Activities and
Leadership. This process must be done no later
thanSeptember 30, 2008.



ID Cards

Students must have a valid-¢drd with them when using University facilities. All other Club Sports
Program participants must purchase arcBtd and gain access by purchasing a Club Sport User Pass.
The st of the pass is $60.00 per term. The Club Sports Staff will issue two Club Sports Passes to
coaches and instructors for each club.

Clubs will not be allowed to enter the facility without an-d4rd, and attempting to do so will jeopardize

t hat aéssito that facditg. The procedure for obtaining Club Sports User Pass is outlined on the
following page.

Participation Fee

Each term club members will be assessed a participation fee based on the financial allotment received
from the Club Sports Progim. These fees are due with the club roster on September 23,

January 26, and May 18.

Yearly Renewal

Since no club is guaranteed automatic renewal of its affiliation with the Club Sports Program, the status
of every club will be reviewed at the end of tWinter Semester. To retain membership in the Club
Sports Program the following requirements must have been met:

All appropriate forms were filed as directed at the specified time during the year.

Student interest in the club was demonstrated by a mersiig of at least 10 active members.

The club was represented at all Club Sports President/Representatives Meetings.

All club equipment was maintained, issued, accounted for, and stored adequately.

The guidelines as outlined in this manual wiedowed.

The clubds purpose and activity continued to
Sportsd purpose and phil osophy.

Suitable facilities continue to be available for the club to meet and practice.

The Club Sports Program stafbntinues to have the necessary resources to supervise the club
and its activities.

oOrwWNE
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CLUB SPORTS USER PASS PROCEDURE

1. An officer must email the Club Sports Staff to provide the name anch&il address of the
individual seeking membership.
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2. Within two bushness days of contacting a member of the Club Sports staff, the staff will reply
with a confirmation email to the club officer and the prospective club member indicating that
they are eligible to purchase a Club Sports User Pass.

3. The Club member must go tany Department of Recreational Sports business office during
business hours and purchase a Club Sports User Pass for $60.

4. If the club member does not have anGérd:

a. Once the pass has been purchased, the prospective club member will receive the
necessar paperwork to obtain an Mard.

b. The prospective club member must take the paperwork to aicdid office and obtain
an Mcard. Mcard offices are listed below.

c. Once the MCard has been obtained, the club member must send-arai to the Club
Sports St# with his/her full MCard number (it begins with 600847).

5. If the club member already has ar@ard:

a. The club member must send amaail to the Club Sports Staff with his/her full®ard
number (it begins with 600847).

6. Within two business days of receigithe MCard number, the Club Sports Staff will input the
information to activate the MCard.

Note : Club member should carry their receipt for the first 48 hours until the card scans valid.
M-cards will be activated from the first day of class un# tast day of class each semester.

M-CARD OFFICE LOCATIONS

Entrée Office 7347634632 100 Student Activities Bldg
Central Campug Mcard Genter 734936-2273 1000 Student Activities Bldg
Rec Sports 7347633084 3269 CCRB
North Campus | Entrée Office 7347636294 B430Pierpont Commons
Off Campus | Human Resources 7347637725 250G Wolverine Tower

DEPARTMENT OF RECREATIONAL SPORTS BUSINESS OFFICE HOURS (FALL AND

WINTER)

Monday Tuesday Wednesday Thursday Friday
CCRB 8:30AM 9 8:30 AMd 8:30AM 6 7:00 8:30 AMd 8:30 AM9d

7:00 PM 4:30 PM PM 4:30 PM 4:30 PM
IMSB 9:00 AMd 9:00 AMd 9:00 AMd 5:00 9:00 AMd 9:00 AMd

5:00 PM 7:00 PM PM 7:00 PM 5:00 PM
NCRB 8:30AMd 8:30 AMd 8:30AM 8 7:00 8:30 AMd 8:30 AMd

4:30 PM 4:30 PM PM 4:30 PM 4:30 PM

Club Responsibilities and Requirements

The following list of responsibilities for the club positions should be considered as guidelines and not as
a complete listing of responsibilities. Each club must determinexhet eluties of each officer.


http://www.mcard.umich.edu/sabentree.htm
http://www.mcard.umich.edu/center.htm
http://www.mcard.umich.edu/recsports.htm
http://www.mcard.umich.edu/ppcentree.htm
http://www.mcard.umich.edu/wtid.htm

Student Club President/Representative

Each club must elect, appoint or designate a student President/Representative to perform the following
duties:

1. Communication: The club President/Representative is the liaison betwearuih@nd the
Department of Recreational Sports Club Sports Program. He or she should not assign the
responsibility to another officer, although it is appropriate to include other officers and/or club
members in the communication process. Please provideotfice with your address, phone
number and email address.

