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Welcome
This handbook was created to serve as a resource for UAB student leaders

interested in developing, participating in, or leading a student organization.

UAB is home to 334 student organizations that support a variety of interests.

For a full listing of UAB organizations, visit Engage and view the Organizations

tab. For more information or additional organizational support, contact The

Office of Student Involvement and Leadership at getinvolved@uab.edu. 

to the Student Organization Handbook

ABOUT THE UAB

ORGS

Student Organization Community

D A T A  I S  R E F L E C T I V E  O F  T H E  2 0 2 0 - 2 0 2 1  A C A D E M I C  Y E A R

NEW ORGS EVENTS

318 39 3,399

14 66 29 200
CLUB
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UNIVERSITY

FUNDED
FRATERNITY
& SORORITY
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About
THE OFFICE OF STUDENT INVOLVEMENT & LEADERSHIP

Recognizing UAB students come from different

backgrounds with varied interests and passions, the

Office of Student Involvement & Leadership

supports organizational development and

management to meet students' diverse needs.

Through engagement with students, Student

Involvement & Leadership has the opportunity to

watch as students progress academically, discover

values, develop an identify and realize their full

potential. This is achieved through advising students

and student organizations, creating innovative

leadership opportunities,  promoting involvement in

the campus community, and developing students'

institutional pride. Student Involvement &

Leadership values and encourages all forms of

leadership to cultivate an inclusive, socially

responsible, and vibrant campus community. 

Student Involvement & Leadership exists to
provide intentional experiences outside of the

classroom that prepare UAB students 
to serve, inspire and lead.Mission

Org Support
Student Involvement & Leadership serves

as the primary University department
responsible for providing student leaders
with the necessary support to develop,

manage, and lead student organizations. 



 R E G I S T R A T I O N

S E C T I O N  I I



Types of Student Organizations
Criteria for Registration of Student Organizations/Privileges and
Registration
Criteria for Registration of Student Organizations
Free Speech and Use of UAB Facilities 
Privileges of Being a Registered Student Organization
Conditions of Maintaining Registration for Student Organizations
Policy Violations

Any group of students that meets regularly, elects officers, collects dues, or
produces/sponsors a program, or functions in other ways consistent with the
functions of an organization, is required to seek official UAB approval through
the registration process. These groups must be recognized by the Division of
Student Affairs to function as a student organization at UAB. Registration is a
means by which student organizations may receive standard privileges granted
when certain minimum requirements are met.

This policy includes:

S T U D E N T  O R G A N I Z A T I O N
R E G I S T R A T I O N  P O L I C Y

Student organizations should review the 

UAB Student Organization Registration Policy  

and share this policy with their membership.

https://www.uab.edu/policies/content/Pages/Student_Organization_and_Registration_policy.html
https://www.uab.edu/policies/content/Pages/Student_Organization_and_Registration_policy.html


New Organization Registration Process

Registration for new organizations is available twice per year (July 1 –
September 30 and December 1 – January 31). In order to form a new student
organization on campus, an interest group must meet the criteria for
registration and complete the following steps:

The student organization registration application will be reviewed by the
Office of Student Involvement and Leadership. Once the application is
approved, the student organization will receive an e-mail notification. If there
are any errors in the application, then the organization’s registration will be
denied. The organization will be notified of approval or denial by e-mail. The
student which submitted the registration will have an opportunity to correct the
errors and resubmit for consideration within the approved time frame for
registrations. For an overview of the organization registration form, watch the
tutorial above. 

N E W  O R G A N I Z A T I O N  R E G I S T R A T I O N

Login to Engage and go to Organizations
tab. At the bottom of the left column, click
the button which states "Register An
Organization".

 A box will then appear prompting to
either “Re-register Existing” or (scroll
down)  “Register New Organization.”
Select “Register New Organization.”

VIDEO
tutorial
click to watch in a new window

https://uab.campuslabs.com/engage/account/login?returnUrl=/engage/
https://youtu.be/s3bXQze7_nQ


Students can view which organization(s) are eligible for re-registration by
accessing the Action Center. To access the Action Center, click the
Switchboard Icon on the top right hand corner of the Engage community and
click "Manage."

From the Action Center home page, the student will see a list of organizations.
Select a single organization to view.

If the organization is eligible for re-registration, there will be a blue box which
states, “RE-REGISTER THIS ORGANIZATION.” Please click this to proceed to the
renewal form.

Re-Registration & Roster Update Process for Student Organizations

R E - R E G I S T R A T I O N  P R O C E S S

Fal l  Re-Registrat ion period:  July  1  –  August  31
Spring Re-Registrat ion/Roster  Update period:  December 1  –  January 31



I N T E R E S T  G R O U P S

Student Organization Interest Groups

A student organization Interest Group designation is available for those
students who are interested in creating a campus organization but may not
meet the requirements for registering a student organization. This option allows
for the students to recruit members, utilize limited resources, and have
intentional support from the Office of Student Involvement and Leadership. 

Process

1. Submit an Interest Group Registration Form
Prospective organizations must submit an Interest Group Registration Form to
notify the Office of Student Involvement and Leadership that the Interest
Group will begin to recruit members with the intent of registering the
organization. 

2. Meet with the Office of Student Involvement and Leadership
After completing the Interest Group Registration Form, the Office of Student
Involvement and Leadership will contact the student who completed the form
to schedule an Interest Group Consultation. During this meeting, the Interest
Group will learn more about benefits of organizing and what will be required
of them. This is also when the interest groups learn about the Engage platform.

Responsibilities

After one semester of promoting the Interest Group, Interest Groups should
complete the New Organization Registration Process. Interest groups who do
not meet the minimum requirements for New Organization Registration will lose
recognition as an Interest Group.

Interest Group Registration forms may be filed once per academic year. 

Benefits

Students that form an Interest Group and follow the required process will have
access to the following benefits:

1. One space reservation during the semester of registration for the
purpose of an interest meeting
 
2. One promotional table during the semester of registration for the
purpose of recruiting members
 
3. 25 flyers printed for the purpose of marketing the organization

Interest Groups are required to meet with a UAB Pathfinder to schedule
and reserve space and print flyers. To schedule an appointment with a
Pathfinder, click here. 

https://uab.campuslabs.com/engage/submitter/form/start/304340
https://uab.campuslabs.com/engage/submitter/form/start/243260
https://uab.campuslabs.com/engage/submitter/form/start/243260


The organization’s constitution must include the current UAB Non-
Discrimination Policy: “The University of Alabama at Birmingham and
(insert organization name) prohibits discrimination in admission,
educational programs, and other student matters on the basis of
race, color, religion, sex, sexual orientation, gender identity, gender
expression, age, national origin, disability unrelated to program
performance, veteran status, or genetic or family medical history.”

Student organizations that have filed and been approved for a Title IX
exemption are permitted to retain their same-sex membership status.
Organizations with Title IX exemptions should show both the full UAB
Non-Discrimination Policy followed by their Title IX exemption. 

The purposes, policies, and objectives of an organization must not be in
conflict or competition with the educational goals and functions of UAB.
Registration may be denied to new student organizations’ whose purpose is
within the scope of a currently registered student organization.

The organization may not a) have illegal goals and objectives; b) advocate
or support the overthrow of the United States government; c) propose or
participate in activities which would violate regulations of the Board of
Trustees, UAB, or federal, state or local laws and regulations, or materially
and substantially disrupt the word and discipline of UAB; or d) advocate
enticement of imminent lawlessness which may produce such action
referred to in “c” above.

Constitution, Purpose, Goals & Objectives

Student Organizations are required to create and maintain an organizational
constitution that must be submitted through the registration process. The
organization’s constitution must include the current UAB Non-Discrimination
Policy. Any organization that does not meet the criteria for constitution, goals,
and objectives will be denied registration.
 

Click here to review a sample constitution and bylaws.
 

O R G A N I Z A T I O N  C O N S T I T U T I O N

https://www.uab.edu/policies/content/Pages/UAB-BT-POL-0000052.aspx


The Advisor Verification Form enables the Office of Student Involvement
and Leadership to ensure that the selection and listing of an advisor on
Engage is by mutual agreement. This form is completed during the fall re-
registration period (available July 1 – August 30) or during the mandatory
roster update period (available December 1 – January 30) of each year.
Student organizations must communicate this need to their advisor. 

If the organization has a change in their advisor mid-year, the new
advisor should complete the Advisor Verification Form and the
organization should add the new advisor to their Engage roster. View
the video below for instructions on how to update the organization’s roster
manually.

The advisor serves as a resource. By providing leadership, the advisor is an
educator, helping students to learn by doing. The advisor provides a sense of
direction for the organization and promotes student and faculty/staff
interaction in, and out of, the classroom. Additionally, the advisor supports risk
mitigation through on-going support of student leaders and through
attendance at organization sponsored events when deemed necessary by the
Office of Student Involvement and Leadership due to associated risks.

 

Eligibility and Continued Service

An advisor must be a full-time faculty or a staff member at the University of
Alabama at Birmingham. Hospital personnel cannot serve as a registered
student organization advisor. National headquarters, national organization
staff, or paid campus ambassadors cannot serve in place of a faculty/staff
advisor. Advisors are expected to be actively involved in the affairs of their
organizations. Selection of a particular person as advisor is the choice of the
organization and is by mutual agreement of both parties. After agreeing, the
advisor must complete the Advisor Verification Form on Engage to make their
role official. If the advisor plans to take a leave of absence, it is the
responsibility of the organization to find a temporary replacement for the
time in which the advisor will be absent. Each semester the student
organization is responsible for connecting with their advisor to confirm
their continued support.

 

Expectations of an Advisor

Annual completion of the Advisor Verification Form

The Purpose of an Advisor

O R G A N I Z A T I O N  A D V I S O R

VIDEO
tutorial
click to watch in a new window

https://uab.campuslabs.com/engage/submitter/form/start/486719
https://youtu.be/DUnx-WSRIP0


Attend (or find a faculty/staff proxy) for any student organization
sponsored event or activity that’s associated risk calls for additional
support and supervision.

