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CONTACT INFORMATION MANDY MADDEN Assistant Director, Club Sports Office: (574) 631-6192 Cell: (317) 607-8966 Email: [email protected]



NATE WALKER Coordinator, Club Sports Office: (574) 631-8826 Cell: (574) 514-3631 [email protected]



MARK “SHARK” WILLIAMS Director, RecSports Office: (574) 631-6690 Email: [email protected]



JANICE TABB Financial Assistant Office: (574) 631-7247 Email: [email protected]



CASEY ST. AUBIN Assistant Director, Student Activities Office Office: (574) 631-4602 Email: [email protected]



MIA JAMES Program Coordinator, Student Activities Office Office: (574) 631-8218 Email: [email protected]



TRANSPORTATION SERVICES Office: (574) 631-6467 Email: [email protected]



ANTHONY TRAVEL Office: (574) 631-7080 Email: [email protected]



NOTRE DAME SECURITY POLICE Office: (574) 631-5555 Email: [email protected]



NOTRE DAME FIRE DEPARTMENT Office: (574) 631-6200 Email: [email protected]



CARDINAL BUS LINES Contact: Sheila Dodd Office: (574) 825-9405 Email: [email protected] Website: http://www.cardinalbuses.com/



ROYAL EXCURSION BUSES Office: (574) 257-8540 Email: [email protected]



CLUB SPORTS OFFICE LOCATION 100 Rolfs Sports Recreation Center, Main Office 4:00pm



Office Hours: Monday – Friday, 9:00am –



MAILING ADDRESS (Your Club Name Goes Here)



Fax: (574) 631-4818



100 Rolfs Sports Recreation Center Notre Dame, IN 46556



Club mailboxes are located in the Club Resource Center on the 3rd floor of LaFortune and should be checked weekly. Computers are also available for officers to use in the Club Resource Center.
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WHAT IS THE CLUB SPORTS PROGRAM? The Club Sport Program is a division of the University of Notre Dame’s RecSports Department. The program consists of 46 student clubs recognized by the Student Activities Office (SAO). Clubs that are placed within the Athletics Division of SAO are supervised by the Club Sports Program. An athletic/club sport are clubs formed by individuals with a common interest in a sport. Sport is defined as an activity involving physical exertion and skill in which an individual or team competes against another or others. The Club Sports Program is administered by the Assistant Director, Club Sports and the Club Sports Coordinator who provide guidance and advisement on competition schedules; travel arrangements (booking transportation, lodging, meals, etc.); financial management (annual budget, budget allocation requests, fundraising, equipment and merchandise purchases, etc.); safety and risk management practices; hiring and payment of coaches; marketing, member recruitment, and retention; alumni relations; student conduct standards; facility support; University policies and procedures; and student leadership development opportunities to all teams within the program. Each club is formed, organized, and administered by current undergraduate students at the University of Notre Dame known as the club officers (President, Vice President, Treasurer, Secretary, etc.). Faculty/Staff and coaches may provide advisement but the ultimate decision of practice and competition schedules, club finances, travel arrangements, club coaches, etc. are at the discretion of the club officers. Each club is governed by the rules and regulations described in their club constitution as well as policies set forth by the Student Activities Office and procedures established by the Club Sports Program Administrators. Club Sport teams have the option to become a member of their respective sport’s National Governing Body (NGB) that oversees their competition on the state, regional, and national levels. NGB’s have additional guidelines and policies that teams must follow regarding eligibility, roster size, travel requirements, competition standards, and may also charge an annual fee to belong. Being a member of a NGB is a decision made by the club officers annually and officers may choose not to belong depending on the club dynamic and competition level. When in conflict, University policies and protocols supersede national organizations. RECSPORTS MISSION STATEMENT RecSports embodies a service-oriented environment that fosters positive social interaction through programs and services; we enhance the overall Notre Dame experience and provide recreational and educational opportunities for transformative lifestyles. RECSPORTS VISION STATEMENT   



Embodying a service-oriented environment by educating staff through development and providing resources that assist in increasing the knowledge necessary to serve our Notre Dame community effectively. Providing a positive social interaction through programs and services by ensuring that the overall experience in our programs and services are aligned with the Holy Cross mission and are at the forefront of daily interactions. Enhancing the overall Notre Dame experience by supporting the mind, body, and spirit of our community through programs that magnify the academic and professional experience.



4







Fostering educational opportunity for transformative lifestyles by providing programs and services that enable our Notre Dame community to develop lifelong skills that will contribute to a positive lifestyle.