2. Read and understand the contents of the Club Sports Program Manual.

3. Attend all Club Sports Program Club President/
officer in your place. Thed@landatory meetings are scheduled three times per year (see
calendar).

4. Inform club members of policies, procedures, expectations, emergency procedures, and other
regulations that must be followed.

5. Monitor all club sport events, assuring that all policied procedures are being followed.

6. Ensure at least two club members certified in CPR and First Aid are present at all club activities.

7. Familiarize incoming officers with the Club Sports Program Manual.

8. Submit the Participation Release/Roster Faiong with participation fee to the Club Sports
Program staff, and update it throughout the semester as needed.

9. Submit all required forms on time and complete. See calendar for due dates.

10. Arrange facility reservations. Notify the Club Sports dteon staff of any

changes.
11. Assure that all club financial obligations are met.
12. Ensure that safety is addressed at all chdytgoractices orcompetitions.
13. Promote good sportsmanship on and thfe field or court.
14. Implement proper disciplinary action procedures when necessary.
15. Supervise fund raising projects. Notify Club Sports Office of all fundraisers.
16. Keep website ufo-date.

Club Treasurer

1. Check withClub Sports staff regarding the financial status of your club on a regular basis. Keep
current financiatecords. Updates will be on theebsite.

2. Prepare a yearly budget.

3. Initiate and ensure that club members assume responsibility for gemgfatids.

4. Ensure that all club members have paid their Department of Recreational Sports Participation
fees and club dues. You must notify the Club Sports Staff within two weeks if a current member
falls delinquent in paying their fees. Make surelyaee documentation of the signed agreement.

Club Sports Advisors
1. Each recognized club sport must have one active advisor selected fromdihié/fand staff by
September 23, 2008
2. Other responsibilities of the advisor include:
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a. Approving t he ¢l ubds annual budget
b. Serving as a resource person for club matters
c. Encouragement of the development of leadership, initiative, and the ability to accept
responsibility.
3. The advisor will provide continuity to the program from yearyear by assisting the new
officers during the transition process.

Coaches/Instructors

I f desired, it is the club sportds responsibility
must be made clear to all Coaches/Instructors that tteag being hired by the Club and not by the
University of Michigan. They should be experienced within the specific area of instruction and possess

the necessary certifications and licenses if they are required. Any salary negotiations and contracts are

the responsibility of the Club Sport. All contracts must be on file in the Club Sport Office.

1. The Coach/Instructor must be certified in CPR and First Aid.

2. The Coach/Instructor should restrict their contributions to coaching and/or instruction and
shouldr ef rain from activities involved in the clu

3. Coaches/Instructors must help ensure good sportsmanship at all times.

4. Club Sports business matters (hosting tournaments, submitting forms, equipment requests, etc.)
must be handled byhe student members with the coach/instructor serving in an advisory
capacity.

5. Participation in the Club Sports Program is completely voluntary; therefore monetary rewards
or scholarships shall not be promised or given to any player or prospeptayger by the coach.

6. Coaches/Instructors should refrain from making appointments with the Director of Recreational
Sport s, Mends and Womends Athletic Directors,
without informing a member of the Club Spor®&ogram staff.

7. ltis recommended that all coachparchase medical and liability insurance.

8. ltis the responsibility of the Club to secure a coach/instructor. However, the Club Sports
Director has the right and obligation to protect the club.f in the Club Sports
the coach is not working in the best interests of the club, a meeting will be set up with the club
President/Representative to discuss the matter.

Limited user passes may be issued to individuals for coachingranstimctional purposes. All passes
must be approved by the Club Sports Program staff and will be limited to two per club per term.

Coaches and instructors are prohibited from using Recreational Sports Facilities for personal financial
gains.

Program Assistance

1. Each Club will have a mailbox in the Club Sports Office located outside Room G20. Club Sports
many use the Club Sports Office as a permanent mailing address. The correct address is:
OName of Clubbo
Intramural Sports Building
606 East Hower Avenue
Ann Arbor, Michigan 48109717

2. A Club Officer may use the telephone in the Club Sports Office on a limited basis. The Club
Sports Program staff must pgove long distance phone calls.