This requires advisors to be aware of and invited to organization
events. This is the responsibility of the student organization. If the
organization is planning an event requiring advisor attendance and the
advisor is unavailable, the event will be denied without the
confirmation of attendance by an advisor or advisor-identified proxy.
The organization is made of aware of which events require advisor
attendance through the Engage event registration process. The Office
of Student Involvement and Leadership will use the event registration
“comments” feature to share any additional requirements, such as this.
It is the organization’s responsibility to communicate this need to the
advisor in a timely fashion.

Encouraged to meet regularly (at least once a month) with executive
student leader(s) to provide an outlet for discussion of the leadership
experience, offer guidance on organizational management, and drive
alignment of activities with organizational objectives.

Student leaders should take the initiative to schedule these
meetings. It is not the responsibility of the advisor to seek out the
organization.

Complete the Clery Center's Campus Security Authority training and
uphold role as a Campus Security Authority and mandatory reporter. 

Advisors will receive a notification from the UAB Learning System
alerting them to the assignment, its due date, and instructions for
completion. This training is typically assigned in October or November. 

Complete the Complete Kognito At-Risk for Faculty and Staff training.
Kognito (Suicide Prevention & Intervention training) provides advisors with
tools to support conversations with students of concern, what to say, and
how to assist with connecting them to the appropriate campus resources.
Kognito training is available throughout the year, and advisors are
expected to complete the training by October 30 of each academic year. 

Expectations of an Advisor
  

 
It is the responsibility of the student leaders to see that the advisor receives
all minutes of meetings and is kept abreast of the program, upcoming events,
and meetings. The Office of Student Involvement and Leadership staff serves in
a general advisory role to organizations and advisors as need and particular
questions arise.

O R G A N I Z A T I O N  A D V I S O R



C O M P L I A N C E

S E C T I O N  I I



T R A I N I N G S

The Student Organization Summits are annual events hosted by the Office of
Student Involvement & Leadership. The Summits are designed to support student
organization leaders by connecting participants to UAB policies, guidelines, and
resources relevant for organization success. The Summits are entirely online via
Engage and have learning modules that include informative videos and follow-up
questions.

All student organization presidents (or equivalent officer) must
complete these web-based training courses. This includes officers in
graduate and undergraduate RSOs, University Funded Organizations, and
Fraternities & Sororities. While each president is required to complete the
Summit, all organization members and advisors are encouraged to
participate.

The purpose of the Badge of Distinction training program is to provide UAB
student organizations with access to developmental resources to promote
organization and student success. The trainings take place over the course of a
month each semester, providing leaders access to a variety of training topics. At
the conclusion of each week, distinction badges are awarded to participating
organizations. Each badge is associated to an area of development.
Organizations that have at least 2 members (preferably officers) attend training
for an area of development will receive that badge. Organizations can earn up
to 3 badges per semester, for a total of 6 badges each academic year. Badges
are placed by the UAB Pathfinders on the organization’s Engage profile at the
conclusion of each week. These organizations are also recognized for distinction
using the categories filter of the organization directory, and each organization
will receive a social media-sized image to showcase their badge. The badge(s)
link to an Engage news article that explains the badges and their purpose. 

Badges expire after one year.

Learn to Lead presentations bring leadership development into UAB classrooms
and student organization meetings with engaging and active presentations. The
Learn to Lead leadership curriculum focuses on the Social Change Model of
Leadership, including presentations which focus on individual, group, and societal
values. Presentations can be modified to accommodate any class size and/or
focus. Faculty, staff, and students are welcome to request presentations.

To request a Learn to Lead presentation, click here. 
Requests should be submitted two weeks in advance.

Student organization have the opportunity to partake in a number of trainings
throughout the academic year. Required trainings for student organizations
include the Fall and Spring Student Organization Summits. Optional trainings
include the Badge of Distinction program and Learn to Lead presentations. 

Student Organization Summits - Fall AND Spring *
  

Badge of Distinction 

Learn to Lead

*Required trainings for student organizations. 

https://uab.campuslabs.com/engage/submitter/form/start/196883


Limitation of privileges    
Social probation for the organization    
Temporary suspension of the organization’s events and activities     
Removal of active status of the organization     
Community service hours

Expectations of Student Organizations at UAB

The Student Conduct Code (“Code”) describes the standards of behavior for
all students and student organizations and outlines students’ rights and the
process for adjudicating alleged violations. All students and student
organizations are expected to conduct themselves in accordance with the
Code. The current version of the Code, which may be revised periodically, is
available from the Office of Community Standards &Student Accountability or
online.
 
Student organizations that are campus branches of international/national
organizations are not allowed to have an international/national, non-UAB
student represent or advocate on behalf of the organization without an
invitation from the University.
 

How to Report a Violation

To report a violation of the student conduct code, submit a Student Conduct
Code Alleged Violation Referral. In the event of an emergency or crimes or
incidents involving imminent threat of harm, contact UAB Police at 205-934-
3535. If you are submitting an incident report related to gender
discrimination, sexual harassment (including sexual misconduct and violence),
or retaliation for reporting sexual harassment, please submit the
report online to the Title IX Office. For additional information, contact
Community Standards & Student Accountability at 205-975-9509 or visit their
website.

Violations

Organizations which violate UAB regulations are subject to disciplinary action
as outlined in the Student Conduct Code. Disciplinary action will be
determined by the Office of Student Conduct in partnership with the Office
of Student Involvement &
Leadership. Such action may include, but not be limited to:
   

 
Violations of the Student Organization Handbook and guidelines herein that do not align
with Student Conduct Code policy but blatantly disregard student organization standards
of behavior and reporting are determined by the Office of Student Involvement and
Leadership. Failure to comply with student organization guidelines may result in loss of
registration, mandated education, or other stipulations.

O R G A N I Z A T I O N  C O N D U C T

https://www.uab.edu/policies/content/Pages/UAB-UC-POL-0000781.aspx
https://www.uab.edu/students/conduct/
https://cm.maxient.com/reportingform.php?UnivofAlabamaBirmingham
https://www.uab.edu/titleix/report-an-incident
http://www.uab.edu/studentconduct


It is the responsibility of all student organizations to encourage an atmosphere
of learning, social responsibility, and respect for human dignity and to provide
positive influence and constructive development for members and aspiring
members. "Hazing" is an unproductive and hazardous custom that is
incongruous with this responsibility and has no place in university life, either on,
or off, campus. 

The purpose of this policy is to define hazing and to provide guidelines with
regard to hazing that student organizations and their members must follow.

H A Z I N G  P O L I C Y

Student organizations should review the 

UAB Hazing Policy for Student Organizations and

share this policy with their membership 

(Policy & Procedures Library – Policy VII-009).

https://www.uab.edu/policies/content/Pages/UAB-AA-POL-0000596.aspx
https://www.uab.edu/policies/content/Pages/UAB-AA-POL-0000596.aspx


All registered student organizations should strive to promote a supportive and
sustainable environment where their members thrive and flourish. The abuse
and illegal use of alcohol or other drugs jeopardize the physical and mental
wellbeing of the community by placing the health and safety of individuals at
risk and undermining the University’s mission. Therefore, all registered student
organizations and their members are expected to act responsibly and in
accordance with the law and University’s Student Conduct Code.

All student organizations must abide by the institutional event and risk
management policies regarding alcohol and other drugs. In addition to state
and local laws as well as the Student Conduct Code, all student organizations
that fall under an inter/national organization, must follow the event and risk
management policies regarding alcohol and other drugs. These policies should
include, but not be limited to:
· Use of organization funds for events including alcohol
· Distribution of alcohol
· Underage members
· Third Party Vendor Requirements
· Use of alcohol during recruitment, intake, or new member activities.

No alcohol shall be allowed at student organization community-wide functions.
This includes involvement fairs.

Relevant Policies: 
General Policy Regarding the Use and Consumption of Alcoholic Beverages 
Drug-Free Campus and Workplace Policy 
Guidelines for Hosting Off Campus Events with Alcohol for Student Groups

Student organizations should review the UAB Hazing Policy for Student
Organizations and share this policy with their membership (Policy &
Procedures Library – Policy VII-009).

S T A T E M E N T  O N  
A L C O H O L  &  O T H E R  D R U G S

https://www.uab.edu/policies/content/Pages/UAB-AD-POL-0000071.html
https://www.uab.edu/policies/content/Pages/UAB-AD-POL-0000071.html
https://www.uab.edu/policies/content/Pages/UAB-AD-POL-0000071.html
https://www.uab.edu/policies/content/Pages/UAB-UC-POL-0000804.html
https://www.uab.edu/policies/content/Pages/UAB-UC-POL-0000804.html
https://www.uab.edu/students/involvement/images/DOCUMENTS/Social-Event-Guidelines-6.7.16.pdf
https://www.uab.edu/students/involvement/images/DOCUMENTS/Social-Event-Guidelines-6.7.16.pdf
https://www.uab.edu/policies/content/Pages/UAB-AA-POL-0000596.aspx


University Compliance for Events with Alcohol

The use of alcoholic beverages must be in compliance with federal, state and
local laws; the regulations of the Alabama ABC Board; and other university
policies and procedures, including, but not limited to, the Drug-Free Workplace
Policy and the Drug-Free Campus Policy for Students. 

All events where alcohol is present must end by 1:00 am. Alcohol may not be
served or consumed for more than four (4) hours during any single event.

Responsible Persons
A “responsible person” must be designated for every function at which alcoholic beverages are served. That
individual is responsible for ensuring that this policy and other related policies (see “Compliance”) are
followed.  The organization’s advisor must be in attendance for any event where alcohol is
present.

Controlled Areas 
Steps should be taken to ensure that alcoholic beverages are contained within the boundaries of the event. All
alcoholic beverages should be consumed or disposed of by all guests or participants before they leave the
premises. 

Event Advertisements 
Advertisements or invitations to events where alcoholic beverages are being served should emphasize the
nature of the event and not alcoholic beverages. 

Self-Service
Alcoholic beverages must not be freely available to attendees.  A designated server or hired professional
bartender must be on duty at the event to limit the size and number of drinks served. If the function involves a
sit-down meal at which alcohol is served, waiters and/or waitresses should be instructed to ask before
automatically refilling wine or liquor glasses. 

