Table of Contents

Section 1 | Policies and Procedures

DfINITIONS ¢ttt 1
EXPECEATIONS ... anaea 3
BlIGIDTIIEY .ot 4
Lol L =TT PP P PP PP PPPRPPPRTN 4
1 0T T ¥ =S 7
TFAVEL et 8
F2Y (oo o AN PP P PR TPP PP 8
EQUIPIMEBNT ... 9
NON-TraVel FOMMIS. ..ttt sttt san e s ean e s 10
INSUraNCe ClarifiCation .......occceeeecine e e e e e s 10
e F VAT aY=d o] [TorY AU RS PP 10
Recreational Services and Student Life Communications ..........cocccveveeenrnciniineennn 11
1= o ] =SSR 12
PENAITIES ..t 12

Section 2 | Requirements & Expectations

Sport Club Recognition

Recognition and Re-RegiStration ........cccccciviiiiuiuriiiiiiiiiiiiiiiiiiiiiiiininenresneaeeneeeanreenaaaa... 16
Sport Club Re-Registration INStrUCLIONS .......ccccvvviieiieiiiiiiieeeeec e 19
Sport Club Officer Position DeSCriptioNs ......ccvieeiiriiieeiiiieee e 19

Monthly and Semesterly Paperwork

MoNthly EVENt SChEAUIE ..ottt earere e e 21
MONthlY REPOIT DUE DateS .....uvvvrveiiieieiiiiiirieeeeeeeeeeieiiireee e e eeeeesntrereeeeeeeeesnnsareneeesens 21
IOWA |




Blank Monthly Events Schedule FOrmM ......ccvveeeiiiiiiiiiiieeeec e 22
Other PAPEIWOIK .c.coiiiiiirieeeiie ettt e e eeerre e e e e e e eeabeereeeeessesnbssaereseeesesnnsnsrens 23

BONUS POINTS ouiiiiiiiiiie ettt ettt et et st et ebaseaassanstastnesnsesnsennsens 24

Club Expectations & Discipline

ClUD EXPECEATIONS....cciiiiciriiiiiieeeeeceiitreeee e e e eeretirr e e e e e e e e sebbberreeeeessennsrsrereeeessesanssrrens 25
Yo T (=T g1V =T o F= T=q=T o a =T o | PSSP 26
ComplianCe REQUITEMENTS.....uuiiiiiiiiee ittt e e s s srae e e s sabaee s 27
NON-ComMPlIaNCe SANCLIONS ..cccuuviiieiiiiiiee ettt s s sbee e e e 27
Requesting @ Review Of ClUD Status ......cc.ecveiiieeiene ettt e e 27
Role of Sport Club Coaches/INSTIUCTOIS .......c.ecveevieeeeeececte ettt s aean e 28
Example of a Properly Completed Coach/Instructor Agreement ..........ccoeveeeevenennens 30

SCP Points System

o 1T oL Y] =] o RSP 38
Failure to SUBMIt FOIMS ..o e e 41
Failure to SUDMIt APProved FOIMS ......ocviveiiiiiie ettt et e sreer et sre v 41
Failure to Follow Policies and Procedures...........ccocveeriieeniieiniieinieceeeeiee e 41

Risk Management

Required Certifications and TrainingsS......cccvveeeeieeiiiiiiiiiieieee e eeeerrreeeeee e 42
Concussion Training REQUIrEMENTS ....ovvuuie i e e e e eeees 42
How-To Complete Online CoNCUSSION TraiNiNg ......ccocvveeerriieeeeriiieeeenieeeessieeee e 43
Yoo ] A 61 o T=Tol & PRSPPI 43
WQIVES ittt e 44
F ol Te 1< oYl T=T o Lo ] o £ 45

Recreational
Services

IOWA




Section 3 | Sport Club Program

Quick Tips

What is the Sport CIUb Program? .........ccueeiiriiieeiiiiiiee it esieee et e e e s 46
Who Makes UP the SCP? ...t e s s e e e s abae s 46
WHhat iS The SCAB? ...ttt sttt aneenee s 46
WHhat iS The SCAC? ...ttt s n e s aneenee 46
When does the SCAC MEET? ......cooiiiiiiiieiieeiee et 46