3. Publicity- The Club Sports Program staff halssist each club in publicizing thpinogram.



Website

The Department of Recreational Sports has a website: http://www.recsports.umich.edu

On the website there is a |ink to each Club Sport
information about the club. This website is a great way to keep your members and potential members
updated on Club practice times and events. On this page, you can also provide a link to your personal

Club site if you have created one. In order to keep yoQlub website updated, please follow the

following steps:

¢ View your site each semester and make sure all contact information is correct. If it is not
correct, email Cheryl or a Student Coordinator with the corrected information.
e Email Cheryl or a Studer@oordinator with your complete practice and competitive schedule.

e If you have pictures, please email them to Cheryl or a Student Coordinator so they can be
added to your page.

You will be getting emails throughout the year from a Student Coordinator gskivu to provide
updates for your website. Please send as much information as you have.

Along with a page for each club, there are many necessary forms on the website that you can print at

your own convenience. You can also easily access the Club Spalesdar that highlights deadlines
and other important dates.
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Risk Management

To provide a safe and positive recreational experience for all participants, it is necessary to prevent
accidents and injuries before they happen. It is strongly recomntetige every Club Sport develop,
implement, and practice the following safety practices:

1.

9.

Club Sport officers, club members, coaches and instructors should emphasize safety during all
clubrelated activities.

Each participant recognizes that the always responsible for their own wdléing and the
well-being of the group of which they are a member.

Each participant shares with the other members the concern and responsibilities of safety and
agrees to follow safe procedures and to avoid unrsseey, hazardous situations.

Club Sport officers are expected to inspect fields and facilities prior to every practice, game, or
special event. Unsafe conditions must be reported to the Club Sports Program staff.

Club Sports are expected to abide lall local, state, and national health and safety regulations.
At least two members from each club must be certified in CPR and Emergency First Aid. At
least one of these individuals must be present at all club functions at home or away to handle
ary accident situations.

At least one Coach from each club must be certified in CPR and Emergency First Aid.

Recreational Sports Program Club Sports Supervisors will be scheduled for games and
practices on University facilities.

All Club Sportsmust have a first aid kit at each practice session or event

10. Participants are expected to wear proper dress and appropriate protective equipment. If the

participant chooses not to use such equipment, the participant must realize that they are doing
so attheir own risk.
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Participation Release/ Roster

Form:

Each member of a club sport is required to sign
the Department of Recreational Sports
Participation Release/Roster Form. This form
must be signed and on file in the Club Sports
Office, Intramural Spts Building, before actual
participation begins.

Medical Examinations:

The Department of Recreational Sports
strongly recommends that all members of Club
Sports participating in vigorous or contact
sports have an annual physical examination.

Medical In surance:

It is strongly recommended by the Department
of Recreational Sports that all members of club
sports have adequate medical insurance
coverage while participating in any chatated
activity. Each club member is responsible for
arranging insuranceoverage.

Individual clubs may require medical insurance
for their members as a condition of
membership.

Explanation of Forms

At the beginning and end of each semester, your club team will have a number of forms that must be

Neither The University of Michigan nor the
Department of Recreational Sports accepts any
responsibility for ill health or injury sustained
while paricipating in any of the programs
including the Club Sports Program. No medical
or ambulance expenses incurred by a
participant will be paid by the Department or by
the University. Participation is on a voluntary
basis. As stated above, the Department
recommends that all participants undergo a
prior physical examination and carry some form
of health and injury insurance.

Accident Reports:

Club Sport Supervisors are required to
complete and submit an accident report for
injuries which occur to club membeduring
practice, competition, or instruction on campus.
If the injury occurs off campus, the club
president must file the report at the Club
Sports Office, Intramural Sports Building within
48 hours of the injury. Notify the Club Sport
Assistant Directoras soon as possible for any
major and/or life threatening injury on or off
campus.

completed and turned in on the due dates. Thdsens and due dates are outlined for you under the
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section O0Club Sports ar200880093 ant PDeasPapay Chbseerdat
dates for each the formsFailure to meet a due date will result in loss of practice time.

Officers L ist

An Officers List needs to be completed every semester by each team. This form provides the Club

Sports Department with contact information in the case of an emergency. Please fill out each blank on

the form. Each team MUST have an advisor that idamulty or staff at the University of Michigan.