Proper Identification
Alabama state law prohibits purchase, consumption or serving of beer, wine or distilled spirits by persons under
legal drinking age.  It is also a violation of Alabama state law to purchase alcohol for, or serve alcohol to,
persons under the legal drinking age. Therefore, at all events where alcoholic beverages will be served, the
designated server or hired professional bartender will be required to check for proper identification before
serving any alcoholic beverages and must reject any questionable forms of identification. Alcoholic beverages
may not be served at functions where the majority of attendees are under legal drinking age. 

Non-Alcoholic Beverage Alternatives 
Alternative non-alcoholic beverages must be equally available and accessible at all events where alcoholic
beverages are served.  Water should not be the only alternative beverage offered. 

Food 
Food must be made available to those in attendance at all events where alcoholic beverages are served.
 
Hours of Service 
Service of alcoholic beverages must be discontinued at least one hour before an event is
scheduled to end.  

Transportation
For the duration of the event, the student organization must provide and have available transportation by taxi
or other similar means for members/guests who are visibly intoxicated or who request transportation.

Refusal to Serve Intoxicated Guests 
If a participant or guest at an event where alcoholic beverages are being served appears to have exceeded
his or her consumption limit, the designated server or hired professional bartender must discontinue serving
alcoholic beverages to this individual. 
 
*These guidelines were adopted and adapted from the UAB General Policy Regarding the
Use and Consumption of Alcohol and the UAB School of Medicine’s Guidelines for Hosting Off
Campus Events with Alcohol.
 

E V E N T S  W I T H  A L C O H O L

https://www.uab.edu/policies/content/Pages/UAB-AD-POL-0000071.aspx
https://www.uab.edu/students/involvement/images/DOCUMENTS/Social-Event-Guidelines-6.7.16.pdf


V I S U A L  
I D E N T I T Y

S E C T I O N  I I I



V I S U A L  I D E N T I T Y

Student organizations should review the 

Visual Identity Guide

and share this guide with their membership.

The name of the student organization posted publicly through social
media outlets should match the name of the organization approved
through Engage student organization registration.

Content must not constitute a copyright or trademark infringement and
must not otherwise violate any applicable laws or UAB policy (refer to the
Visual Identity Guide).

The only events that should be marketed through social media are those
previously approved through the Engage event registration process.

Is Alternative Text included for photos on Facebook, Instagram or Twitter?
Do all graphics have a strong contrast between text and background?
Was camel case used with the hashtags? #AccessibilityIsAwesome
Is contact information available prominently in the social media bio?
If a video is posted, are captions provided?

Marketing via Social Media

UAB welcomes individuals and organizations to identify their role at UAB
publicly on social media. Be aware that by doing so, this is a representation
of UAB and therefore is subject to UAB's conduct policies. Students are subject
to the Academic Honor Code and Student Conduct Code. Individuals creating
and maintaining digital mass communications or digital content (“content”) are
responsible for adherence to the following requirement: 
 

Keep in mind these tips on accessibility when posting on social media:

https://www.uab.edu/toolkit/images/photo-video/RSO_Guidelines_July_2021.pdf


No Alcohol Promotion

No Sexual Connotations

Flier Locations

Copyright or Trademark

Co-Sponsored Events

Name of sponsoring student organization
Contact information for sponsoring organization or individual
Date of event/activity
Time of event/activity
Location of event/activity

All promotion and advertising materials must include the
following information:

P R O M O T I O N  &  A D V E R T I S I N G

Publicity and promotion of events where alcoholic
beverages are being served should emphasize the nature
of the event and not alcoholic beverages.

Publicity having sexual connotations is prohibited.

Fliers and other publicity may only be placed in the
designated locations identified for each campus facility.
They may not be attached to interior walls, doors,
windows, over-hangs, exterior walls, fences, utility poles,
waste receptacles, signs, signposts, trees, or shrubbery.

Organizations creating/maintaining digital mass
communications or digital content are responsible for
ensuring the content does not constitute a copyright or
trademark infringement and must not otherwise violate
any applicable laws or UAB policy. Display of banners on
any academic building generally is not permitted. Any
exceptions must be approved by the area responsible
for that facility.

When an event is co-sponsored, the co-sponsorship must
be clearly listed on all promotional materials.

Student organizations should review the 

UAB Student Organization 

Promotion & Advertising Policy  

and share this policy with their membership.

https://www.uab.edu/policies/content/Pages/Student_Organization_Promotion_and_Advertising.html
https://www.uab.edu/policies/content/Pages/Student_Organization_Promotion_and_Advertising.html
https://www.uab.edu/policies/content/Pages/Student_Organization_Promotion_and_Advertising.html
https://www.uab.edu/policies/content/Pages/Student_Organization_Promotion_and_Advertising.html
https://www.uab.edu/policies/content/Pages/Student_Organization_Promotion_and_Advertising.html


EVENTS

S E C T I O N  I V



Terms
Events Requiring Security
UAB Co-Sponsored Events
Free Speech and Use of UAB Facilities
Failure to comply

Introduction
All student organizations in good standing have the privilege of hosting on-
campus events. On-campus events must be registered with the University
through the event registration process. Registration is the sole responsibility of
the student organization(s) sponsoring the event. 
 
The event registration guidelines assist students in the planning of safe and
successful events and activities. These guidelines facilitate adherence to UAB’s
policies and procedures as well as state and local laws and regulations. The
Office of Student Involvement and Leadership believes that students should
drive the development of events. Student ownership of events should be
guided by a set of best practices and policies to provide a level of consistency
and to help build a culture of responsible hosting. Organizations are
required to register all on-campus and virtual events and activities
through Engage. Community service events may be submitted for marketing
and recruitment purposes through BlazerPulse.

This policy includes:

E V E N T  R E G I S T R A T I O N  P O L I C Y

Student organizations should review the 

Student  Organization Event Policy 

and share this policy with their membership.

https://www.uab.edu/policies/content/Pages/Student_Organization_Events_Policy.html
https://www.uab.edu/policies/content/Pages/Student_Organization_Events_Policy.html
https://www.uab.edu/policies/content/Pages/Student_Organization_Events_Policy.html


Event Registration Violations
Student Involvement and Leadership reviews all events with the goal of
empowering and supporting student organizations to plan and offer events
that are both fun and safe. University policies and procedures exist to assist
students in managing events safely. Student Involvement and Leadership staff
is available to assist organizations in effective event planning and
management. If an event violates the Student Conduct Code or if any law
enforcement agency issues an incident report, the matter will be referred to
the Office of Community Standards & Student Accountability.
 
Any student group found not in compliance with the event registration
guidelines or that is found to be operating an event in a manner that is
inconsistent with the details provided in the event registration form will be
required to meet with the appropriate advisor within the Office of Student
Involvement and Leadership. Accountability could come in the form of the
organization losing its privileges including, but not limited to, the ability to
reserve space, rent equipment, request funds from USGA, etc. In addition to
any disciplinary action by the university, organizations that are member
organizations of either local or inter/national groups governed by
inter/national organizations may also be subject to disciplinary action by those
local or inter/national councils or groups for violations of these guidelines.

E V E N T  R E G I S T R A T I O N  V I O L A T I O N S



Identifying Risk – The safety and wellbeing of each UAB student alongside
the success and sustainability of each student organization is one of the
primary reasons the event registration process exists. There are five types
of risks associated to organization event planning. These five types of risk
have been adopted and adapted from Texas A&M’s Division of Student
Affairs.

Physical Risks
This type of risk accounts for any physical harm that may be incurred by a
participant. Factors associated to physical risk include but are not limited
to the presence of food, alcohol, dangerous environmental conditions,
recreational equipment, traffic congestion, etc. Organizations should
actively consider harm reduction strategies to avoid physical risks.

Emotional Risks      
Emotional risks include those activities that could negatively influence the
well-being of participants. Events that involve sensitive topics stimulate
emotional risk. 

Reputational Risks      
It is important to consider the impact that the event may have on the
reputation of each member (students must abide by the Conduct Code
as a participant), but also the impact the event may have on the
organization as a whole and UAB. Activities where participants may
demonstrate poor conduct or where media may be present could
influence the public’s perception of UAB, the student organization, and
the national organization when applicable.

Financial Risks       
Organizations need to consider financial risks associated to hosting the
event. Can the organization cover the cost of equipment rentals or
catering, for example? In order for an organization to sustain, it is
important to make wise financial decisions. 

Facilities Risks       
The space chosen for an event often dictates the type of activities that
can be hosted. Is the space a safe environment? Does the facility
approve of the type of activity the organization intends to host? Will
traffic become an issue? What is the event capacity? How will the
organization monitor capacity throughout the event?

Identifying the Risk Level of an Event

Events inherently assume a certain level of risk. In an effort to support student
organizations’ risk mitigation processes, all campus events and activities must
be submitted through the Engage event registration process a minimum of five
business days prior to the event date. Events that are not submitted within the
required window for review will be denied.

 

 

 

 

I D E N T I F Y I N G  R I S K



Event participation is expected to exceed 75 participants
Venue capacity exceeds 75 participants
Alcohol is being served
The event has potential to cause traffic congestion
Potential health and safety hazards associated with event participation
Event is open to the public

Events Requiring Security and Advisor Attendance

The Office of Student Involvement & Leadership does not in its sole discretion
require security for on-campus events or provide recommendations on the
number of security personnel needed for on-campus events that meet the
above criteria. The Office of Student Involvement & Leadership will make the
determination if an advisor will need to be present and require a security
consultation based on the criteria below. Security consultations should take
place with the UAB Police Department.
 
Events that include one or more of the following may require the presence of
an advisor and/or security:

Security Consultations 
Security consultations should take place with the UAB Police Department.
Organizations that have been required to consult with UABPD should call (205)
975-0562 and ask for Sergeant Larry Bailey or (205)-934-3999 and ask
for Captain Roderick Wilkins. Sergeant Bailey will initially receive the request
and will consult with Captain Wilkins to determine if security is necessary for
the organization’s event. 
 