Definitions and SCP Policies

SPOIE ClUD PrOZIami..cccceiiiieeiie ettt e et e e e e e e sennbbra e e e e e e sesensnsnens 47
Sport Club Allocations Board (SCAB) .......coevvieeirieeeiee e eeeitieeeee e e e eeesrrrrereeeeeeeeeannnes 47
Sport Club AdVvisory CoOUNCIl (SCAC) ....uuuuriiieiiiiiiieeiee e eeecctrrerrereee e re e e e e e e e e e eeseeanns 47
Equipment, Materials, and SUPPIIES .....ccovuiiiiiiiiiiieeree e 47

Section 4 | Hazing and Liabilities

Quick Tips

WAt iS HAZINGP .. ueiieiiiiiee ettt s e e e s sbae e e s s abae e e e sabaeeas 49
Does the University of lowa have a hazing Policy? .....coveeeeiiviiiiciirreeieee e, 49
What are the consequences of hazing?........cocovvveeeiiiiiiiciiieeee e 49
Does the University of lowa provide insurance for Sport Club members?............... 49

Definitions and SCP Policies

WA IS HAZINE P eeeeiieiiiiiieeeeee ettt e e e e e e et e e e e e e e s senanbbaaeeeeeeseesensnerens 50
University of lowa Hazing Policy — Code of Student Life.......cccooeeuvvveeeieiiiiiccnnreennnnen. 50
In the State of lowa, Hazing is a Criminal Offense......cccccceveieviveiciveeeieee e, 50
It is not a defense to a charge of hazing that: ......ccoocviiiiiiiiin e, 50
How Do We Eliminate HAaziNg? .....coocuiiiiiiiiiee ittt 51

Recreational
Services

IOWA




QUESTIONS TO ASK YOUFSEIF ...ttt et ettt s e e e eeeaenaaeeeees 51

Danger of Social NetWorking SiteS.......coovvvuviriiiiiiiiiiiireeee e 51

Insurance and Medical CoNSIAEratioNs ............oouueiviiieiiiieiiieee et e e 52

Section 5 | Budget and Allocations

Quick Tips

Who determines each club’s allocated budget?..........ccoccviiiiiiiiiiiieeiineece e, 53
Who determines the members of SCAB? .......cccooveirinerenncie e e e 53
What does my club need to do to et MONEY? .......uvvvviviiiiiiiiiee e 53
When do | need to turn anything in or give my club’s presentation?...........cc.......... 53
Where do | find the fOrm? ... 53
Where do | turn in the paperwork? ... 53
What does the SCAB take into consideration when making allocations?................. 53
What other accounts are there for managing club money? .......cccocviviiniiieeininnenn. 53
What other opportunities are there for additional University funding? .................. 54
Definitions

Sport Club Allocations Board (SCAB) ........ccoeciuiieeeeciiieeeeeieee e eeree e e evae e e e 54
Requirements for the Student Members of the SCAB ........ccceeeeeiiiiiiiee e 54
SCAB EIECHION ..ottt 54

Budget and Funding Requests

SCAB BUAZET REQUESES .eeiiiiiiiiiiie ittt ettt te e e e stee ettt e e e s s s iabae e e e s s saaanaeeesnnans 55

Budget REQUEST FOIMS ....oiiiiie ettt e et ev st et ss e e s e se e e 55

SCAB Budget Hearings & Deliberations .......ccccevvvveeeeeieiiiiiiiieeeeeeeeeeesiireeeeeeeeeesennnnens 55

SCAB AllOCAtEA BUAZET .....oovveerreetieetecte ettt ettt eerret e st srr e e er b e snesneone 55
IOWA | =




Deadline for Spending Allocated BUAZET ......cccceeeeeieiceenriciiieieecre et v 55

Spring Supplemental FUNAING ......vvvieeeiiiiiiieeeeeccerreee e 55
How to Complete the Budget Request Form
How do | fill out the Budget Request FOrm properly? ........oeevevecvenenrevevervenennn 56