Your advisor is NOT Cheryl JendryRaA/right or Jan Wells. It is necessary for you to have an advisor

because the Club Sports Department needs a contact in the event that all of the club officers have
gradua e d . This advisor wildl be informed of your tec:

Roster

A Roster needs to be completed every semester by each team. Every team member must personally fill
out the roster and provide a signature. Having justthat® me mber 6 s i nf or mati on
The Roster provides the Club Sports Department with contact information for each member of the
team. It is also helpful in figuring out how much each team owes for their semester dMEES

MUST BE PAID WITHTH E ROSTER.

Semester Report

Semester Reports are due on the last day of class each semester. The Semester Reports keep the Club
Sports Department updated on how each team has done. We compile a spreadsheet with all of the
information from the semesterral refer back to it throughout the next semester. There is also room

on each sheet for clubs to tell us about their competitions, performances, and demonstrations. This is
helpful to us because we use this to update the Club Sports website, so pléasaufil At the bottom

of the sheet, there is room for you to give us your comments, evaluations, and recommendations. This
is your space to let us know how you feel about the program. If you want something to change, you
should include it here.

Renewal of Affiliation

The Renewal of Affiliation is filled out once a year. It is due on the last day of class, winter semester.
This form ensures club affiliation with the University of Michigan for the following school year. To be
eligible for Renewaf Affiliation, the following requirements must have been met:

All appropriate forms were filed as directed at the specified time during the year.

Student interest in the club was demonstrated by a membership of at least 10 active members.
The dub was represented at all Club Sports President/Representatives Meetings.

All club equipment was maintained, issued, accounted for, and stored adequately.

The guidelines as outlined in this manual were followed.

The c¢cl ubds purgimueddo ba codsistantwith thei Departmerd of Recreational
Sportsd purpose and philosophy.

Suitable facilities continue to be available for the club to meet and practice.

The Club Sports Program staff continues to have the necessary resourcapeovise the club

and its activities.
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Club Conduct

The basic concept underlying The University of Michigan Glygpbor t s Pr ogrambfs st anda
that the students, by enrolling in the University, assume an obligation to conduct themselves and their
organizations in a manner compatible with the Universities function as an educational institution.
Individualsmust always act in a way that does not detract from the reputation of the University, both on
and off the field of play. When involved in-ompus events, or when traveling, clubs continue to
represent The University of MichiganAny reports regarding your club by other teams or
administrators of activities that reflect negatively upon the University will result in

disciplinary action. Misuse of equipment and/or facilities as well as inappropriate conduct and actions
while participating in any cledpat activity will jeopardize the clubs continued status with the
University. All Club Sports members must adhere to the Policies and Procedures identified in this
manual and to The University of Michigan Code of Conduct.

Discipline Process

Violation or non-compliance with the campus regulations or the University of Michigan standards of
conduct will result in a disciplinary hearing. Additionally, clubs are subject to any and all penalties
imposed by the SOAR Judicial Committee and the Dean of Students.

Minor Infractions
Examples include but are not limitedtonant t endance at a resident/ Repres

submit required forms on time, and/or not having the needed amount of people certified in CPR and
First Aid.

1. First Offense: If the violation is the clubs first during the current academic year and the club is
not under probation and/or disciplinary action from violations committed the preceding year,
the following steps are taken:

a. The club is placed on probation for a designapediod of time or until the club
corrects the situation. Club funds and/or facilities may also be frozen until the situation
is corrected.

b. The Club Sports Program staff will notify the club President/Representative in letter
form stating:

i. The reason fortthe probation

i. The length of the probation period

iii. If use of funds and/or facilities are frozen
iv. The possible consequences the club will face if additional infraction occur
v. The appeal process

2. Two or More Minor Infractions:

a. The Club Sports Program staff willke any action they feel appropriate and the Club is
notified in writing of the action taken.
b. The Club is reminded of their right to appeal.

Major Infractions
These include club actions that are outside acceptable standards of conduct or violatduth&iorts
Program guidelines. Examples include but are not limited to the following situations:
e Displaying conductthatisnemo mp |l i ant wi th the Universityos f
institution and the purpose of the Club Sports Program, such as:
0 Ungportsmanlike conduct toward officials or opponents
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o Disruptive behavior on trips
0 Use of illegal substances
This applies to students, coaches and spectators
e Misusing club funds$o(see correct uses for club funds, see page 00
¢ Allowing ineligible individuals participate in club activites (o0 s ee whods )eligible
e Hazing

For all major infractions:
1. A meeting with the Club President and the Club Sports Program Staff is scheduled.
2. Input from appropriate administrators and staff members is setlavhen appropriate.
3. The Club Sports Program Staff determines the disciplinary action to be taken.
4. The club is notified in writing of the decision and is reminded of their right to appeal.