If security is required, a ten (10) day advance notice is required for all security
requests. If the event is cancelled, it is the responsibility of the person who
requested the detail to inform the Sergeant in a timely fashion. The form to
request Event Security can be found on the UABPD Website – Event Security
Request Form.
 

S E C U R I T Y  C O N S U L T A T I O N S

https://www.uab.edu/police/resources/event-security-request-form


E V E N T S  W I T H  F O O D  
&  V I R T U A L  E V E N T S

Virtual Events 

Student organizations can sponsor and promote virtual events. Through the
Engage event registration process, organizations can indicate the location as
“online” which will prompt the inclusion of an accessible link for participation.
All virtual events should be submitted through the Engage event
registration process.

VIDEO
tutorial
click to watch in a new window

Phone: (205) 966-6565  
Engage Page: Campus Dining   
Email: catering@uab.edu

Events with Food

Food that is handled or prepared improperly can cause food-borne illness.
Safety in food preparation and service is important to consider when planning
an event or promotional tabling activity. Furthermore, the possibility of allergic
reactions create risk associated to food distribution. Food should be labeled
and prepared by a caterer or
pre-packaged to mitigate risks. 

UAB has its own catering company, Blazer Catering Co., which offers a low
cost Student Catering Menu. If the event is located in the Hill Student Center
(including the Amphitheater), the organization is required to use Blazer
Catering Co. or submit the exemption form. 

Violations to the Catering Policy 
Violations to the Hill Student Center catering policy will result in the
loss of HSC space reservation privileges.
 
Contact Information:   

 
 

https://www.uab.edu/students/dining/catering
https://uab.co1.qualtrics.com/jfe/form/SV_8uWUisniE5BWump
https://youtu.be/s5le2kB6SC4


E V E N T  M A N A G E M E N T

VIDEO
tutorials

There are several features that organizations can

utilize to track attendance and gather feedback.

The videos below provide an overview of three

Engage tools for event management. Click on the

video to open in a new window.

How to Create an RSVP
It may be useful to know who
expects to attend an event. The
Engage RSVP feature allows orgs
to set capacity limits, ask unique
questions, and have the email
addresses for those planning to
attend.

Track Virtual Event
Participation
If you're hosting a Zoom meeting,
drop in the Engage provided link
to have users login. By logging in
using this unique link, Engage
adds the user to the list of
"attended" participants.

Create a Post-Event Survey
Want to gather feedback from
your event? When creating the
event submission, orgs can create
post-event questions which will
automatically distribute to any
user that is marked as attended.

https://youtu.be/TtqCv6NOq4k
https://youtu.be/rpDc8inz1RM
https://youtu.be/2qTA_hQqNl4


E V E N T  M A N A G E M E N T

VIDEO
tutorials

There are several features that organizations can

utilize to track attendance and gather feedback.

The videos below provide an overview of three

Engage tools for event management. Click on the

video to open in a new window.

Event Check-In App (for orgs)
It may be useful to know who
expects to attend an event. The
Engage RSVP feature allows orgs
to set capacity limits, ask unique
questions, and have the email
addresses for those planning to
attend.

How to Use the Event Pass
The Engage Event Pass allows
student organizations to track
event participants. This video
shows a participant how to
download their event pass. This
video can be shared with future
event attendees.

Edit an Approved Engage Event 
Do you need to make an update to
an approved event? This tutorial
will be a step-by-step guide for
organizations that need to change
their event's details. Please note,
any change will push the event
back through the event registration
process. 

https://youtu.be/4PendtTpHOM
https://youtu.be/hSkoYB2Owh0
https://youtu.be/Bx3kXtdv4AA


Events Promoting 
International Travel
UAB student organizations that
have interest or an intent to travel
abroad are required to meet with
UAB Education Abroad, PRIOR TO
any planning or confirmation of
travel details. Failure to do so
could result in the removal of
registered student organization
status.

E V E N T  M A N A G E M E N T

Showing Films at an Event
Has the organization obtained a
public performance license for
copyrighted materials? For more
information on Copyright
Compliance, please visit
https://www.swank.com/public-
libraries/copyright/.

Events with Minors
Because the organization's event
includes participation from
minors, it is the organization's
responsibility to read and comply
with the UAB policy on the
Protection of Children on UAB
Premises and in UAB-Sponsored
Activities. 

https://www.swank.com/public-libraries/copyright/
https://www.uab.edu/policies/content/Pages/UAB-AD-POL-0000706.aspx


EVENT
REGISTRAT ION

S E C T I O N  V I



E V E N T  R E G I S T R A T I O N  P R O C E S S

Submission Timeline
All on-campus organization events and activities must be registered with the
Office of Student Involvement and Leadership on Engage five (5) business
days before the event. Virtual events must be registered a minimum of two (2)
business days before the event. This is to allow for the review and evaluation of
the event by staff.
 
Events that are not registered within the required timeframe for review
will be denied, regardless of the amount of money the group has already
invested in the event.

Events that are not updated to reflect the recommendations made through
comments and do not meet standard criteria for event registration will be denied.
Any event that is denied through event registration will be considered cancelled
and not permitted to take place. If an event is denied, the Office of Student
Involvement and Leadership will notify the campus facility to cancel the space
reservation.

If the organization wishes to resubmit a denied event after making updates to the
original submission, they may do so. However, the new submission must be a
minimum of 5 business days prior to the date of the event. Denied submissions
may be updated and resubmitted through a user’s Engage profile. 

Student Organizations are responsible for ensuring that the event has been
approved through the appropriate channels (including but not limited to catering,
facility reservation, etc.). Space reservations should happen concurrently with
event registration.

When using the Create Event option, please note, submission DOES NOT
GUARANTEE approval. All events are reviewed by the Office of Student
Involvement and Leadership.

Review & Feedback of Submitted Events
The Office of Student Involvement and Leadership will provide feedback
through the discussion section of the event registration form to allow students
to amend their existing registration to meet criteria. Any issues or questions
about an event will be communicated on Engage through the discussion
feature. It is the organization’s responsibility to respond to questions using this
feature. The student that submitted the registration form will receive an email
notification from Engage when discussion threads are posted.
 

    

      

VIDEO
tutorial
click to watch in a new window

https://youtu.be/X5-8oq5tny4


The member must have officer access to submit events for review. Positions
with access will be able to do so by accessing the Action Center.  To access
the Action Center, click the Switchboard icon on the top right hand corner of
the Engage community and click Manage.

From the Action Center home page, there will be a list of memberships. Select
a single organization to view.

When viewing the Organization View, there will be a box in the center of the
page, and a management bar in the left corner. Click on the management bar
sandwich menu (three lines).

After clicking on the management bar, a drop down of organization
management options will appear. Click on Events.

On the Manage Events page, click the blue Create Event button.

H O W  T O  S U B M I T  E V E N T S

How to Submit Event Registration



This method is only possible if you were the creator of an event. After clicking
on your initial or photo in the upper right corner, select Submissions. 

Then click on the Events tab. From here, you can click on the title of any event
submission to view the details and forms submissions associated with it. 

Click on the page you would like to view or click on the first page of your
event submission, after which you can use the Previous and Next buttons to go
back or advance through the pages of the submission. You can also modify
denied event submissions from this section, make edits and resubmit. If you
did not complete an event submission, you can also continue that submission
from this area.

N A V I G A T I N G  T O  S U B M I T T E D  E V E N T S

Viewing the Submission from your User Drawer



Viewing the Submission of an Approved Event from the Org Account
You can view an approved or cancelled event's details if you are an officer
with Events management access in the organization the event was created
in. Navigate to the Manage view for your organization and use your
organization tool menu to switch to the Events tab. 

From there, you can click on the name of the event to manage it.

This will open the event's details. Here you can change details (will resubmit for
review & approval), track attendance, & manage RSVPs. 

N A V I G A T I N G  T O  S U B M I T T E D  E V E N T S



SPACE
RESERVAT IONS

S E C T I O N  V



Active student organizations who are in good standing with the University have
access to reserve campus facilities for the purposes of organizational
management/promotion and organization-sponsored events.  Use of space is
a privilege; organizations that do not abide by the Event Registration
Guidelines set for student organizations as well as the space reservation
policies defined by the venue, will be referred to the Office of Student
Involvement & Leadership and/or Student Conduct.  Privileges will be revoked
for organizations that abuse this benefit.  Student organizations are required
to register all on-campus events (this includes tabling and regularly scheduled
meetings) through the University’s online involvement platform, Engage.  
Space reservation does not replace event registration through Engage. 
The following campus facilities may be reserved by student
organizations:

S P A C E  R E S E R V A T I O N S

HSC Space

Hill Student Center

Mini-Park

HSC Ampitheater

University Rec

U-Rec Center

Campus Green

Intramural Fields

Academic Space
Heritage Hall

Campbell Hall

University Hall

Housing & Res Life

Cahaba Rooms

The Underground

And more!



1st Tuesday of October for the following
Spring/Summer semester
1st Tuesday of March for the following Fall
semester

Labor Day Weekend      
Thanksgiving Weekend (Wednesday-
Sunday)   
December 23th-27th    
New Year’s Eve and New Year’s Day   
Martin Luther King Day      
Memorial Day Weekend    
4th of July

Space reservations open for student
organizations:

 
Requests should be submitted to the Hill Student
Center’s online space reservation system on or
following the open of reservations for that term.
Student organizations are required to submit
their space reservation concurrently with their
event registration.  Both should be submitted a
minimum of 5 business days in advance.

To review the Hill Student Center's building
hours, click here. 
 
During the following University designated
holidays and breaks the Hill Student Center may
be closed:     

S P A C E  R E S E R V A T I O N S

HSC Space

Hill Student Center

Mini-Park

HSC Ampitheater

For a comprehensive list of 
rules and regulations for the 

Hill Student Center, 
please click here.

 
 

To review available meeting
space and to request a space,

click here. 

H I L L  S T U D E N T  C E N T E R

            
Failure to submit Engage
Event Registration will
result in the loss of your
previously reserved Hill
Student Center space. 

