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Introduction 

The sport club program at Wichita State University (WSU) is designed to serve the sport interests of 
students and is student oriented in every respect.  The individual clubs are for the students and 
organized by the students under the supervision of the Campus Recreation Department and the 
Division of Student Affairs. 

A sport club develops when several students express a desire to participate in a particular sport 
activity.  Each club has officers, keeps records, holds regular meetings and practices, may charge 
dues, receive funding through Student Government, have sponsors and host special events. 
The following statements shall define sport clubs and their philosophy: 

 Sport clubs are voluntary in nature and consist of three types: instructional, recreational, and 
competitive. 

 Sport clubs are non-profit in nature.  The members must assume some of the financial 
responsibilities according to their interest. 

 Sport clubs adhere to policies and regulations set by the Coordinator of Sport Programs. 

 Sport club members have a chance to exhibit their skills in competitive situations by 
traveling off campus or in practices hosted by the club.  

 Sport clubs are not mandated to follow intercollegiate athletic guidelines.  However, a club 
may choose to adhere to state, regional, or national governing bodies. 

 No club may restrict its membership on the basis of race, sex, national origin, age or ability.  
Clubs may have a travel or competition team that every member is not a part of, but clubs 
cannot deny participation in the club. 

 Emphasis is placed on student leadership, and experience has shown that the most 
successful clubs are the ones with outstanding student leaders.  The club survives and thrives 
only by means of active student involvement and participation. 

 

Philosophy 

 The WSU Sport Clubs are student organizations of Wichita State University. Sport Clubs can 
be instructional, recreational, or competitive (with an emphasis on competing against other 
college and university sport club programs). 

 The Coordinator of Sport Programs
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Sport Programs Office and Contact Information 

The Sport Programs Office is located in Room 119 of the Heskett Center.  The office is open from 

9:00 AM until 4:00 PM, Monday through Friday and our telephone number is (316) 978-5284.  The 

email for Sport Programs is: trent.koehler@wichita.edu  

 

OMISSION 

The Sport Programs Department may at any time make amendments and/or exceptions to any of 
our policies for any reason.  Such changes will be published immediately in this manual and posted 
online.  Policy disputes must be appealed through the Sport Programs Department.  In any situation, 
we reserve the right to use our best judgment to decide what is safe and in the best interest of the 
Wichita State University Sport Programs Program and its participants.
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Program Acceptance/Starting a Club 
Organizations that are interested in becoming a Sports club must exist at Wichita State University 
(WSU) for two fiscal years and must apply to transition to a Sports Club through the following 
process: 
 

Step 1:   Inform the Coordinator of Sport Programs of intent to become a Sports Club by October 
1st of the (year prior to transition) previous year to transition.  
 
Step 2:   Submit transition plan proposal with updated log and history of; membership, travel, 
events/programs, trips/competitions, service and budget.  Organizations interested in becoming 
Sports Clubs should note the tiered structure and expectations of Sports Clubs.  
 
Step 3:  Organizations will be scheduled for a presentation to the Campus Recreation Staff to define 
the transition by the last Monday of October.  The decision will be based on the organization’s 
ability to transition to an appropriate tier, sustainability and the availability of support resources.  
Campus Recreation reserves the right to deny an organization’s request to become a Sports Club. 
Any student organization denied Sports Club status will return to their previous status. 
 

 

Constitutional Requirements 

A constitution is a document that describes the organization and how it operates.  All attempts 
should be made to articulate all the variables which may affect the operation of the organization.  It 
is the basic framework of an organization.  It is used to provide an administrative structure for your 
club.  Every club is required to have a constitution on file.  Newly ratified constitutions must be 
submitted to the Coordinator of Sport Programs.  Below is a list of both required components for 
Sport Club constitutions: 
The name of the organization. 
Purpose statement – Your goals and programming should connect clearly to this purpose.  This 
purpose statement will be used in publications advertising your organization. 
Qualification of membership – 
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Relationship to University 

Sport Clubs may use the name of Wichita State University in their organization title.  However, 
when using the University's name, sport clubs speak only for their club and do not officially 
represent the University or the Department of Campus Recreation. 
 
Clubs do not have the ability to use the university name or any trademark on promotional items or 
apparel without first receiving the approval of the Coordinator of Sport Programs.  Any item(s) 
found in violation of this will be confiscated.  
 

Code of Conduct 

All Sport Club participants will agree to abide by the following Code of Conduct and are liable for 
any infractions: 
The member, as a voluntary participant in a University-funded Sport
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Faculty/Staff Advisor 

The faculty/staff advisor is a faculty or full-time staff member chosen by club members. 
The duties of the advisor are as follows: 

 Be responsible for the guidance, leadership, and conduct of club members. 

 Assist in the day- to- day operation of the club and serve as an intermediary in the 
managerial set-up of the club between the club representative and the Coordinator of Sport 
Programs. 