Disciplinary Actions
Possible disciplinary actions that may bdeetafor minor and major infractions include:
1. Probation/Suspension
2. Loss of funding
3. Loss of facility reservations
4. Loss of The University of Michigan Club Sports Program membership
Notification of disciplinary action is sent to the Club President/Represemtatand Vice
President/ Assi stant Representative and a copy i s

Appeal Process
Decisions of the Club Sports Program Staff may be appealed to the Director of Recreational Sports by
following these proceures:
1. Written notification from the Club President/Representative to the Director indicating the
reason/s for the appeal must be submitted within seven days of the date on the disciplinary
action notification letter.
2. The Director will rule on the appeadfter investigation the situation and may uphold, reject, or
modify the action taken by the Club Sports Program staff. Parties involved will be notified of the
appeal results in writing.
An appeal of the Director 0s tdteecCiuls $ports Diracios withiro e s u b1
seven days of the date upon the Directorods notifi
Dean of Students will hear this final appeal.
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Facility Use

Clubs desiring to use Departmental facilities for efalated activities must submit the appropriate
Facility Request Form to the Club Sports Program staff.

1. Practice and game facilities are reserved one term in advBaoause of changing schedules, dates
and times, the Club Sports Program Staff malyalewvays be able to meet your scheduling needs
and/or requests. Since facility schedules are printed and distributed to many users of the facilities, it is
very difficult to change a practice reservation for the year. However, at the beginning of each term
we will try to make any necessary additions/deletions in your competition schedule. All facility
requests must go through the Club Sports Program staff.

2. Practice sessions begime first day of classesnd end the last day of classes for each term.

3. Any time a club has reserved a facility, it must be used. If the club cancels, the club representative
must contact the Club Sports Program staff at least 24 hours ahead of their scheduled time. Any club
using a facility is to clean up after the atyivi

4. Additional space for meetings, games, or practice is availatddirstcome, firstserved basis.

Visiting teams or competitors may be permitted use of the locker facilities during the period of
competition with a recognized Club. Requests imcker and/or shower facilities must be arranged
one week prior to the competition.

5. Spectators are permitted to attend cluielated activities, but they are restricted to the area of
competition that they have entered to watch. A parent or a respons#alalt must accompany all
spectators under 18 years of age at all times.

6. Clubs wishing to collect entry fees from tournament participants, admission fees from spectators,
donations, or raise money in any other manner while using a departmentay famikt notify the
Club Sports Program staff.

7. All club participants, visiting clubs and spectators must abide by all rules and regulations pertaining to
facility use.

Many of the Recreational Sports f aciidnal tSpoess ar e
programs, Intercollegiate Athletics, and Sport Management and Kinesiology. This results in many
different groups utilizing the same indoor and outdoor facilities. Clubs should ask politely when it is time
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for them to take the field or court,éave at their scheduled ending time, and always leave the facility in
better shape than when arriving. Continued use of these facilities is based on how they are treated.

Special Event Requests

A special event is defined as a tournament, regular seasare lgame, or instructional clinic that is
planned and scheduled by club sports outside of regularly scheduled facility times, before or after regular
building hours, or that preempts other programs.

Two times per year, sport clubs are entitled to requies Recreational Sports facility without a facility
rental fee. Clubs still may be required to pay the personnel costs. Requested use of Intercollegiate
Athletic facilities may require payment of rental fees. For any activities beyond the two timesaper ye
clubs will be charged the facility rental costs as well as personnel costs.

Your request will be approved or denied at the beginning of the term for which it is requested. Two

weeks before the event, the club President/Representative must contaciie Sports Program staff

to conclude all arrangements. Depending on the event, some clubs may be directed to meet with the
Depart ment of Recreational Sportsd Director of Fa

Note: The University of Michigan strictly prohibits the consumptianpossession of any alcoholic or
intoxicating beverages in public areas on campus. Smoking and tobacco products are not allowed in any

i ndoor facilities. It is the <c¢clubds responsibili
spectators) to asure these items are not on site.

Facilityuse will be revokedwvhen improper usage is reported or when clubs fail to adhere to Club

Sports Program policies and procedures.

ID Cards for Facility Use

Club Sports members must have the appropriate ID carchwiiem when using University facilities.
Each student and faculty/staff club member or coach needs his/her current M Qdod-U of M
affiliated Coaches must have purchased the Club Sports User Pass as previously outlined.