Organizations should
reserve HSC space, then
register the event. The
HSC staff will confirm
your space reservation
through the Engage
event registration
process. 

Space confirmation

https://www.uab.edu/students/studentcenter/building-hours
https://www.uab.edu/students/studentcenter/reserving-space/policies-procedures
https://www.uab.edu/students/studentcenter/reserving-space


Campbell Hall         
Heritage Hall     
University Hall

Academic space reservations for student
organizations are requested through the Engage
event
registration process.  However, student
organizations can access academic space
guidelines and policies through
www.uab.edu/bookit.

The Office of the Registrar reserves the following 
spaces for student organizations:  
  

Space reservations for academic space will be
made through the student organization event
registration process. 

S P A C E  R E S E R V A T I O N S

Academic Space
Heritage Hall

Campbell Hall

University Hall

Academic space is only available to student organizations following the
University's academic add/drop period. Each semester, the Office of
Student Involvement & Leadership in coordination with the Office of the
Registrar will determine the exact dates organizations can access
academic space. This will always be outlined in the Event Registration
Form.

A C A D E M I C  S P A C E

Registration Process

VIDEO
tutorial
click to watch in a new window

Fall 2021 Update: 
Academic space opens to student organizations on September 6, 2021. Student organizations
may request the use of space prior to September 6, but requests will be left pending until
September 1. Space is assigned in the order the requests are received. Space requests made for
dates prior to September 6 will be denied.

https://www.uab.edu/registrar/
https://www.uab.edu/registrar/
https://youtu.be/UrTr9ArmsF4


Space reservations for University
Recreation facilities can be made directly
on the University Recreation website. 
 
Student organizations are required to submit
their space reservation concurrently with their
event registration.  Both should be submitted a
minimum of 5 business days in advance. Any
facility reservation that does not have a
corresponding event registration will not be
approved.  For a comprehensive list of policies
and procedures visit the University Recreation
Facilities website.

S P A C E  R E S E R V A T I O N S

University Rec

U-Rec Center

Campus Green

Intramural Fields

U N I V E R S I T Y  R E C R E A T I O N

            
Failure to submit Engage
Event Registration will
result in the loss of your
previously reserved
University Recreation
space. 

Organizations should
reserve space, then
register the event. The
URec staff will confirm
your space reservation
through the Engage
event registration
process. 

Space confirmation

https://www.uab.edu/students/universityrecreation/facility
https://www.uab.edu/students/universityrecreation/facility


Student Housing & Residence Life has first priority
over all spaces within the Student Housing
community. In order to use Housing & Residence
Life space, the event must be 1. open to all
students, 2. co-sponsored by Student Housing, or
3. fall into one of the three residential curriculum
areas and have residential members present at
the event.

Student organizations and Departments can
submit requests as early as 2 weeks before the
event. No organization or outside Department
events will be allowed during midterms, the
weekend before/week of finals, and the first
weekend/week of school.

S P A C E  R E S E R V A T I O N S

H O U S I N G  &  R E S I D E N C E  L I F E

Once the registration form has been submitted, it
will be reviewed by the H&RL and an appropriate
space will be identified and confirmed, if there is
one available. 

Events must be open to residents. 

Requests cannot be submitted more
than two weeks prior to the date of the
event.

On-going organization meetings are
not allowed.

   

Student Housing & Residence Life space is
requested through the Engage event registration
process. 

 

 

Registration Process

Housing & Res Life

Blazer RLC (lower level)

Gold Hall: Cahaba Rooms

Gold Hall: Steel City 

Gold Hall: Underground

McMahon Hall: Magnolia 

McMahon: The Vault

McMahon: Huddle Room

McMahon: Study Rooms (4)

Rast/Blount Lawn

Tabling in Lobbies: Blazer,

Blount, Denman, Camp,

Gold, McMahon, and Rast

No sales/distribution of food or baked goods allowed.
No admission fee may be charged, nor donation requested for any activity
taking place in these spaces.
No ongoing meetings or rehearsals will be allowed in the space.
No clear tape may be used on any surface. Blue Painter’s Tape is the only
adhesive allowed.
No Painting is allowed in any space.



Student organizations may have access to other locations not listed in the
Student Organization Handbook. If the organization identifies an alternative
space, then the organization is responsible for ensuring that space has been
reserved. Engage event registration provides space reservation capability for
four academic buildings (Education, Heritage, University, and Campbell).
Organizations that host activities in academic space other than the
above mentioned may do so if they receive special permission from the
building administrator. Engage, the Office of Student Involvement and
Leadership, and the Registrar’s Office do not support academic space
reservations outside of Education, Heritage, University, or Campbell. If the
organization has received alternative permission to host this event in
another academic space, they are still required to submit the event
through Engage and indicate that within the submission. 

S P A C E  R E S E R V A T I O N S

O T H E R  C A M P U S  L O C A T I O N S

UAB Libraries
Study rooms within Lister Hill and Sterne Library are available by reservation to
both individuals and groups of two or more.   Space reservations for study
rooms should be made directly with the library through their online room
reservation form.  For an overview of the space reservation process for Sterne
Library and Lister Hill, please reference their Space Reservation Policy.
Individuals or groups who are reserving study space in the libraries for
academic preparation do not need to complete the event registration
process.  Event registration is for the use of student organizations hosting
organization sponsored events.

Alys Stephens Center –
To reserve space in the Alys Stephens Center, call the administrative
office at 205-975-9540.     

National Alumni House – 
Any use of the UAB Alumni House must be scheduled through the
Alumni Affairs Office (205) 934-3555. Students can reference the
National Alumni Society’s Rental Policies and Procedures for a
comprehensive list of policies for the space.

Special Events
For special events, student organizations may utilize one or more of the
following
venues:
 

These venues are able to be reserved by student organizations, and all come
with an
associated cost.  Please reach out directly to the venue in order to check
availability, pricing, as well as the policies and procedures for the space.

https://library.uab.edu/reserve-spaces


ORG
F INANCES
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F U N D R A I S I N G

Fundraisers may not be conducted for the sole private gain of individuals
or for-profit businesses. 

Student organizations may not conduct fundraising on behalf of or for the
benefit of a non-University recognized organization or corporation, unless
the beneficiary is a charitable, non-profit organization.

A student organization may charge an admission fee to a program as a
form of fundraising. (Please note: there may be a facility fee charged to
the student organization if there’s an entry fee for an event taking place in
the Hill Student Center)

Proceeds from fundraising activities are subject to state sales tax laws in
the instance the organization does not meet one or more of the State’s
exemption requirements.

Due to the potential for food-borne illness and improper food handling,
student organizations are not allowed to sell food that has been prepared
by members of the organization as an organization fundraiser. 

Fundraising
Within this Handbook, fundraising is defined as the process of soliciting
financial support to fund organization operations and philanthropic
contributions on behalf of the organization. Registered student organizations
may conduct fundraisers throughout the year providing all University and
Alabama state laws are followed. Prior to collecting money or fundraising,
student organizations must register their fundraiser through the University’s
Event Registration process on Engage. The following guidance should be
followed when planning and implementing fundraisers.

 



Official Letter of Registration

If a student organization would like to set up a
bank account, the bank will require an Official Letter of
Registration. The student organization letter is issued on an
annual basis and includes the name and contact information of
the members the organization deems needed for bank access.
This is verified by the upload of organization meeting minutes
which include these details. The faculty/staff advisor must also
have bank access. This letter indicates the organization as a
registered organization that is in good standing with the
University and the Office of Student Involvement and
Leadership.
 

L E T T E R  O F  R E G I S T R A T I O N

 
Complete the Official Letter of Registration Form to request a letter. Be
prepared to upload meeting minutes including the organization’s EIN number
as well as officers and faculty/staff advisor that need account access.
Organizations must also indicate their preferred bank. The Office of Student
Involvement and Leadership requires 5 days to review and write the Official
Letter of Registration.

https://uab.campuslabs.com/engage/submitter/form/start/196616
https://uab.campuslabs.com/engage/submitter/form/start/196616


How to Open a Bank Account

Any student group that will raise money and, therefore, spend
money, will need to maintain proper financial accounts for
the group. These accounts should not be the same as any
individual’s account and should be set up under the
organization’s name. This will allow the organization to
securely collect and store money, use a debit card for
organization purchases, and deposit reimbursement checks.
An organization must have an EIN to secure a bank account.
 

H O W  T O  O P E N  A  B A N K  A C C O U N T

Host an organization meeting with officers to discuss opening a bank
account.

Draft Meeting Minutes which details that the organization wants to
open a bank account with “said bank,” who will be on the account,
their official titles, and the organization’s EIN number. 

Everyone who is officially on the account must be present when
opening the bank account
 
 
When transitioning leadership, the current account holder and the
new account holder must visit the bank.
 
UAB suggests opening an account with either Regions Bank or
BBVA Compass based on positive past experiences. However,
organizations may open a bank account with the bank of their
choice. 
 

Print or make a copy of the organization’s CP575 Confirmation form (EIN
verification)

Fill out the Official Letter of Registration Form on Engage. The student that
made the request will receive the letter as an attachment to the form
submission.

If the organization is part of a national chapter, it may request Tax
Identification Documents from the national organization, such as 501(c)(3)
confirmation showing that the organization is a non-profit and is tax
exempt. 

Take the Meeting Minutes, CP575 Confirmation, Official Letter of
Registration, and
Opening Deposit to the bank along with the starting deposit. 

Regions requires a $100 deposit. BBVA Compass requires a $25
deposit 

https://uab.campuslabs.com/engage/submitter/form/start/196616


Tax ID / EIN

Any student group that will raise money and, therefore, spend money, will
need to maintain proper financial accounts for the group. These accounts
should not be the same as any one individual’s account and should be set up
by applying for a Tax ID (called EIN by the IRS) specific to the group. Each
taxpayer, or Student Organization, must have a Federal Taxpayer
Identification Number (EIN). The organization should file Form SS-4 with the
IRS to apply for this number. Any financial accounts created or maintained for
the organization should be managed under this number.
 