Example of a Properly Completed Budget Request FOrm ........ccceevevevveeveceeneeneeneecnnen, 58

Fundraising and Accounting

DIUBS et et e e e e e s e ee e e sae s e e beans 59
CASNINET .. e e e e e b e e a e s e b e n et e sen e 59
Depositing Funds into @ Sport Club ACCOUNT ......oovvveveciicece et eereerns 59
FUNAFISEIS .ottt e e s e e e s st e n e s 59
Cash BOX fOr FUNAIAISEIS/EVENTS ....c.vcuvivvivieeiieieeieeie et sttt st st svese s s s e s s sssenns 60

How to Navigate the Budget Hearing / Deliberation Process

ST Fed <l o [T [T TS 60
BUAZEL DEIIDEIATIONS vuveveiiiiiiiiieieeee e e e e e e sararaeeeeeees 60
Spring Supplemental FUNAING ......cuuiiiiiiiecec e 61

Section 6 | Non-Travel/Non-Coach Expenses

Quick Tips

What are common non-travel/non-coach related expenses? ........cccevvveevevvvreennes 62
What do | need from the vendor prior to making a purchase? ........cccceeveevvreeevenneene. 62
Are SPOrt ClUDS taX @XEMPL? ..viieiiceitecreeeere ettt s et e s aebb e b et sneennes 62
What payment options do | have to make a purchase with club funds? .................. 62
What needs to be turned in to make a purchase with club funds? .......ccccceeennne.e. 62
Where do | find the fOrmS? ..o e 62

Recreational
Services

IOWA




Where do | turn in the paperwork and receipts? ......coevvvevveiecrinenre e 62

Can | be reimbursed for non-travel/non-coach related expenses? ........ccccevevverenee. 62

EQUIPIMENT ...ttt st ettt e e et b sae et e e sbea st st saeeaeaneans 63

Prior to Paying

Verification Of FUNAS ...t e e e 63
INVOICES fOr ChECKk REQUESES ....c.vivieiieiireie ettt st st st e e e e e 64
SAlEeS TaX REMOVAI ....ueiiieiiiit et st e s s 64
SHIPPINE vttt ettt st sbeereee e s e be e e sbesbeenssrseessesbensesasesbesbesesaerbensennnnes 64

Payment Methods

Using a Procurement/Credit Card ..........cceeeeeeireeeerie st seiesese st erese s esee s esase s 64
USING AMAZON BUSINESS ....oiiiiiiieiecitete sttt ettt sttt e et et s ees e seeene e eesaeeenneesreens 65
REQUESTING @ CRECK/ACH ...ttt ettt et et ettt st v s sre s s e seneas 65
Paying Independent CONtractors ...........cccooviie i cceicie sttt sr e sreeerreas 65
FOOO OFAEIS ...ttt st et e et et ste st sasss e esaes e e e te et sasersaessennenes 65

Requesting ReIMBUISEMENT.............ccoiciiviitieiecce e e e e e sre enes 66

Quick Tips

What constitutes @ travel/trip coouveeeeeociieieee et 67
What types of travel are there?. ... 67
What needs to be turned in for any club travel?........cccoovvvveiiiiiiiiiiiieeee e, 67

Recreational
Services

IOWA




Where do | find the Sport Club Event Request and the information to upload?....... 67
Where can | find the Post-Event Form and the information to upload? .................... 67

What forms do | need for travel reimbursement and where do | submit them? ..... 68

What happens if | don’t submit the proper forms in time? .......cccvvivivivevencecceenen. 68
How do | pay for travel related eXPenSESs? ... eeeiecinene e et ereeneeerees 68
What booking site do | use to reserve hotel rooms? ........ccevvevecvinene e 68
Can my club use University vehicles to travel? ... 68
TYPES OFf TrAVI ...t e s s saba e e e e aeee 68

Basic Travel Timelines

Traveling with costs paid in advance using club funds ........ccccceeevveieceiveineeceerreenn, 69
Traveling with reimbursement from club funds ........oceveveieiiiiieie e 69
Traveling Without Club fUNAS .......oieiii e 70