Expectations When Using Univer sity Facilities

Any time a Club has reserved a facility, it must be used. If the Club cancels a practice, game, or any
reservation, a Club representative must contact the Club Sports Staff at least 24 hours before the
reservation is in effect. Faillurens e a reserved area jeopardizes t he
for future use.

Clubs are responsible for setp and cleanup of all sitesAlcohol is not permitted at any Club

Special Events. | t is the Clubds r es pavants (including theyactions of mo ni t
spectators) to assure that alcoholic beverages are not on site. Games may be delayed until the problem

is corrected or may be canceled if the situation is not addressed. Failure to abide by these rules will
seriouslyjepar di ze the Clubdés ability to reserve facild.i

Misuse of equipment and facilities (including not using reserved space, and/or neglect in following facility

use procedures, i.e., leaving debris or equipment in a facility) as well gwadpaate conduct and
actions while participating in any Club Sport rel
as a member of the University of Michigan Club Sports Department. Any club using a facility is obligated

to clean up after lhe activity. If extra trash cans or equipment are needed for a special event, please

notify the Club Sports Staff at least 24 hours before the even is to take place.

Club Sports supervisors will be monitoring all facilities during special events andspatially be
checking the eligibility of all usersAs employees of the University of Michigan Recreation
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Sports Department, they have the authority to deny unauthorized persons (or persons
abusing facilities or equipment) access to the facility.

Finances

The members of each club sport have primary responsibility for the financial support of their club. Self
support is an essential principle of the Club Sports Program. Club funds must be used for the benefit of
the entire group. Funds for club activiievill normally come from the following sources:

1. Membership Dues

2. Fund Raising (All fund raising activities require prior approval from the Club Sports Program)

3. Budget allocation from the Department of Recreational Sports Club Sports Program.

4. Donations from individuals and corporations.

Budget Preparation and Assistance

The Club Sports Program staff is available to assist each Club with the preparation of budgetsreques

All budget requests for 2002010must be submitted to the Club Sportgd&yram staff ndater than the

January 26, 2009Failure to submit a budget request may result in the loss of funds. Budget request

forms will be distributed to each club President/Representative at the Winter Club Sport Meeting.
Budget information wilbe available to the Clubs at the first Fall Term Club Sports Program Club
President/ Representativeds Meeting, which is held

To obtain financial assistance for items during the year, a purchase request must be submitted on a
Purchase Reque$torm to the Club Sports Program staff. To speed up the process, the Club Sports
Staff has a MasterCard credit card. The following items are considered as legitimate budget requests:
1. League or Conference Entry Fees/Dues
2. Officiating expenses
3. TravelExpense$ van rental, gas
4. Equipment
-Game equipment: e.g., balls, nets, goals.
-Practice equipment
5. Publicity

Sample Club Budget

Base projected budgets on the best information avail@blhat the Club has done this year. If major

changes are expedlein the future, indicate why. Attach as much supporting documentation as is
feasible. Make requests selix pl anat or vy. Each Clubds previous ye
review. Each Club potentially has four accounts. Three of these are Univexsityunts (the allocation

account, the donation account and the miscellaneous operations account). The remaining account is
offered through the Student Activity and Leadership Development Office and is referred to as the
Student Organization Accounts Sewic

Sample of Budget Format

Beginning Baland¢as of July 1)

Allocation Account 9 Clubs seeking financial assistance fromDiepartmentof Recreational Sports

must submit a budget request to the @p Club Office. The Club Sports Prograis allocated dixed

amount of Recreational Sports funds. From this allocation, thdsware divided among the Club$he

fiscal year is July 1 to June 30. Requests for each academic year are due in February. Additional requests
may be submitted at any time during tigear, but there is no guarantee that funding will be available for

the Club after the February deadline. Any remaining funds not spent will not carry over to the next
academic yeatAll expenditures from Rec  Sports accounts must have prior approval of the

Club Sports Staff.
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Donation Account 9 Each Club is eligible to receive tdeductible donations. Since only those
individuals who meet certain IRS stipulations are eligible to deduct contributions, each individual should
check with his/her tax advisobefore making a donation if tax deductibility is a consideration. The
checks should be made out to The University of Michigan with notation for: Club Name, in order to be
tax-deductible. Any funds not spent in this account will carry over to the next atéclgear.

Student Organization Accounts Service (SOAS) 0 A student organization bank account is
available to any interested Sport Club and is the most flexible of the accounts. This account is offered
through the Student Activity and Leadership Developmé@ffice. For more information go to:
www.studentorgs.umich.edu

Outside Bank Account & This account is used for Club income raised through fundraising events
(other than donations) that cannot be deposited
spent in this account will carry over.

