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ARTICLEI- NAME

The hame Of this organization shall be Cougar Activities Board (CAB).
This orgahization shall serve as the all-Campus programming board of the
College of Charleston, Charleston, South Carolina.

SECTION A - MISSION

The mission of CARB is to provide Co-Curricular programming that
enhances the overall holistiC development of our students ahd the
Campus Community.

ARTICLE II - PURPOSE AND AUTHORITY

SECTION A - PURPOSE

The purpose of CARB is to provide engaging and entertaining Campus
programming that adds to the development Of students at the College of
Charleston.

SECTION B - DELEGATION OF AUTHORITY

The authority and purpose of CAB shall be delegated by the Executive
Board officers and Committee Chairpersons, as well as their respective
committees and appointed adVisors.

ARTICLE III - PRIMARY ADVISOR

The Advisor to the Executive Board shall be a representative for the
Office of Student
Life and appointed by the Director of Student Life. He/she shall:

1. Have advisory and recommending responsibilities.

2. ACt as liaison between the Executive Board, the faculty and
administration.

3. Conduct weekKly one-on-onhe meetings with CAB Officers and Chairs.

The Advisor shall hot have voting rights within CAR.



ARTICLE 1V - GENERAL MEMBERSHIP

SECTION A - QUALIFICATIONS
Membership is open to all currently enrolled College of Charleston
students, regardless Of race, Creed, hational Origin Or sexual orientation.

SECTION B - SELECTION OF COMMITTEE MEMBERS

Interest meetings will be held at the beginhing of the fall and spring
semesters where attendees Cah Choose @ Committee to join.
General members may have the option of holding a leadership
position within their cCommittee. The |eadership positions may
include:

o Publicity Assistant

o Hospitality Assistant

o [ogistiCs Coordinator

o Volunteer Coordinator

o Talent Assistant
During the begihnhing of each semester, members may be approved
for |eadership positions by popular vote of the committee. The
member showing interest in @ partiCular position may hot vote
during this process.
Committee members must submit ah appliCatioh of membership.
To receive membership benefits, members are not allowed to miss
more thah two consecutively scheduled general body meetings, and
must attend all their Committee meetings, unless previously
excused by their committee Chair.

ARTICLE V- EXECUTIVE BOARD

The officers of the CAB Executive Board shall consist of the President,
Vice President, Treasurer (referred tO a$ executive officers), anhd the
Chairperson of each standing programming Committee. The Committees
are: SpecCial Events, Community Issues, Films, Coffeehouse,
Marketing/Membership, and Fun Fridays.

SECTION A - AUTHORITY AND FUNCTION

TO fulfill Campus heeds and interests through programming.
TO be open to student opinhion.



. To coordinate the activities of the CAB programming Committees

. To formulate and evaluate policies, procedures, rules and
regulations of CAB and to recommend anhy heeded changes.

. To delegate responsibilities to the committees of CAB

. To review and develop the operating budget of CAB

. To coordinate all CAB activities with the activities of other
Campus clubs, orgahizations, and programming groups whenever possible.

. Assume responsibility for selecting hew executive officers. All
Cougar Activities
Board Executive Board QfFficers are eligible for reappointment. Current
members who reapplying for CAB Executive Board positions must abstain
from the vote concerning the position(s) they are seeking.

. To coordinate all major theme events which involve co-sponsored
programming by several cCommittees.

SECTION B - MEETING ATTENDANCE

. Officers and Chairpersons are expected to attend all regular
weekly Executive Board meetings as well as specCial meetings Called by the
President.

. If an Officer is absent during a sCheduled meeting ahd was hot
previously excused by the President, the SeCretary/Treasurer will issue a
written statement that the officer will be allowed ohe more unhexcused
absence.

. In the event Oof a second unexcused absence, the removal of
Officer process Will come into effect (see Article V] section D).

. All meetings are closed to the College of Charleston community.
Members of the community may attend meetings at the disCretion of the
President.