Completing the Sport Club Event Request

FINAING ThE FOIM ottt ettt st b et re et e e e sne sheeae s aersensnsnne st sbesane 70
CONTENT .o e e et et e she et e sn e sr e et b saeen e seaene 70
L6 7o Lo} o [OOSR 70
DATIINE et e e e e e e s e s e 70

Completing the Sport Club Post-Event Form

FINAING The FOIMM oot ettt st st st e s e e e e s 71
CONTENT e e sttt e s et r s et she et esr e s bens 71
UPRIOGAS vttt st ettt bb et b st saeebae s e e e st sbesbeanseeraesbenseanne sbsenseraesbens 71
DATIINE .ot e e e et e e e 71

Recreational
Services

IOWA




Travel Related Expenses & Payment Methods

EVENT REZISTIAtioN ...eeeeeee et sttt st e e e sbe e ereeean 71

RENEAI VENICIES ...t 72
LOAZINE 1ottt sttt st st st sa st sae st e se e e e e e s e s es s tesaen et senaenaeraes 73
GBS e e s s s b s s s s e e e e bbb s bbbt 73
PATKINE ocve ettt ettt st e v e eb e e sbesbeeaesan e b aesbenbeeneeshesbesaneneer e nnennes 73
FOOD ..o b e s e s e s s 74

Reserving Hotel Rooms

[T ToiTo I I = 1 V2= PRSP 74

Reserving Rental Vehicles

FIEET SEIVICES .ottt ettt e s teste et b e s e e st steste et et ees e nsesseseeans 75
Off-Campus ReNtal VENICIES ....ouvvviviieiiieeecece e e 76
RESEIVING FIIBNTS ...ttt sre s e ser et e sresa one 76

Section 8 | Facility Reservations & Hosting an Event

Quick Tips

What type of request am | MaKiNg? .....eeeiiiiiiiiiiiiieieeeeeecciieeeeee e e e e 77
What facilities are available for use from Recreational Services? ..........ccccceruerneens 77
What needs to be turned in to make a facility request?.......cccccccoeevevrvvereieeeeerecnnnen. 77
Where do | find the fOrms?.......coiiii e 77
When do | need to turn in the paperwork?.......ccocveeeiviieeiiniiee e 78
What do | need to do to host an event?.........ccooiveiieriienieneeeeeee e 78
Can my club provide food/beverages at our eVents? ........cccceevvveeeeeecivvreeeeeeiveeenen. 78
Can my club request to use Athletics Facilities?.......ccccoovvvirreeiiiiiiiciiieeeeee e, 78

Recreational
Services

IOWA




How do | reserve non-Recreational Services facility space? .......cccccceeveeivivccnrveennnnn. 78

What do | need to do to pay officials/referees or event staff ........cccceeveveiveeenennne. 78

Definitions & SCP Policies

Different Types of Facility REQUESES .......cccvrieiiiieiiiiiireeeeec e 79

Recreational Services FaCilities ........coeuiiiieriieiieeeee e 79

FACHTTY USE ceeeiiiiiiiiiiiieeeee ettt e e e e e e sttt e e e e e e e e eesaabaaereeeeesesnnssaraneeeeens 80

Providing FOOU/BEVEIAZES ......eecviiiuiiieiieceteeectieeeee et st e e steeesteeessae e s teesaaeasebeessseaans 81
Athletic Trainers

How do | request an Athletic Trainer for my club’s event? .........cccvvevvvvceneereceeceenneas 82
How do | pay for the Athletic Trainer who attended my club’s event? ...................... 82

Paying Event Personnel and Officials

Steps to PAYING EVENT PEISONNE ....c.viviviiree ettt et ee e et et eesresbe s eeraesbenes 83
Example of properly completed Officials Payment FOrm ......cccccovevvevenvcvececneeneeennen, 84
Club EXPeCtatioNS.........oiiiiiiiiieieiiie ettt e e s ae e e s s bae e e e sabaee s 85