T A X  I D

EIN & W9 Must Match

The person applying online must have a valid Taxpayer Identification Number
(SSN, ITIN, EIN). The organization is limited to one EIN per responsible party
per day. Organizations may reapply for a new EIN from year-to-year if
needed; there is no penalty.

The “responsible party” is the person who ultimately owns or controls the entity or who
exercises ultimate effective control over the entity. Unless the applicant is a government
entity, the responsible party must be an individual (i.e., a natural person), not an entity.

The individual who applies for the EIN will need to sign on the W9s for the
student organization’s reimbursement requests. In order to prevent a RSO
from applying for a new EIN every year, it is recommended that the RSO seek
the support of the faculty/staff advisor.
 

Apply for an Employer Identification Number (EIN) online       
Read instructions and click on "Apply Online Now" 
Read instructions and click on "Begin Application"     
Scroll to bottom of list and select on "View Additional Types including
Nonprofit/Tax- Exempt Organizations," click "Continue"       
Choose either "Community or Volunteer Group" or "Social or Savings Club"
depending on which best describes the group, click "Continue"       
Read description to confirm selection, click "Continue"      
Fill out the rest of the required information and submit

Instructions for Obtaining an EIN 

If the above steps are followed properly, the EIN will be generated online and
provided in a PDF document for immediate use. Print out and retain a copy of the
CP575 Confirmation. Current and future officers will need this document for tax filing
purposes.
 

https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online


E X E M P T I O N  S T A T U S

Tax Exemption Status 

Registration of a student organization does not make the organization tax
exempt. UAB’s federal taxpayer identification number may not be used by
organizations that are not University Funded Organizations.
 

Obtaining Exempt Status

Social clubs may be exempt from federal income taxation if they meet the
requirements of section 501(c)(7) of the Internal Revenue Code. Although they
are generally exempt from tax, social clubs are subject to tax on their
unrelated business income, which includes income from non-members.  For
more information, visit the IRS website.

https://www.irs.gov/charities-non-profits/other-non-profits/social-clubs
https://www.irs.gov/charities-non-profits/types-of-tax-exempt-organizations


U S G A  F I N A N C E S

Is registered with the University 

Attends the fall Student Organization Summit, completes spring re-
registration requirements, and attends all required budget hearings and
meetings     

Obtains an active bank account 

Undergraduate Student Government Association Funding

Undergraduate student organizations are eligible to submit a funding request
to USGA if the organization meets the following requirements:     
  

   

 
A student organization can submit a budget request during the budget request
week - usually the week following the RSO Summit. No extensions will be given
to submit a budget request. In order to request funding from USGA, the USGA
Budget Process on Engage must be completed.

USGA Reimbursement Application 

The Purchase Request is located under the organization’s Finance tab. The
Purchase Request links to the USGA RSO Reimbursement. The reimbursement
form (“USGA RSO Reimbursement Form”) and cover sheet “Reimbursement
Coversheet”) can also be found on the USGA Engage page. All requirements
listed in the purchase request, reimbursement form, and on the cover sheet
must be fulfilled in order to process the reimbursement application.
Incomplete applications will be returned to the organization. More information
and guides on filling out these forms can be found on USGA’s Engage page
under Documents.

Reimbursement time typically takes at least six weeks from the date that the
application is completed and received. The primary contact who is listed on
Engage will be contacted once the check is ready to be picked up. Checks
not deposited/cashed within six months are automatically voided irreversibly.

If a check was not available for pickup by the end of the current semester and
for any questions or concerns, please contact USGA Vice President of
Finance Sarah Tran (svmtran@uab.edu) or Directors of Funding Rizwan Khan
(rakhan@uab.edu) and Toby Liu (yliu23@uab.edu). 

mailto:svmtran@uab.edu
mailto:rakhan@uab.edu
mailto:yliu23@uab.edu
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Budget Requests can be made using the organization’s Finance tab on
Engage by clicking on the 9-dot square next to the user’s profile picture.
Select the organization and open the three line menu at the top left. Click
Finance and under Create Request, select Create Budget Request.       

Budgets for the Fall semesters are approved in the Spring semester prior,
and budgets for the Spring semester are approved in the Fall semester
prior.

For organizations that were newly registered after the budget deadline
or were inactive at that time, USGA offers up to $100 in funding
through the RSO Support Initiative. The application form for the RSO
Support Initiative can be found on USGA’s Engage page.

Failure to schedule a budget hearing will result in an automatic denial    

Failure to attend the budget hearing result in an automatic denial   

Failure to arrive on time to the budget hearing will result in an automatic
decrease in funding     

Approved amounts may differ from requested amounts     

Funding is provided on a reimbursement basis. A Purchase Request and the
USGA RSO Reimbursement Form must be completed to process a
reimbursement.  

Fundraisers and events that are unique to the organization are more likely
to be approved for funding as well as receive more funding. Meetings that
only benefit a small group of students are less likely to be approved for
funding.       

For the 2021-2022 year, USGA plans to fund t-shirts under the condition
that the organization has received and provided documentation of
approval from UAB Marketing.

USGA will not fund items such as pins, certificates, and name tags that
solely benefit specific members of an organization.

USGA Budget Request Process

     

Within 48 hours of submitting a budget request, an email will be sent to the
individual who submitted the request. Sign up for a budget hearing time using
link in the email. Please be mindful of the following:     
  

 

      

https://uab.campuslabs.com/engage/submitter/form/start/219258
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Under NO circumstances will an individual be reimbursed.
Student group purchases must be made via invoice, Limited Purchase
Order (LPO), or through payment from an account in the name of the
student group.

NO CONTRACTS – Students are not authorized to enter into a contract on
behalf of the University.

Payment will not occur until after the event/meeting has happened.

All funded student groups are required to review all the GSG Senate
meeting minutes for new updates.    
All funded student groups are required to have one member representative
at all the GSG Budget Committee meetings.     
Follow the UAB Expenditure Guidelines.

Graduate Student Government Funding

The deadline for student graduate student groups to apply for funds on August
23, 2021 for the Fall 2021 semester and then the first day of class of the Spring
semester for the events planned in Spring/Summer. 

The application named “GSG Fall Student Group Funding Application” must
be submitted online on the Engage platform. Student groups can apply for
funds from August 16-23, 2021. 

Reimbursement Guidelines 

Questions should be directed to the GSG Treasurer and/or the Graduate
School Office prior to making a purchase. 

 
GSG Treasurer: Elise Keister (ekeister@uab.edu)

Graduate School: Cynthia Ballinger (cknight@uab.edu)
 

UAB Financial Affairs policies can and do change.  
For information about specific policies visit the UAB Financial affairs webpage.

Regulations to Be Aware Of 

https://www.uab.edu/gsg/images/acrobat/Keyur_PDFs/Budget_Committee/GSG_Related_Expenditure_Guidelines_updated_Jun_2018.pdf
http://financialaffairs.uab.edu/policies.asp
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If the organization will be contributing a lump sum amount (i.e. $200) towards an event,
no other actions need to be taken(i.e. uploading receipts or invoices need to be done).
The GSG committee co-sponsoring the event will be responsible for submitting invoices
for payment. The GSG Treasurer and Graduate School will make the necessary
adjustment to your GSG account.

If the organization will be responsible for a specific invoice, for example catering, follow
the reimbursement guidelines as usual. Invoices should only be uploaded for payment to
the GSG website only once.

Co-Sponsored Events with GSG

For events which your organization will be co-sponsoring with GSG using GSG
allocated funds, notify the GSG Treasurer and the Graduate School by email,
indicating which GSG committee the organization will be partnering with and
how much your organization will be contributing. 
        

     



G R A D U A T E  S T U D E N T  G O V E R N M E N T  F I N A N C E S

Completed GSG Reimbursement Form
Agenda for meeting OR Poster for event with date, time, and place of
meeting/event  

Posters/flyers must include GSG Logo no less than 1% of the poster
space.  
Emails communication must include “funded by GSG”.  
Posters/flyer/emails also must contain the following statement: “To
request special disability related accommodations, please contact
[insert the organization’s email address]”       

Sign-in list with ALL attendees listed 
List does not need to be hand-written signatures      
Itemized original receipt listing the food, beverages, and supplies
purchased         
Receipts should include the method of payment       
Include documentation to link the receipt to the method of payment (i.e.
screenshot of credit card statement, image of credit card with name and
last four digits visible)

Co-Sponsoring and Other GSG Funded Student Groups

For events which the organization will be co-sponsoring with another student
group using GSG allocated funds, notify the GSG Treasurer and the Graduate
School by email indicating which Student group your organization will be
partnering with and how much you organization will be contributing. The GSG
Treasurer and Graduate School will make the necessary adjustment to your
organization’s GSG account. 
 
Invoices should only be uploaded for payment to the GSG website only once.
Arrangements between co-sponsoring organizations must be made as to who
will be responsible for submitting documentation for payments.

Required Documentation

Submission of Documentation for Payment 
Completed reimbursement forms should be scanned and uploaded directly to
the GSG website under “GSG Event Payment Request.” 
 
Timing 
Reimbursements requests should be prepared immediately following each
meeting and event. Payments to vendors generally take about 2-3 weeks to
process and any delay on behalf of a student group looks poorly upon the
University as well as the GSG. Significant delays in reimbursing will be
noted by the Treasurer and will be a factor in obtaining funding in
subsequent years. It is extremely important to the University as well as the
GSG that we maintain a good working relationship with vendors who are
gracious enough to allow for invoicing.



 
Appendix
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S A M P L E
Constitution & Bylaws

The constitution and bylaws guide an organization in its operations and activities and,
accordingly, are intended primarily for the organization’s benefit and use. The constitution
contains the fundamental principles and structure of the organization, and the bylaws outline
the basic rules of procedure by which a group’s membership govern their organization.
 
The constitution and bylaws should be carefully formulated, clearly worded, and kept up-to-
date so that the needs of the organization can be met. Furthermore, it is important that each
member of an organization have a copy of the constitution and bylaws.
 
The following outline is provided to assist in the preparation of a constitution and, if needed,
bylaws. Use this guide to prepare the constitution for a new student organization or to revise
and update a current constitution. A copy of the constitution is required to be submitted via
Engage in order to approve an organization.