RECSPORTS VALUES          



Collaboration - Facilitate healthy and positive relationships with our Notre Dame community. Community - Aspire to enrich the Notre Dame community with experiences and meaningful relationships by cultivating a supportive environment. Diversity - Providing an inclusive environment that is open and welcoming to all. Fun - Create an atmosphere for enjoyable experiences. Holistic - Incorporate the university’s concept of mind, body, and spirit in all facets of our pursuits. Innovative - Develop trend-setting programs, services, and facilities by understanding the needs of our Notre Dame community through outreach and assessment. Leadership - Establish an environment for opportunities that enhance one’s skills and knowledge. Safety - Assess and manage risk associated with our programs and services. Service - Deliver exceptional customer service in order to meet the needs of our Notre Dame community. Stewardship - Maintain an environment that embraces Our Lady’s core values: Integrity, Accountability, Teamwork, Leadership in Mission, and Leadership in Excellence.



CLUB SPORTS OPERATIONS MANUAL The Club Sports Operations Manual has been created to assist club sport officers and members in the administration of their club. Each club officer should be familiar with the manual’s content, and this information should be readily available to all club sport members. This manual explains the Club Sports Program policies and procedures for club officers, members, advisors, and coaches. It is the responsibility of club officers to convey the contents of this manual to all individuals associated with their respective club. Questions and concerns regarding any of the content within this manual should be directed to the Assistant Director, Club Sports. Club Sport participation is solely a voluntary privilege. Club members must recognize and acknowledge that Student Affairs and RecSports do not offer personal health insurance options for its participants. Club members must fully realize and understand that there are inherent risks associated with participation in any club sport event or physical activity. STUDENT CLUB REGISTRATION PROCESS To retain official University recognition, clubs must register annually with the Student Activities Office. Registration does not automatically constitute recognition. Recognition can be denied by the Director of Student Activities Office - Programming. Student clubs must be registered annually in order to receive official University recognition, have the privilege of sponsorship of activities, have use of University facilities and be eligible to raise funds and receive an activities fee allocation. Registration applications may be obtained from the Student Activities Office in LaFortune Student Center during February of each academic year. Clubs which receive University recognition will be given a charter for the given school year. To remain in good standing for the entire 5



academic year, a club must furnish the Student Activities Office with a constitution and a financial report summarizing each year’s activities. An Annual Report is required to be submitted in late April to the Club Sports Office. Clubs must also have a full-time faculty or staff member willing to serve in the capacity of an Advisor. Student clubs who fall under Club Sports must also register their club on IMleagues. Each club member must log in and sign a Waiver, Release and Indemnification Agreement each year. For Notre Dame students, follow these steps to register on IMLeagues: 1. Login to recregister.nd.edu 2. Click on the Intramurals and Club Sports Tab at the top-center of the page 3. Select your login Method NetID Login 4. Click on the Intramural Sports IMLeagues banner in the middle of the page 5. Click on Club Sports Tab at the top of the page 6. Select Sport View to see the list of club teams 7. Click the green "Join Team" button next to the respective team of interest 8. Read the Waiver, Release, & Indemnification Agreement and click the Accept button at the bottom 9. Enter your phone number and identify your cell phone carrier 10. Click the blue “Submit” button For Saint Mary’s and Holy Cross students, follow these steps to register on IMLeagues: 1. Go to www.imleagues.com and click the orange “Sign Up” button. When creating an account, DO NOT select a school. 2. When choosing an e-mail, you MUST use a NON-SCHOOL EMAIL 3. When you are done filling out your personal information, click “Create Account” 4. IMLeagues will email you a confirmation email. Click on the link to log into IMLeagues 5. Click on the Network tab and type in University of Notre Dame. When Notre Dame pops up, put your curser over it and click on “Join School” 6. You will receive an error message that states you cannot automatically join the network, but that you can send a request to be approved by an administrator at your school. Click “Send Request”. 7. Once your request has been approved, you’ll receive an email notification asking you to login in 8. Once logged into IMLeagues, click on Club Sports Tab at the top of the page 9. Select Sport View to see the list of club teams 10. Click the green "Join Team" button next to the respective team of interest 11. Read the Waiver, Release, & Indemnification Agreement and click the Accept button at the bottom 12. Enter your phone number and identify your cell phone carrier 13. Click the blue “Submit” button MEMBERSHIP ELIGIBILITY All Club Sport guidelines regarding membership eligibility are in place to protect the rights and safety of each prospective participant, and they are designed to provide fair and equal opportunity for all persons eligible to participate in club sport activities.
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To be considered as a member of a club team, the following conditions must be met: 