How to Request Facility Space

What is the process of requesting reservation of a facility? .......ccceeeevvvvevereiiiiicnnnnen. 86
What Happens After | Submit the Required Forms to the Sport Club Office?.......... 86
Special EVeNnt CONTHCES ..uvviiiiiiiiiiciiiec e e 87

How to Complete a Facility Request Form
Lo Ve [T aY=ad o T<J oo o o WSS SS PP 88

(600 o1 1= 1 | ST 88

Recreational
Services

IOWA




How to Complete a Sport Club Event Request

FINAING The FOIM ottt s st st st st e s e e e e e 89
(60] o) 4= o | ST OSSPSR 89
UPRIOGAS vttt sttt e bttt sbe st sne b s e bbb e st sbesbeenseebaesbensennesreenseraerbens 89
[TV |1 = TSR SRTRSTRRRRN 89
Suggested Special Events Checklist .............cccceeiiiiiiiiiniiic e, 90

Recreational
Services

IOWA




Introduction
Recent policy changes will appear in highlighted and italicized font.

University of lowa Recreational Services Mission Statement
The University of lowa Recreational Services mission is “To provide diverse recreational experiences
that encourage active lifestyles.” We accomplish our mission by the following key strategic areas.

e Student Learning and Engagement - Create opportunities that encourage active learning,
involvement and discovery.

e Global Understanding and Diversity - Develop inclusive opportunities that increases knowledge,
experience, appreciation and respect of various perspectives.

e Communication and Collaboration - Develop partnerships which support purposeful
communication, collaboration and mutual understanding.

e Assessment — Evaluate satisfaction, effectiveness and outcomes to improve programs, services,
facilities and initiatives.

e Personnel - Provide competitive salaries and developmental opportunities to recruit, retain, and
reward excellent employees.

e Resource Management - Secure, invest and utilize resources to enhance programs, services,
facilities and initiatives.

e Facilities - Maintain, renovate and construct state-of-the-art facilities to enhance learning and
encourage community. Projects demonstrate an appreciation for aesthetics, sustainability, and
safety.

What is a Sport Club?

A Sport Club is a registered student organization that competes in athletic contests against other
University club teams regionally and nationally. Sport Clubs practice weekly during the academic-year
and travel throughout lowa and the nation to compete in tournaments and matches.

Sport Programs Staff

The University of lowa Recreational Services employs four full-time staff members to oversee the
Intramural Sports, Sport Club, and Sport Camp Programs. These four full-time staff members include an
Associate Director, two Assistant Directors, and a Coordinator. Each club will be assigned oversight of
one of the Assistant Directors of Sport Programs. Each club’s assigned Assistant Director serves as a
resource for the club to make sure club leadership understands requirements of the program and can
help club leadership accomplish goals that the club has. Club officers are required to meet each
semester with their assigned Assistant Director and should always consider them a place they can turn
to get answers to questions they have. The Sport Programs staff is here to help clubs succeed, while
making sure clubs meet Sport Club Program and University requirements.

Sport Programs Supervisors are students that are employed part-time by the Sport Programs office,
and supervise Intramural Sports and Sport Club events, as well as conduct spot checks during Sport
Club practices. Lead Supervisors help to answers questions of clubs, collect/review paperwork, and
gather information about clubs. The Lead Supervisors serve as an extension of the Sport Programs
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Office to help facilitate the communication between the full-time staff and the student leaders of the
clubs. Clubs are required to provide information requested by the Lead Supervisors by the deadline
provided during the inquiry.

Sport Programs Office
The Sport Programs Office is designed to help clubs function appropriately. The following services are
available through the Sport Programs Office:
e Administrative assistance and guidance
e Practice and game facility reservations
e Equipment purchase, storage and check-out
e Budget tracking
e Photocopying and faxing
e Fundraising assistance
e Event hosting
e Travel reimbursement processing
e Publicity and promotion

The Sport Programs Office is located in E216 Field House. Appointments can be requested by
contacting your Assistant Director.

Student Organization Business Office (SOBO)

SOBO provides financial assistance to all registered student organizations, the Undergraduate Student
Government (USG), and the Graduate and Professional Student Government (GPSG) commissions and
committees. SOBO assists sport clubs in approving events and travel, making purchases, and collecting
income.