Annual Income

Dues 0 Cost of Dues per semestemultiplied by the number of members per semester.

Fund Raising 0 list all planned activities for the year and tixpected income

Donations @ List all potential priate and corprate support with amounexpected.

Annual Expenses

Equipment & List all general club equipment expenses for the year. Include item, quantity, and costs for
each. Equipment MUST be team equipment, not personal.

Travel & Only league travel, régnal/qualifying tournaments and nation tournaments will be considered
for funding. List the location of each trip, the number of members traveling, transportation costs (rental
car/bus, gas, airfare) and hotel costs. Also include the entry fees for eadhapplicable.

Facility Rental & Costs associated with the rental of facilities for practice and/or matches. List site,
costs, and hours for both practices and matches.

League Duesd Cost to participate in league/conference activities per semester/year.

Examples of Expenditures and Accounts Used

Allocation Donation Outside SOAS
Account

Purchase of Equipment

Approved Travel Expenses

Facility Rental Expenses

Conference/League Team Dues

X| X[ X| X[ X

Team Entry Fees

X| X[ X| X[ X| X

Officials/Judges Fees Reimburs

Uniforms

Awards

X| X| X

T-Shirts

Coachos Sti peni(

X| X[ X| X X| X X X| X[ X| X
X| X[ X[ X X| X X X| X[ X| X

Food/Banquets/Decorations

Gifts/Donations

Gifts/Donations solicited from parents, alumni, and friends of the University of Michigan \aable
source of income for any club. All money registered for a club through Gift Receiving will go into a
separate Gift Account for that club.
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All checks must be given to the Club Sports Program staff. You cannot go directly through the
University of Mchigan Gift Receiving Office. Club Sport Program staff will approve all disbursements
from Gift Accounts. Checks should be made out to the University of Michigan and specify the particular
club on the memo line. Gift money may not be spent until it appea the Gift Account Ledger, which

may require four to eight weeks.

Expense items that may be reimbursed from the Gift Account might include awards, banquet expenses,
food, meals, lodging, and any item not authorized by the Club Sports Program gtatbpurchase.

Individual Club Accounts
These accounts are the responsibility of the Club. The control of these accounts should be such that
there are checks and balances to assure that the funds are being used properly. All checks should
require two dgnatures. If the Club will be using the Club Sport Office address on the account the Club
Sports Office must be contacted. Our correct address is Intramural Sports
Building

606 East Hoover Street

Ann Arbor, Ml 481093717
Please make seryou change your address with your financial institution.

Purchasing Procedures

1. The Club Sports Program staff will make purchases after receiving a Purchase Request Form. All
requests for purchases exceeding $3,000.00 must be accompanied by miagans from a
minimum of three vendors.

2. Most of the above items can be purchased through the use of our departmental credit card.
Please submit the necessary paperwork and your requests will be processed in a very timely
manner. All reimbursenmgs must be submitted to the Club Sports Program staff no later than
April 8, 2008.

3. If purchases are made by clubs without having sufficient funds to cover the purchases, the club
will personally be responsible for payment.

4. The University of Mihigan Club Sports Program will not be responsible for purchases that have
not been approved by the Club Sports Program staff. The individuals making the purchase will
be held fiscally responsible.

Clubs may spend no more than their allotted amount fraine Club Sports Program and/or funds in
their gift account Any negative balances will be repaid by the club or from any Gift Account funds.
Clubs that go over their allocated funds will reimburse the Department of Recreational

Sports the difference.

Equipment

All equipment purchases by the Department of Recreational Sports designated for club use, as an
approved budgetary item becomes the property of the Department and The University of Michigan.
After a club checks out the equipment, the maintenanceitfdrecomes the responsibility of that club.
Although the University remains the owner of the equipment, the club and/or its members are
responsible for it and will be held accountable for any damage or loss.

Reimbursement

To receive reimbursement for trzel, legitimate receipts must be submitted to the Club Sports Program
staffwithin one week of travel . A legitimate receipt is the original airline ticket, original receipt from
the car rental company, or a cash register receipt. If you write a check,ege a copy of the cancelled
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check or your bank statement indicating the check number with the dollar amount paid. No items will
be paid by Club Sports Program funds without receipts. Reimbursements must be processed through
the University of Michigan Peitasing Department and may take between six to eight weeks to process.
All reimbursements must have prior approval by the Club Sports Program staff. The individual making
the request must sign the request form. Make sure you update your current addres¥aiverine
Access.