CONSTITUTION
The constitution should be simple yet comprehensive and difficult to amend, leaving any
specific procedural rules to be included in the bylaws. When amending the constitution, as with
the bylaws, previous notice of any proposed changes are usually required to be given to the
membership and should not be changed in the same meeting in which proposed.

BYLAWS
Bylaws contain the standing (permanent) rules of procedure of an organization. Items in the
bylaws may be covered in appropriate detail in the constitution of very small organizations.
However, most groups keep the two separate because bylaws usually contain more detail and
are subject to change more than that of the constitution and, therefore, may require different
procedures for amending. Provision for amendment of the bylaws should be somewhat easier
than that of the constitution as rules of procedure should adapt to changing conditions of the
student organization. When amending the bylaws, as with the constitution, previous notice of
any changes are usually required to be given to the membership and should not be changed in
the same meeting in which proposed. Bylaws are more permanent, however, than passing a
general motion, which may require only a simple majority vote of voters present at a general
meeting of the membership (a quorum being present). Bylaws cannot run contrary to the
constitution.



S A M P L E

Constitution & Bylaws

Article l -

Name, Purpose, Non-Discrimination Policy, and Non-Hazing Policy of the
Organization.

Section 1: Name
If the organization has “UAB” in its title, it must follow the main portion of the name. If the
organization is affiliated with a national or international organization, details of the affiliation
should be adequately described. 

Section 2: Purpose/Mission & Values
Organizations should take care to include a complete statement of purpose and objectives.
Programs sponsored by the organization must comply and be consistent with the organization’s
stated purpose and objectives. Furthermore, organizations should determine their organizational
values and ensure that they are clearly stated as fundamental, organizational beliefs.

Section 3: Non-Discrimination Policy
All student organizations desiring to benefit from student organization status with UAB must
include in their constitution a non-discrimination policy statement that accords with the University’s
Non-Discrimination policy statement. Student organizations must use the following non-
discrimination policy statement: The University of Alabama at Birmingham and (insert organization
name) prohibits discrimination in admission, educational programs, and other student matters on
the basis of race, color, religion, sex, sexual orientation, gender identity, gender expression, age,
national origin, disability unrelated to program performance, veteran status or genetic or family
medical history.

O R G A N I Z A T I O N  N A M E
D A T E  O F  U P D A T E

C O N S T I T U T I O N

Article lI -

Membership: Qualifications and categories of membership.

Define membership criteria in this section. Membership should be defined as limited to currently
enrolled UAB students.

Article lII-

Officers: Titles, terms of office, type of selection, and duties of the leaders.

Officers represent the general membership and are elected or appointed from the ranks of the
organization’s voting membership. The titles of officers, the length of terms, specification as to
which officers are elected or appointed, when they are elected, and by whom, and the general
duties of each leadership position should be clearly specified. Organizations need to have the
necessary leaders to conduct their activities.

Article lV-

Dues

A majority of the voting members should determine reasonable dues for each member, if necessary.
Explain the process for determining dues, revising the requirement, or annual review of dues.

C O N S T I T U T I O N
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Constitution & Bylaws

Article V-

Standing Committees (if needed): Names, purposes, and composition.

A majority of the voting members should determine reasonable dues for each member, if necessary.
Explain the process for determining dues, revising the requirement, or annual review of dues.

Article VI-

Advisor(s) Responsibilities and Authority

Responsibilities and expectations of advisors should be clearly and adequately described. UAB
organizations must have a faculty/staff advisor. Refer to the Organization Advisor section of the
Student Organization handbook for more information.

Article VII-

Meetings of the Organization: Required meetings and their frequency.

Required meetings and their number are specified here. For example, two general meetings of the
membership may be required each academic term except for summer.

Article VIII-

Method of Amending Constitution: Proposals, notice, and voting requirements.

Proposed amendments should be in writing and should not be acted upon, but read in the general
meeting in which they are proposed, should be read again at a specified number of subsequent
general meetings and the general meeting in which the votes will be taken, and should either
require a two-third or three-quarter majority of voting members (a quorum being present) or a
majority or two-thirds of the entire voting membership of the organization, present or not. The
constitution should not be amended easily or frequently.

Article IX-

Method of Dissolution of Organization

Requirements and procedures for dissolution of the student organization should be stated. Should
any organization assets and debt exist, appropriate means for disposing of these assets and debts
should be specified clearly and unequivocally.

C O N S T I T U T I O N



S A M P L E

Constitution & Bylaws

Article I-

Parliamentary Authority

A majority of the voting members should determine reasonable dues for each member, if necessary.
Explain the process for determining dues, revising the requirement, or annual review of dues.

B Y L A W S

O R G A N I Z A T I O N  N A M E
D A T E  O F  U P D A T E

B Y L A W S

Article II-

Membership

Procedures for becoming a member, which may vary by membership category, amount of dues, if
any, and how often they should be paid, termination of membership, and so on should be described
in detail.

Article III-

Election/Appointment of Leadership

Elections rules and procedures, including eligibility for office, the nominating process, design of
ballots and balloting procedures, and so on should be specified as well as appointment and
ratification procedures. The timing of elections and/or appointments should be specified along with
procedures to cover special circumstances (resignations, impeachments, etc.).

Article IV-

Dues

Specific details about dues, collection of dues, and provisions for failing to pay dues.

Article V-

Meeting Requirements

Regular, special, size and determination of quorum (number of voting members required to vote on
decisions placed before the general membership, executive, and standing committees). This is an
appropriate place to share training requirements, the set meeting time or “office hours.”

Article VI-

Accountability Procedures

Identify accountability and disciplinary measures for members that do not meet organization
requirements. Clearly state requirements, consequences, and method of disputing/appealing a
decision.

Article VII-

Method of Amending Bylaws

Amending the bylaws should be similar to amending the constitution. However, bylaws are apt to
change more often than the constitution, thus amending should be somewhat easier. Bylaws may
be amended by proposing in writing and reading the change at a general meeting of the
membership and then bring the proposed change up for a vote at the next general meeting with a
2/3 majority vote of the membership present (a quorum being present).
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Officer terms should provide at least one month of overlap
so new officers have the opportunity to shadow and learn
from outgoing officers. 

When new officers have been selected, they should be
oriented together as a group with all of the outgoing
officers.  Include the organization’s advisor in this process
as well.  This process provides the new leaders with an
opportunity to understand each other’s roles and to start
building their leadership team.  Outgoing officers should
openly share what they believe went well and what they
would change if they had it to do over again.

Make introductions to resources. Schedule time to walk
around campus with the new officers and introduce them
to important people who can serve as key resources
(Advisor, Student Involvement & Leadership Office,
Student Affairs, etc.)

Recognize outgoing officers (could be certificates, thank-
you cards, etc.).  Show the group that leaders are valued
and an important part of the organization.

Leadership Transitions Guide
 
A thorough and intentional leadership transition plan will provide an
organization with continuity so that future officers can build on the knowledge
gained rather than starting from ground zero. Below is a guide to assist student
organizations in navigating this transition.

Tips for a successful transition

L E A D E R  T R A N S I T I O N  G U I D E

Leadership Transitions Guide information adapted from:
San Diego State University Office of Student Life & Leadership

University of Wisconsin-River Falls Office of Student Life
Montana State University Office of Activities & Engagement



Organization email account
Social media accounts
Engage 
Website
Online document storage (dropbox, google drive, etc.)
National affiliation website login information/passwords
Any other communication the organization may utilize

Introduce new officers to the organization advisor(s)

Update organization contact list (create if one doesn’t already exist) and Engage
roster.
       
Re-register the organization on Engage (This is done annually July – August &
December – January)
      
Give access and instructions to any online platforms, such as:
 

       
If the organization uses a mailbox provided by Student Involvement & Leadership, give
the mailbox number and show where it is located.  Remind to check at least once a
week!
       
If the organization transition officers AFTER registration has been renewed for the
organization, please update the officers on Engage.
      
Review the Student Organization Handbook.
       
Explain how to reserve meeting/event space on campus for the year.  
       
If the organization is affiliated with a national organization, explain this relationship
and any important information associated.
      
Finish all correspondence and pass on any unfinished items to new officer.

The Basics
Use this checklist to ensure you do not overlook anything as you transition
leadership.

L E A D E R  T R A N S I T I O N  G U I D E



Share any and ALL documents
Sharing documents electronically allows new officers to easily update
and make changes.  Google drive and/or dropbox are two popular online
tools to help store documents online easily. 

Below are ideas of what to include:

L E A D E R  T R A N S I T I O N  G U I D E

Logos
Photos
Marketing/branding guidelines established by the organization

    
Mission, vision, goals and purpose of the organization
     
Constitution/By-Laws
     
Budgets/Spending History
      
Meeting Agendas
     
Meeting Minutes
      
Program/Event Evaluations
     
Calendar of Events and Deadlines
      
Officer Position Descriptions

Committee Position Descriptions
   
Organizational Chart and Reporting Structure
    
Election/Selection Process and Timeline
    
Membership Recruitment Information and Timeline
      
Organization Contact List (Name, position, email and phone #)
   
Membership application (if applicable)
     
Event Planning Documents (if applicable)
   
Marketing Materials



Finances
Share this finance check-list with your current organization treasurer and
incoming officer to ensure no financial components of your organization's
operations goes unattended to.

L E A D E R  T R A N S I T I O N  G U I D E

Budget spreadsheet
Past USGA funding applications (can be found on Engage)
Any approved budgets

       
Discuss the financial status of the organization with the outgoing president,
treasurer and organization advisor

Share where the organization receives money from (USGA, University, member
dues, etc.)
  
If the organization receives USGA funding share what spending has been
approved and how the organization receives the funding through the
reimbursement process
       
If the organization has an off-campus banking account, update the authorized
signers for the account to the new leadership, relay username and passwords for
online banking and pass along organization checkbook (if applicable)
      
Discuss any fundraising plans or goals (if applicable)
       
Documents to share:

Introduce & Explain the Office of Student Involvement & Leadership
This office provides support and resources to all student organizations. 
Feel free to stop by the Student Involvement and Leadership Office in
HSC 230 to introduce the new officer(s)!