SECTION C - CREATION OF COMMITTEES

. The Executive Board shall establish program committees each to
be concCerhed with a partiCular area of programming. These committees
may be Created as interest in hew areas Of programming emerges within
the College of Charleston community.

. A written proposal regarding the Creation of 3 cCommittee must be
submitted to the President of CAPB to be considered by the Executive
Board at a regular meeting. A majority vote of the Executive Board is
required to establish a CAB committee.



. After a Committee has been Created, a Chairperson shall be
selected according to selection procedures (see Article V1 section B).

SECTION D - PRIVILEGES

. CAB Executive Board members will be admitted to all CAB events
free Of Charge.

. Executive Board members may take one guest free to all CAB
events.

SECTION E - COMPENSATION
The Executive Board shall receive a bi-weekly compensation for their
services as
follows:

. President: 8 hours per week % $9.50 X 2 = $152.00 bi-weekly
(Total Of 1¢ payments $2128 fOr the aCademicC year)

. Vice-President: 8 hours per week X $9.00 X 2 = $1¢4.00 bi-weekly
(Total Of 14 payments $2016 for the aCademicC year)

. GecCretary/Treasurer: 8 hours per week X $9.00 X 2 = $144.00 bi-
weekly
(Total Of 14 payments $2016 for the aCademicC year)

. Chairpersons: 5 hours per week X $8.50 X 2 = $85.00 bi-week|y
(Total Of 14 payments $1190 for the aCademicC year)

SECTION F - NACA REGIONAL CONFERENCE SELECTION
Ih choosing representatives for the Regional Conference, CAR shall use
the following procedure. The representatives will be chosen in
descending order until all budgeted positions are filled. The order is as
follows:

. President

. Vice-President

. Treasurer
Then Committee Chairpersons due to aVvailability and relevance.
If a Chairperson is uhable to attend the conference, they Can select a
member Of the general body to attend on that person’s behalf.

SECTION G - NACA NATIONAL CONFERENCE SELECTION
In choosing representatives for the National Conference, CAB shall use
the following procedure. The representatives Will be chosen in



descending order until all budgeted positions are filled. The order is as
follows:

. Any Chairperson or Qfficer plahhing on returhing the following
year.

. Any CAB committee member in good standing planhhing on running
for a Chairperson or Qfficer position.

. Any current Chairperson or Qfficer who is hot plahnhing on
returhing the following year.

ARTICLE VI-ELECTION OF OFFICERS

SECTION A - QUALIFICATIONS

. Officers must be currently enrolled full time undergraduate Or
graduate students in good stanhding.

. In order to run for CAR Executive QfFicer or Committee
Chairperson, onhe must have a minimum Cumulative Grade Point Average
(GPA) Of 2.5 0N a 4.0 scale.

. An office holder will be removed if their Cumulative GPA falls to
AcCademic Probationh during their term of office. This will be assessed
using the College of Charleston’s ACademiC Probation table in Current
University General Bulletin.

. If office holder falls below a 2.5 Cumulative GPA, but is hot oh
AcCademic Probation during tertm Of Office, the Executive Board Wwill
conduct ah open session with the individual in question present to
determine if they should remain in CAB. The individual will be allowed
€0 present reasons why he/she should continue. A majority of eligible
votes is hecessary t0 remoVve the office holder. The individual in question
will hot be allowed to Vote.

SECTION B - ELECTION PROCESS

. Applications for Executive Board officers Will be made available
during General Body meetings, Committee meetings, in the Office of
Student Life, and on the CAB website.

. Applicants will have one week from the day of distribution to
return their completed applications to the Qffice of Student [ife. Once
applications are turned inh, appliCants will be allowed to Sigh up for an
interview time.

. Those applying for an Executive Qfficer position will be
interviewed by the CAB selection committee, which shall consist of the
Assistant Director of Student Life, the Student Life Graduate



Agssistant, the Director or Coordinator of Business Services, two to
three hon-returning CAB OfFiCials in good standing, and onhe to two
student representatives from the College of Charleston community.