      



The Club Sports program is open to any student who is properly registered as a regular full-time student. Part-time students may participate in non-competitive clubs, but club officers must be fulltime students. The student must be performing successfully in at least the minimum semester hours of academic work required by the individual college in which the student is registered. A student on either academic or disciplinary probation is ineligible to hold any club officer position as long as he/she remains on probation. The conduct of any student representing Notre Dame as a member of a club sport is expected to reflect favorably on the University. Should individuals or groups discredit the University, they will be subject to dismissal from the club and disciplinary measures may be taken against the club. Saint Mary’s and Holy Cross students are eligible for club sports dependent upon club constitutions and playing affiliation’s (conference, national associations, etc.) rules. They are not eligible for the Men’s or Women’s Boxing Clubs. The student must complete and sign a Medical Consent, Waiver, Release and Indemnification Form to be kept on file with RecSports. If the club member is under 18, this form must be signed by a parent or legal guardian. The student’s name must appear on the official club roster on file with RecSports. The student must abide by and follow any policies regarding mandatory actions request upon RecSports or the Student Activities Office for their particular club (i.e. baseline concussion testing, return to play policy, athletic trainers, etc.) No organization, or member of any organization on behalf of the organization, may encourage or participate in any activity which contravenes the mission of the University or the moral teachings of the Catholic Church. 2016-2017 CLUB SPORTS



Basketball – Men’s Baseball Bowling Boxing – Men’s Boxing – Women’s Climbing Curling Cycling Disc Golf Equestrian Field Hockey – Women’s Figure Skating – Women’s Fishing Golf Gymnastics Health & Fitness



Ice Hockey – Men’s Ice Hockey – Women’s Jump Roping Lacrosse – Men’s Lacrosse – Women’s Martial Arts Nordic Ski Pom Squad Rowing – Men’s Rugby – Men’s Rugby – Women’s Running Sailing Ski & Snowboard Soccer – Men’s Soccer – Women’s



Softball Squash Swimming Taekwondo Tennis Triathlon Ultimate Volleyball – Men’s Volleyball – Women’s Water Polo – Men’s Water Polo – Women’s Water Skiing Wilderness Wrestling
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CLUB SPORT ORGANIZATIONAL STRUCTURE 2016 – 2017 CLUB SPORT TIER GUIDELINES Blue (National) Cycling Equestrian Field Hockey Golf Ice Hockey – Men’s Rowing – Men’s Rugby – Men’s Rugby – Women’s Sailing Squash Triathlon Ultimate Volleyball – Men’s Volleyball – Women’s Water Polo – Men’s Water Polo – Women’s



Gold (Regional) Baseball Bowling Figure Skating Gymnastics Ice Hockey – Women’s Lacrosse – Men’s Lacrosse – Women’s Running Ski & Snowboard Soccer – Men’s Soccer – Women’s Tennis Water Ski Wrestling



16



Green (Recreational) Boxing – Men’s Boxing – Women’s Climbing Disc Golf Fishing Martial Arts Nordic Ski Pom Squad Taekwondo Wilderness



14



Probationary (New Clubs) Basketball – Men’s Curling Health & Fitness Jump Roping Softball Swimming
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Category



Blue (National)



Gold (Regional)



Green (Recreational)



Probationary



Roster Size



Must maintain a roster of at least 20 full time student members



Must maintain a roster of at least 15 full time student members



Must maintain a roster of at least 10 full time student members



Must maintain a roster of at least 10 full time student members



National Association Requirements



Must be a member of a national sports affiliate or governing body



Must be a member of a national or regional sports affiliate or governing body



May or may not be a member of a national, regional, or state sports affiliate or governing body, but have the option to join



May or may not be a member of a national, regional, or state sports affiliate or governing body, but have the option to join



Competition Level



Must strive to compete for a national championship



Must strive to compete for a national or regional/conference championship



State and/or local participation



Pending qualifying tier



Must compete in at least 5 days of regional or national competition per academic year



Must participate in at least 1 seminar/workshop/ tournament/showcase/ demonstration



Pending qualifying tier



Must travel out-of-state once or at least attend 3 away competitions



No away travel requirements



Pending qualifying tier



Must attend the April Transitions Officers Meeting & Officers Retreat in August Must have 2 Safety Officers currently certified in CPR/First Aid/AED on file with the Club Sports Office