Register the organization – All student organizations must re-register in the fall and
spring semester to be an active organization.  Re-registration takes place July 1st-
August 31st and December 1st – January 31st and can be done on Engage.

Trainings – SIL will offer trainings throughout the year on various topics to assist in
managing and leading the organization.  If the organization would like for the Office
of Student Involvement & Leadership to do a presentation specifically for the
organization, complete the “Learn to Lead” Presentation Request Form here. 

Website – SIL is building their online resources (such as this document) to help
organizations be successful.   Book mark www.uab.edu/studentorgs for easy access
to these resources throughout the year.

Involvement Fairs – SIL Involvement Fairs are a great way to recruit new members,
build membership, marketing the organization, and increase awareness about the
great things the organization is doing on campus!   

Student Organization Newsletter – This is a weekly communication sent through
Engage. Please make it a habit to read this communication and share important
updates with the organization membership.

Flyer Printing - There is a limit of 25 fliers per event.  All requests can be made
through the online request form on Engage. Find the Flyer Printing Request form
here. 

Equipment Rental – The equipment rental form lists what equipment is available for
reservation as well as the pick-up and drop-off times once a reservation has been
approved. Find the Equipment Rental Form here.

  

 

      

 

https://uab.campuslabs.com/engage/submitter/form/step/1?Guid=c76a16fc-4cd1-467c-b07c-2d20dc128874
https://uab.campuslabs.com/engage/submitter/form/start/196512
https://uab.campuslabs.com/engage/submitter/form/start/196620


Progress on any goals that were set
Major Achievements
Challenges
Areas of improvement
Advice for the future
Program Evaluations (attendance numbers from events, and program
assessments completed, feedback on whether or not the event should be
continued)
Budget Summary
Leadership Conferences, Professional Development,
Additional training any members participated in
Service Hours & Amounts of philanthropic funds raised

Culture of the group   
    
What was the best part about this position?  What was the most difficult?   

What collaborations were successful?    
   
What projects or ideas did the officer begin to develop that the organization
would like to see continue?   
    
What administrators/staff members were helpful?      
 
Review the organization’s constitution, by-laws, and goals and outline any areas
needing attention or revision

Tips of running an effective meeting

Ideas for improvement     
  
Prepare an end-of-the-year report.  Some ideas for what to include are:

     
Recruitment ideas  
   
Be available for consultation or questions

Checklist of Suggested Tasks for Incoming Officers
 

Read Transition Binder (or online documents) and previous executive reports.  
Become familiar with the general history of the organization and its recent
activities.  Remember each officer needs to know all of the little details as
well as the big picture.
 
Determine training and guidance the new officers will need from the
outgoing officers.  Think of questions after reviewing the transition
documents.
 
Make appointments with key people.  What reoccurring meetings should be
established (with the advisor, executive team, individual members of the
organization, etc.)?
 
Review the Student Organization Handbook.

Pass Along the Wisdom
Take some time to reflect on the past year along with the rest of the
executive board and identify the following:

L E A D E R  T R A N S I T I O N  G U I D E
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FUNDRAISING
GUIDE

Fundraising is an important resource for having money on hand for your organization. There
are fundraising options that do not require funding, such as Percentage Nights. However,
you may also use USGA funding to use money to make money, like running Sales Fundraisers.
Preference for USGA funding will be given to fundraisers and events that are unique to the
organization. As a reminder, USGA will not fund items such as t-shirts, pins, certificates, and
name tags that solely benefit specific members of the organization.

PERCENTAGE NIGHTS

COMMON LOCATIONS

USGA SUPPORT

A percentage night is a joint effort between an organization and a restaurant. A date is
selected and community members are invited to eat at the restaurant during a set time
period. The restaurant donates a percentage of the profits generated by the organization
(typically excluding alcohol and tips). The percentage usually ranges from 10 percent to 20
percent, but it varies by restaurant and location. Diners attending the fundraiser must
present a flyer and state that they are there for the fundraiser. Furthermore, some
restaurants will require that you reach a certain amount of profits in order to receive your
earned donation. It is up to you to clarify the rules and requirements related to your
percentage night.

Chipotle: 
302 20th St S, Birmingham, AL 35233
- Donating Back 33%
- https://www.chipotle.com/fundraisers

Nothing but Noodles: 
2800 Cahaba Village Plaza, Suite 140
- Donating Back 15%
- https://nothingbutnoodles.com

MOOYAH Burgers: 
2112 7th Ave S, Birmingham, AL 35233
- Donating Back 15-25%
- https://www.mooyah.com/fundraising

Moe’s: 
1801 4th Ave S, Birmingham, AL 35233
- Average Price $10; Donating Back 20%
- https://www.moes.com

Chick-Fil-A: 
2000 Highland Ave S, Birmingham, AL 35205
- Contact your local Chick-Fil-A manager to 
 set up a Spirit Night for your program.
- https://www.chick-fil-a.com/Locations/AL/5- Points-
In-Line

This list is not exhaustive list.
Furthermore, this list does not serve

as a recommendation or endorsement
for any restaurant listed. 

This list was created by USGA.
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SERVE 
INSPIRE 

LEAD

Provide gender inclusive items, swag, etc. (if applicable).
Intentionally reach out groups across campus to participate if not already represented.
Avoid programs that promote or include cultural appropriation or stereotypical activities.
Collaborate/partner with SMDP and registered cultural organizations when appropriate.
Make the location of accessible entrances, bathrooms, etc. clear on the signage at the
event, and in any materials you provide to attendees during the event or in advance of
its occurrence.
Make sure event locations are wheelchair accessible. When appropriate, designate a
viewing area for attendees who require the use of a wheelchair.
Ensure movies include captions/subtitles.
Provide trigger warnings if an event may involve traumatizing content that may cause
anxiety.
Consider inclusive food choices and be sure to label accordingly. When ordering food,
consider individuals with an array of food preferences and needs (including Kosher,
Halal, vegan, and vegetarian).

Consider the following when planning events/activities:

INCLUSIVE PROGRAMMING
CHECKLIST

Creating the Blazer Experience

It is our expectation that all events and activities sponsored by the Office of
Student Involvement & Leadership are accessible to all attendees. Taking care
to create an accessible event benefits not only individuals with visible or known
disabilities, but also helps to ensure that all attendees can participate
regardless of age, cultural identity, ethnicity, family educational history, gender
identity and expression, nationality, political affiliation, race, religious affiliation,
sex, sexual orientation, economic, marital, social, or veteran status.

It’s important to go beyond just accommodating people’s differences, and instead, to create
events that are universally designed, meaning they’re accessible to everyone. To ensure
attendees feel welcome and are able to fully participate, make sure to consider the differing
needs of participants when planning both in-person and virtual events and activities.  Use the
guidance in this section to be clear about the physical accessibility, nature of the event, and
needs of the target audience(s) through your planning process.



SERVE 
INSPIRE 

LEAD

CONSIDER THE FOLLOWING FOR FORMS & MARKETING MATERIALS:

Ask for preferred names on forms. 
Use gender inclusive language on forms and avoid asking for gender or sex if it is
not relevant for participation. (most times, it's not)

Include language about how and by when to request accommodations, materials
or interpretation in a language other than English, and dietary modifications, and
include: contact person with phone number and email address and a clear
deadline by which to make requests known.
Provide multiple ways for attendees to communicate with you, BEFORE the
event, in order to assist them in obtaining the optimum accommodations
possible. (i.e. email, phone number, office location)
Make all fonts on flyers/social media graphics a reasonable size (i.e. 14-pt font or
more). Avoid using too much text on social media graphics.
Avoid using all capital letters throughout the entirety of a document or marketing
materials. Use high contrast colors and readable fonts.

Ensure forms are accessible to all participants.

For marketing materials, incorporate the following:

INCLUSIVE PROGRAMMING
GUIDE

Creating the Blazer Experience

Avoid scheduling events during major religious/cultural holidays and festivals.
Ensure captioning is provided for all videos including during events, social media, etc.
For Zoom meetings, add your pronouns to your name.
Ask permission to use attendee photos or provide statement that photos may be
used for promotional purposes.

PROGRAMMING CONSIDERATIONS CONTINUED:

Marketing inclusive events is an excellent way to promote belonging and respect for
UAB’s diverse community. Consider again, the differing needs of potential participants
when planning the marketing and promotion for your upcoming event. Use the
guidance below to provide an array of formats for all printed and electronic materials—in
advance, during, and after the event as well as in general. Reference the UAB
Inclusive Language Guide as you are preparing forms and marketing materials.

https://www.uab.edu/dei/institutional-equity/inclusive-language-guide


SERVE 
INSPIRE 

LEAD

Develop Program Concept, Outcomes & Goals
Select date/time and reserve location - ensure no conflicts with other large programs
Establish planning timeline & deadlines; provide role clarity
Contact potential partners or sponsors
Select guest speakers, musicians, comedians, etc.

4-6 MONTHS BEFORE EVENT

Begin payment process (with Advisor)
Advisors negotiate and route contracts (if applicable)
Reserve large rentals from vendors (tents, inflatables, etc.)

2-3 MONTHS BEFORE EVENT
Submit marketing request (if applicable)
Design marketing materials
Order supplies for event if applicable
Register event on Engage

3-4 WEEKS BEFORE EVENT
Begin marketing the program (80 flyers or 6 posters for Res Halls - if applicable)
Reserve Office Equipment (coolers, tables, etc.) if applicable
Secure additional personnel (Volunteers, security, etc)
Order food
Develop assessment tools with Advisor
Create Day of Event Schedule (include tasks for event staff)
Create shift sign up for board members (include setup/breakdown)

PLANNING 
CHECKLIST

1 WEEK AFTER EVENT
Debrief with organization
Analyze assessment results

Creating the Blazer Experience



SUSTAINABIL ITY
GUIDE

A P P E N D I X  V



To access the Sustainability Guide, 
click here.

https://www.uab.edu/students/involvement/images/DOCUMENTS/Student_Organization_Sustainability_Guide_2021.pdf