SOBO is located in IMU Room 157. Appointments can be requested by contacting sobo@uiowa.edu for
student organization deposits and credit card (p-card) checkouts. All other business should be
conducted through email and/or virtual conference meetings.
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Contact Information
Assistant Director of Sport Programs

Assistant Director of Sport Programs

Coordinator of Sport Programs

Associate Director of Sport Programs

Senior Associate Director of Recreational Services

Director of Recreational Services

Student Organization Business Office (SOBO)

Field House
Hawkeye Tennis & Recreation Complex

Campus Recreation & Wellness Center

Links to Important Websites

Sport Clubs Webpage

Engage Webpage

Sport Club Brand Standards

Mass Email Request

Accident/Injury Report Form

Facility Reservation Cancellation Form
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Matt Schaefer
Phone: 319-467-0602
E-Mail: matthew-schaefer-1@uiowa.edu

Adam Walsh
Phone: 319-467-0313
E-Mail: adam-walsh@uiowa.edu

Vacant

Tommy Schorer
(319) 335-8032
thomas-schorer@uiowa.edu

Brian Baxter
(319) 335-8313
brian-baxter@uiowa.edu

JT Timmons
(319) 335-9286
jt-timmons@uiowa.edu

sobo@uiowa.edu
319-335-3059

(319) 335-9847
(319) 384-1215

(319) 335-9293


mailto:matthew-schaefer-1@uiowa.edu
mailto:adam-walsh@uiowa.edu
mailto:thomas-schorer@uiowa.edu
mailto:brian-baxter@uiowa.edu
mailto:jt-timmons@uiowa.edu
mailto:sobo@uiowa.edu
http://recserv.uiowa.edu/sport-clubs
http://uiowa.campuslabs.com/engage
https://brand.uiowa.edu/sport-clubs
https://its.uiowa.edu/support/article/3804
https://www.connect2mycloud.com/OnlineModules/PublicAccident/Index?AccidentGuid=35c43f56-fdc4-432d-a5f4-7886c9211085
https://forms.monday.com/forms/8418588c2ecb1e1e7e370bcf8b341adf?r=use1

Sport Club Social Media Request Form

SOBO Website

SOBO Forms Website

Sport Club Guidebook

This Sport Club Guidebook contains policies and guidelines to be followed by all clubs currently
affiliated with, or those requesting to be affiliated with, the University of lowa Sport Club Program.
This guidebook serves as a guide for club participants and officers in the daily management of their
respective clubs. This guidebook should be used as a resource for all questions regarding conducting
club business.

Sport Clubs are subject to discipline and even suspension from the Sport Club Program for not
following the rules and regulations set forth in this Guidebook. Recreational Services governs these
policies and procedures. Violations of a serious nature may be sent to the Office of Student
Accountability (OSA).

Sport Club Webpage

The Sport Club Webpage is available as a resource for Sport Clubs to not only advertise their individual
club, but also to access all the forms needed to conduct sport club business. There are resources
available to aide sport clubs in planning events, traveling, or finding important information from other
campus departments.

Mass Emails
Each Sport Club can send two mass emails per semester. To send a mass email follow these steps:
1. Ifthe request is related to an upcoming event outside of regular practice, submit and receive
approval for the event by submitting a Sport Club Event Request on Engage.
2. Fill out the online Mass Email Request Form.
3. The Sport Programs Office will then approve or deny the request before passing along to the
next approval person or informing the club that edits needs to be made.
4. Clubs should be aware that it will take at least a week or longer for mass email requests to be
approved and sent.

Recreational Services Promotional Services
To help promote Sport Club activities, Recreational Services can provide several promotional offerings
including the following:
e Digital Displays in all five Recreational Services buildings with information about recruitment,
events, or practices
e Tabling at the CRWC for 2 hours
e Social Media re-posting of club social media activity using #UISportClubs or by tagging @recserv
and @lowaSportClubs or by completing a Sport Club Social Media Request Form
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