 Be available during the development of plans and programs for the club to provide expertise 
and mature judgment, and to help ensure that activities and undertakings of the club are 
sound and favorably reflect on the university. 

 Attend either or both the regular meetings or the executive meeting of the club.  When the 
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Coach/Instructor Removal 

While engaging in the act of coaching or instructing of a sport club, all coaches and instructors are 
responsible for adhering to local, state and federal laws and all applicable policies, guidelines and 
procedures put in place by Wichita State University. 
 
Campus Recreation staff, 
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o Release forms (Waivers) for each club member 
o List of club officers and club advisor 
o A copy of the club constitution 

 Meeting financial obligations incurred as a club. 

 Completing the Injury Report form for any injury that occurs during activity. 

 Reporting the results of all club competitions no more than one day after the 
competition.  

 Furnishing copies of the club’s schedule to the Coordinator Sport Programs. 
The above list should not be considered a complete listing of the sport clubs officer’s 
responsibilities. 
 

Membership 

Each sport club will determine its own membership rules, but they must be free of any restriction 
based on race, color, religion, sex, age, national origin, or educationally unrelated handicaps.  Clubs 
may have a designated competition team, but cannot deny club membership to any student on 
his/her skill level.  All members of the club must have a current “Sports Club Release Form” on file 
in the Coordinator of Sport Programs office. 
 

Club Officers/Members 

The club officers should consist of: 
1) Primary Officer 

a) Primary liaison between the club and Campus Recreation 
b) Primary point of contact for the club 
c) Oversee all other officer positions to make sure they are on task 
d) Communicate practice and game/match schedule to Coordinator of Sports and 

Competition 
2) Financial Officer 

a) Each club’s treasurer should keep an accurate record of account balance(s) and check 
with the Coordinator of Sport Programs occasionally to keep current financial records 
for the club.  Clubs who are interested in knowing a current balance should first talk to 
their treasurer if their treasurer cannot provide a balance the officers should s0 g
0 G3l9[4( a)-3fi
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Tier 3: Competitive ($4,001+) 
Fundraise at least 20% of organization budget. 
Have less than three (2) compliance violations. 
Have a minimum of 
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can include collect dues, gaining sponsorship money, selling shirts, car washes, bake 
sales, hosting camps, restaurant partnership nights, letter-writing campaigns, etc.…  

 
2) Dues 
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Violation of Policies 

In order for clubs to stay in good standing with the university and with the Department of Campus 
Recreation, they must comply with the policies in this handbook along with the RSO Manual.  
Violations such as turning in paperwork late, failure to report club happenings, missing a required 
meeting, failure to have a CPR/First Aid and HEADS UP certified member at a practice or 
sportsmanship issues can result in one or multiple compliance violations.  The Department of 
Campus Recreation staff will work with members of Student Involvement staff, the Dean of 
Students, the Vice President for Campus Life & University Relations and the Office of Student 
Conduct and Community Standards to administer a fair and proper punishment for violations.  Any 
club in violation of the policy will go through the following process and can be brought up for 
review.  Any Sport Club found potentially in violation of a WSU policy will be referred directly to 
Student Conduct and Community Standards. 
Step 1:  Coordinator of Sport Programs will notify the club of the alleged violation.  At that time 
information and materials will be gathered on or about the violation. 
Step 2:  After gathering information an administrative meeting with the club will take place and the 
designated staff member(s) will work with the club to resolve the violation within a specific 
timeframe. 
Step 3:  If a club fails to meet the expectations set during the administrative meeting or wish to 
appeal the sanctions set they will be referred to a Student Organization Review Board. 
Step 4:  The Student Organization Review Board will conduct a review and render a decision. 
Step 5: The decision of the Student Organization Review Board can be appealed to the Director of 
Campus Recreation. The decision of the Director will be final. 
Step 6:  If an organization fails to meet the expectations outlined by the Review Board, or if they 
violate any University policy, they will be referred to the Director of Student Conduct and 
Community Standards. 
 

We reserve the right to suspend club activity during this process. Furthermore, clubs may be 
referred directly to a review board if the Coordinator of Sport Programs or other Campus 
Recreation staff member deems it necessary.  
 

Member Recruitment  

It is important that clubs recruit new members so the club can continue to thrive year after year.  
Clubs have the opportunity to take part in events such as The Involvement Fair at the start of the 
fall semester and are required to participate in Campus Recreation’s Welcomefest Events held at the 
beginning of every semester. Clubs can also set up a recruitment table on campus to recruit. If you 
wish to table you must first complete an Pre Sport Club Event Form on ShockerSync. 
  

Registered Events 

Any event or activity hosted by a club should have an Pre Sport Club Event Form filled out and 
submitted on ShockerSync one week prior to the event.  Events include recruitment efforts, home 
games/matches, camps, fundraisers, community service events or any other event your club is 
hosting or sponsoring.  Space cannot be reserved until the form is submitted.  Only fundraisers and 
competitions count toward attending o
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covered a club member will be required to provide the hotel a personal card to cover incidental 
costs.  
 