. Selection of committee Chairs Will OCCur ohe week after officers
have been selected. Committee Chairs Will be interviewed by the
Assistant DireCtor of Student Life and both the Current executive
board and the newly appointed executive board.

. Those Cchoosing to apply fOr ah executive board position may also
have the opportuhity to apply for @ Committee Chair position.

. Applicants must cCommit to @ whole year Of service.

. All applicants will be notified within 2¢ hours of the interview
whether they have been accepted.

. Board Members may be reelected as |onhg as they meet the
requirements of their position.

. Ihcoming Executive Board will attend ah officer transition
meeting.

SECTION C - SELECTION OF OFFICERS IN THE EVENT AN
OFFICER IS UNABLE TO COMPLETE TERM
In the event ah Officer Cahhot complete his/her term, a replacement Wwill
be selected withih four weeks Of the position becoming VaCant.
« Applications may be picked up at the QfFiCe of Student Life or on
the CAB website.
« Applicants will be interviewed by the Executive Board and elected
by majority Vote Of the present executive board.
« Applicants will have one week from the time of distribution to
return their completed application to the QffiCe of Student Life.
Once applications are turhed in, appliCants will be able to sigh up
for an interview time.

SECTION D -REMOVAL OF OFFICERS

Ih the event a Board member is £ailing to fulfill their position
responsibilities, the following process must take place to remove Said
Officer:

1. President will initiate a onhe-on-one discussion with the Board
member in question to express the group’s concerns and offer the
Board member a ChancCe to recCtify conduct.

2. If the situation is not rectified, the Board member in guestion will
be subject to a formal hearing in front of the executive board,



where he/she will be allowed to justify his/her actions. Present
OfFicers and Chairs will then vote oh whether the officer should
be allowed t0 stay. A 2/3 majority Vote is required to remove an
OfFicer from his/her position. QOfFiCer in question may hot vote.
3. If the president is the OffiCer in question, the vice president will
be in Charge of the removal proceedings, and the Assistant
DirecCtor of Student Life will initigte the one-on-one discussion.

ARTICLE VII- OFFICER JOB DESCRIPTIONS
SECTION A- PRESIDENT JOB DESCRIPTION

Preside over weekly board meetings, prepare board meeting agenda,
ensure policies are followed correctly, direCt poliCy formation, assist
CADB at budget presentations, generate and plah ideas for retreats and
Officer training, maintain an open and effective line of CommuniCation
between CAB and the Department of Student Life, uphold the
constitution and by-laws Of the Orgahization and promote the mission of
CAB.

SUBSECTION 1 - QUALIFICATIONS

. Candidate must have previously served oh CARB, either as an
Executive officer or as a Chairperson.

. Candidate must be a Current member of CAB in good standing.

SUBSECTION 11 -RESPONSIBILITES
Preside over and conduct all CAB Executive Board meetings.

. Be the official representative of CAB before other college
entities.

. Ensure that commitments made by CAB are completed.

. Encourage co-sponsored programming efforts between CAB
Committees anhd other student Orgahizations.

. ({Update )ob position desCription and conduct a self-assessment by
the end Of each semester with the advisor to Cougar AcCtivities
Board.

. Coordinate the anhual evaluations of the program Committees,
Chairpersons, and the Executive Board.

. Assist the Treasurer in the preparation of budget materials



PartiCipate in the Student [eadership Summit during the fall
semester

Attend at |east two programs per Committee per semester.

Ensure that all officers anhd Chairpersons are successfully fulfilling
their duties and take disCiplinhary action, if hecessary.

Attend weekly meetings with the advisor to the Executive Board.
Hold a minimum of eight sCheduled offiCe hours per week

Enforce the attendancCe poliCy as set forth ih the Constitution.
Ensure the CAB Constitution is adhered to at all times. When
problems arise, the President is the offiCial Executive Board liaison
t0 the CARB adVisor to resolve the problem.