Uniform Purchases

The Club Sports Program will assist clubs in the purchase of uniforms. A uniform is defined as clothing
that is worn in warmup or in actual game competition-ghirts for promotional or fundraising purposes

are not considered uniforms. The Club Sports Program will consider the purchasing of new uniforms for
a particular club only every four years.

The uniforms purchased must be of standard sizes and of open stock whenever possible to allow for re
ordering. Olduniforms will be sold and the money will be deposited in the Club Sports account.

All uniforms purchased with Club Sports Program funds are the property of the Club Sports Program.
Club members can check out their uniform with a deposit of 80% of theirmlgcost. This deposit
would be returned when the uniform was returned to the Club Sports Office. Uniforms must be
returned one week from your last date of competition, unless the Club Sports Program staff approves
an exception. If the uniform is not retned, the Department of Recreational Sports may put a hold
credit on the student responsible.
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Travel

The rules and regulations of the Department of Recreational Sports and the University of Michigan
govern all travel of club sports. The travel dglines for Club Sports include the following:

1. Atravel request form must be completeat least three weeks prior to date of
departure. The forms can be found by the club mailboxes, you can print them offline at, or
you can submit them online. One weékfore travel, please provide the Club Sports Office
with an upto-date list of who is traveling, if necessary.

2. Youmust fill out a travel request even if you are not using University vehicles.

3. The Club Sports Program staff must approve aHoaifpus trig of any sort by clubs.

4. Any citations issued to Club participants will be the responsibility of the club. No Club
Sports Program funds will be authorized for the payment of fines.

5. Any additional charges incurred due to vehicle damage or additionalrjeaiihe vehicle
will be the responsibility of the club.

6. The transportation and/or consumption of alcoholic beverages are prohibited
while traveling on the University of Michigan  -sponsored club sport trips. Failure
to abide by this policy will jeopardize t he c¢cl ubds affiliation with
Michigan Club Sports Program.

7. You are not allowed to rent 15assanger v and we are unable to reimburse for the
rental or gas for these vans.
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Vehicle Rentals
Vehicles will be available for rental throudtetUniversity. These vehicles include 7 passengerJdirs,
5 passenger Sedans and 5 passenger Station Wagons.
¢ Only University of Michigan Club team members and official coaches may ride in University
vehicles.
e Itis highly recommended that you fill oall your travel requests at the beginning of your
season. The club sports office will process the necessary paperwork with the University.
e Vehicles can be picked up at 1213 Kipke Drive before 4:00pm on the day you leave. Kipke
Drive is the street that rims East off of Hoover inside of Crisler Arena Parking Lot.
e The Transportation Office is closed on weekends.
e You cannot cancel your vehicle request. Please call the Club Sports Offic85883and have
Cheryl, Jankvinor Vickiecancel your vehicle.
0 You must cancel your vehicles more than 24 hours before you plan to leave. If you do
not cancel in time you will be charged a late cancellation fee of $20.
e | f you donoét s tum yourclygb wil berchargeda $20 late cakcellation fee for
evay vehicle not picked up.
0 Your club is responsible for paying the late cancellation fee.
e If the Transportation department has to clean the vehicle a cleaning fee is charged.
o0 Your club is responsible for paying the cleaning fee.

Drivers

State law require owners to have automobile insurance. Club members with a poor driving
record (two or more traffic tickets and/or accidents) should not be allowed to drive on a club
trip. Safety must always be the most important consideration.

Buses
Buses are availabfor transportation to and from the airport. Please contact Cheryl\ickie if you
would like to request a bus at least one month prior to traveling.

Post-Season Championships

A limited amount of funding is available for those clubs qualifying fmpettion or participation in
regional/national tournaments/events. Requests for additional funding for regional or national travel must
be submitted on the Additional Travel Request form at least one month before the trip takes place. In
order to receiveadditional funding you must have placed first in you qualifying tournament.

24



Extramural Competition

Conference or League Affiliation
Any club desiring affiliation with a conference or league must secure prior approval from the Club

Sports Progranstaff before becoming a member of that conference or league. The club will submit the
appropriate entry form and fees.

Scheduling

Each club President/Representative must submit for approval to the Department of Recreational Sports
Club Sports Program atf f a copy of the c¢clubds competitive
competition, each club should try to maintain a balance between home and away games. Any schedule

changes must be reported to the Club Sport Office.

Officiating
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