Splitting up Expenses among other members:  This is highly discouraged. Credit card numbers 
are thoroughly checked.  If there are different credit card numbers, it is apparent that two different 
people paid the expenses.  You cannot lump all the receipts into one reimbursement and then have 
the person pay their friends back.  EACH PERSON PAYING AN EXPENSE WILL NEED TO 
COMPLETE THE REIMBURSEMENT PROCESS.  Therefore, it is best if only one person pays 
the expense and submits the reimbursement request.  If more than one vehicle is used, then both 
drivers should pay the toll and gasoline expenses and request reimbursement. Do not have someone 
else in the car pay for gas and then another person in the car pay for the tolls.  Only the driver 
should handle all the expenses of that car load of travelers 
 
 

Travel Reimbursement Needed Paperwork 

All travel documents and receipts should be submitted to the Coordinator of Sport Programs in 

Campus Recreation for reimbursement processing within Three days or less after return from 

travel. All receipts must be itemized to be reimbursed. Please remember and pass along to students 

that travel reimbursement is a process and is not processed overnight. There are many steps to go 

through before a check is cut or an automatic deposit is made into your bank account (depending on 

which processed is used).  Employees are processed differently than students.  

Items needed for reimbursement include:  

 Name, WSU ID, e-mail and phone 

 Name of event 

 Location of event – ZIP CODE 

 Date and time of departure from Wichita 

 Date and time of return to Wichita 

 Itemized detailed receipts 

 Students will complete a W-9 on file for the year.  Employees will complete a DA-130 and 
Direct Deposit form.  Foreign students will complete a W-8BEN.  5 287.93 Tm
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be paid by the university.  It is easiest for the club to print off W-9 Form(s), have the person(s) 
complete the form, and then have a club representative submit the form to the Coordinator of Sport 
Programs. Any payment made in violation of this policy WILL NOT be reimbursed.    
 

There are three ways to pay expenses:  
CHECKS 

It will take about four (4) weeks for a check to arrive at the destination - so plan accordingly!  
Make sure to turn in your paperwork in advance.  A lack of planning on your part does not 
require an emergency on our part. 
 

CREDIT CARD 
The Coordinator of Sport Programs university credit card can be used to pay for items 
online or over the phone.  This must be done in the Coordinators office and cannot be used 
to purchase any items through Amazon.com or any other website that uses a third party 
vendor such as PayPal to complete transactions.  The card also has a limit and is used on a 
first come first served basis.  If the limit has already been reached the card cannot be used 
until the next billing cycle. 

  
MEMBER REIMBURSEMENT 

Any purchase or expense that has been preapproved with the department can be 
reimbursed to the individual paying for the service.  Original receipts must be returned to the 
Coordinator of Sport Programs no more than three (3) business days after the purchase was 
made.  All individuals being reimbursed must complete a W-9 Form and may have 
additional paperwork to complete before the university can reimburse the individual.  If a 
request to fill out or sign additional paperwork is not met within three (3) school days of 
receiving the request the club/club member will not be reimbursed.  This process will 
usually have a check sent to the individual being reimbursed in 2-3 weeks. 

 
 

Deposits 
All deposits must be kept with the University.  This includes member dues, funds raised through sales and 
solicitation, etc.  Clubs are NOT allowed to open private savings or checking accounts.  In order to 
make a deposit, either have the Coordinator of Sport Programs or Campus Recreation Business Office 
worker complete the transaction on the register.  A receipt will be printed for the Coordinator and one for 
the club.  Deposits can only be made Monday—Friday 9:00am to 4:00pm.  
Checks should be made out to your clubs name (i.e. WSU Quidditch, WSU Soccer, etc.). 

 

Insurance 
Wichita State University does not carry insurance for clubs or club members.  It is urged that each participant 
purchases their own insurance due to the inherent risks associated with sport clubs.  It is also encouraged that 
each participant checks with their current policy to see if sport clubs are covered. 
 

Alcohol and Drugs 
As a sport club, you are representing Wichita State University and you are required to refrain from using 
alcohol or drugs at events on campus or during travel.  Issues with alcohol or drugs will be dealt with by the 
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Student Conduct and Community Standards.  Suspensions up to and including termination of a club can be 
punishment for abuse of this policy. 
 

Injuries 
Injuries are a natural and inherent part of Sport Clubs.  When one occurs a safety officer must complete an 
Injury Report Form and return it to the Coordinator or GA of Sport Programs the following day.  Serious 
or major injuries need to be reported to the Coordinator as soon as possible.  First Aid kits are available for 
safety officers to pick up and take to practice and or games.  

 
 

Scheduling  
Each club is responsible for making their own schedule.  Once a schedule has been confirmed it needs to be 
approved by the Coordinator or GA of Sport Programs and facility space will be reserved.  Help with 