Attend CAB Fall Leadership Retreat prior to taking office.
Attend CAB Board member transition meeting in the Spring.
TReserve meeting space for Executive Board meetings for the entire
year.

Create anh archive of materials and documents assoCiated with the
CARB Executive Board and OfFfice of President.

Commit ah entire aCademicC year tO this Orgahization.

SECTION B - VICE PRESIDENT JOB DESCRIPTION

Work closely with the President and Committee Chairs of CARB to
evaluate and maintain leadership and Committee effectiveness. Work
directly with the advisor to plah and support the OffiCe of Student Life
with the productioh of Homecoming and Welcome eek through co-
sponsorship. Work closely with the President and Marketing Chair to plah
reCruitment and membership activities. Preside over board meetings in
absence of the President.

SUBSECTION 1 - QUALIFICATIONS

Candidate must have previously served on CARB, either as an
Executive officer or as a Chairperson.
Candidate must be a current member of CAB in good stanhding.

SUBSECTION II - RESPONSIBILITIES

Keep aCcurate records of attendance for the Executive Board.
Assume the duties of the President in their absence.



Maintain, post, ahd CirCulate to the programming Committees a
membership list Of each committee with phonhe numbers, mailing
addresses, and e-mail addresses.

Coordinate motivational, SOCial, and speCial OCCasions/events for
CAB OFfficers.

AcCtively reCruit anhd retain a volunteer committee to help at CAB

events.

Update and maintain CAB Constitution with the assistance of the
Assistant Director.

Attend the CAB Executive meeting on a weekly basis.

Hold a minimum oOf eight sCheduled offiCe hours per week.
Attend a minimum Of two programs per Committee per semester.
Organize individual pictures of Committee Chairs and anh annual
group picture of all CAB members in both the Fall and Spring
semesters.

Update job positioh desCription and cohduct a Self-assessment by
the end Of each semester.

Assist the Marketing Chair along with Committee Chairs to design
anhd coordinhate distribution of information and advertisements for
CAB events.

Produce, distribute and colleCct a CARB interest survey with
assistance of the OffiCe of Student Life on ah annual basis.
Attend CAB Fall Leadership Retreat prior to taking office.
Attend a CAB board member transition meeting in the Spring.
Commit ah entire aCademicC year to this orgahization.

SECTION C - TREASURER/SECRETARY JOB DESCRIPTION

The Treasurer/SecCretary is responsible for overseeing the finanCial
operations of CAB by maintaining a data-based budget. This inCludes the
following: maintain the financCial well-being of CAB with the help of the
Assistant Director, traCk the budget of each committee, and keep Chairs
informed Of the status Of their budget, mahage the preparation of CAB
ahnual budget proposal with the help of the President, and maintain and
purchase supplies for the CAB Office.

SUBSECTION I- QUALIFICATIONS

Candidate must have previously served on CARB, either as an
Executive officer or as a Chairperson.
Candidate must be a current member of CAPB in good standing.



SUBSECTION 11 - RESPONSIBILITIES
Handle correspondence with other Campus departments and

orgahizations

Attend a weekly meeting with the CAB advisor

Present current budget information to the Executive Board during

weekly CAB meetings.

Assist the Coordinator of Business Services for the Office of

Student Life in preparing and implementing any forms that are

nheeded for the Executive Board and individual Committee

projects.

Hold a minimum of eight sCheduled offiCe hours per week.

Perform all other duties as delegated by the President.

Attend a minimum Of two programs per Committee per semester.

Attend CAB Fall Leadership Retreat prior to taking office.

Attend a CAB board transition meeting in the Spring.

Update job position desCription and cohduct a Self-assessment by
the end Of each semester With the advisor.

TRecord all weekly CAB minutes; distribute them to the Executive
Board members and Assistant DirecCtor in a timely fashion.

Commit ah entire aCademicC year to this Oorgahization.

Fulfill all other duties as assighed by the President.

SECTION D- MARKETING OFFICER JOB DESCRIPTION
The Marketing Committee is responsible for promoting the overall image
Of the Cougar Activities Board.

SUBSECTION I- QUALIFICATIONS

. Knhowledge of best practices for marketing techhiques
. Experienced in the use of graphiC software

« Must be a current member of CARB ih good standing

SUBSECTION II - RESPONSIBILITIES
Serve as liaison for CARB to the College of Charleston media
orgahizations.
Qversee the Creation of promotions for CAR, including the
election of CAB members.
Perform other duties as delegated by the President of the
Executive Board.
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. Create and distribute a monthly calendar of CAB events.

. Assist other committee Chairs with the Creation and distribution
Of info and ads for CARB events

. EValuate the effectiveness of publiCity efforts ahd work
continuously to develop hew publiCity ideas.

. Work with President to Create ah archive Of materials assoCiated
with the marketing of CAB through a hard and electroniC Copy.

. Attend a scheduled weekly meeting with CAB AdvVisor.

. Attend a scheduled weekly Executive Board meeting.

. During the Fall [eadership Retreat communiCate with each
Committee Chair about publicity methods.

. Market and continue the development of the CAB web site in
conjunction with the Assistant Director ahd the Technhology
Coordinator for Student Life.

. Hold a minimum Of five sCheduled offiCe hours per week

. ({Update )ob position descCription and conduct a self-assessment by
the enhd Of eaCh semester with the advisor.

. Attend CAB Fall Leadership Retreat prior to taking office.

. Attend CAB Board transition meeting in the Spring.

. Commit an entire academicC year to this orgahization.

SECTION E- CHAIRPERSONS OF CAB COMMITTEES

SUBSECTION 1- QUALIFICATIONS
. Must be a current member of CAB in good standing.

SUBSECTION 11 -RESPONSIBILTITES

. Preside over meetings of their respective committee as scheduled.

. Gerve as the OffiCial representative of their respective committee
and inform the board Of all the activities of their committee.

. Beresponsible for gathering and assembling a Current resource list
in the area Of concern of their committee through the help of the
advisor.

. Be responsible for coordinating the planhing and production
phases and activities of their committee.

. Ensure that their committee programs a Variety Of aCtivities to
meet the diverse heeds and desires of the College of Charleston
community.

11



Perform all other duties delegated to the Chairpersons by the
President.

Attend a weekly meeting with their advisor.

Attend the Executive Board meeting on a weekly basis.

Hold a mihimum Of five sCheduled offiCe hours per week.

Attend all events programmed by their Committee.

Supervise members in delegated tasks.

Educate and train members in their partiCular area of
programming.

Keep members motivated and willing to work toward the
Oorgahization’s goals.

Attend CAB Fall Leadership Retreat prior to taking office.

Attend CAB Board transition meeting in the Spring.

Update job positioh desCription and cohduct a Self-assessment by
the enhd Of eaCh semester with the advisor.

Commit ah entire aCademicC Year tO this Orgahization.

ARTICLE VIII - AMENDMENT OF CONSTITUTION

Amendments to the constitution must be approved by a 2/3 majority Of
OfFicers during an official CAR meeting.

ARTICLE IX-BUDGET

« During the Spring Semester, the Treasurer/SecCretary along with
the President and Assistant DireCtor of Student [ife will produce
a budget proposal for the hext aCademic year.

« The Treasurer/SeCretary will then present the proposal to the
CAB budget committee, which shall consist of the DireCtor of
Student Life, the Coordinator of Business Services for Student
Life, and the SGA treasurer.

ARTICLE X-HONOR CODE
CAB is committed to observing all College of Charleston poliCies, the
l[aws for the Gtate of South Carolina, the Honhor Code of the Boy ahd

Girl Scouts of AmeriCa, the friendship code you Came up with in the
fourth grade with your best friend, the Magha Carta, the DecClaration of
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Independence, the Jedi Philosophy ahd the Constitution of the (Jnited
gtates.
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