Must attend the April Transitions Officers Meeting & Officers Retreat in August Must have 2 Safety Officers currently certified in CPR/First Aid/AED on file with the Club Sports Office



Must attend the April Transitions Officers Meeting & Officers Retreat in August Must have 2 Safety Officers currently certified in CPR/First Aid/AED on file with the Club Sports Office



Competition Requirements



Travel



Officer Training



Risk Management Requirements



Must compete in at least 10 days of regional or national competition per academic year Must travel outside the region at least once per year (region = IN and bordering states) & must travel to 3 away competitions Must attend the April Transitions Officers Meeting & Officers Retreat in August Must have 2 Safety Officers currently certified in CPR/First Aid/AED on file with the Club Sports Office
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CLUB AND OFFICER RESPONSIBILITIES The Club Sports Program is designed to provide not only athletic competition, but also leadership and social experience. It is expected that all clubs will be student run with assistance from the Club Sport Administration, a faculty advisor, and/or a coach. CLUB RESPONSIBILITIES 



Elections: All clubs are required to have a President, Vice President, Treasurer, and Safety Officers. The Club Sports Office recommends a division of duties and responsibilities among several club officers. Additional officer positions could include a Secretary, Travel Coordinator, Fundraising Officer, Marketing Officer, etc. Notice of election results should be provided to the Club Sports Administrators, and an up-to-date list of officers and contact information is required to be on file with the Club Sports Office and the Student Activities Office.







Officer Roles: All club sport officers are expected to volunteer their time, and they receive no monetary compensation during their tenure. It is acceptable for an individual club to reduce or eliminate club dues for officers as long as this provision is stated in the club’s constitution and all club members are notified of this policy. All club officers are expected to serve as liaisons between the Club Sports Office, RecSports, Student Activities Office and other club members. It is the responsibility of the club to change or elect new officers if the current ones are not functioning effectively.







Operation’s Manual: All club members are required to know, understand, and abide by the Club Sport policies and procedures detailed in the operations manual. It is the responsibility of the club officers to help disseminate the information to all of their members.



PRESIDENT RESPONSIBILITIES    



Attend the mandatory Officer’s Training Retreat in August Schedule a club meeting with the Club Sports Administrators in September and January Attend all mandatory meetings required by the Student Activities Office Oversee general operations of club, including creating schedules, fundraising events, submission of required paperwork, updating the roster, and documenting club member waivers  Serve as a liaison between the club and Club Sports Office, RecSports, and the Student Activities Office  Insure compliance to the Club Sport and Student Activity Office policies and operating procedures  Maintain a current list of addresses, phone numbers, and emails for the club members  Keep club equipment inventory  Insure financial obligations are met and account for club funds  Insure that your club has an up-to-date constitution on file with the Student Activities Office and Club Sports Office  Inform incoming president of duties and responsibilities prior to change of officers  Report any change of officers to the Club Sports Office and the Student Activities Office The above responsibilities should be considered a guideline and not a complete listing of the club president’s duties. 9



VICE PRESIDENT RESPONSIBILITIES 



Assist the President with all responsibilities, and act in his or her place during the absence of the president. Such responsibilities include scheduling games and special events, travel, transportation, lodging, meals, arranging for officials, etc.



TREASURER RESPONSIBILITIES        



Attend the mandatory Officer’s Training Retreat in August Attend any mandatory meetings required by the Student Activities Office regarding budget allocations from the Club Coordination Council Oversee all club finances and bookkeeping to include submitting bills, receipts, invoices, check requests, and purchase requests with quotes to the Club Sports Office Ensure that all club members have paid their dues Assist in preparing all expense reports Keep an accurate record of the club’s budget regarding expenses and revenue Responsible for checking out and returning the club credit card when needed for traveling expenses Responsible for submitting the annual financial report to the CCC to receive funding



SAFETY OFFICER RESPONSIBILITIES 



Each club must have a designated Safety Officer, responsible for overseeing club safety. That individual will be required to have a current CPR/First Aid certification on file with the Club Sports Office. Any certification course fee may be reimbursed from club funds after completion of the course and a receipt given to the club Treasurer. The Safety Officers should be individuals that are active club members who attend practices and games consistently. FACULTY/STAFF ADVISOR AND COACH RESPONSIBILITIES



FACULTY/STAFF ADVISOR Each club sport is required to select an advisor who is a full-time Faculty or Staff member at the University of Notre Dame. The Club Sports Administrators cannot serve as an individual club’s advisor, except for the Boxing and Rugby programs. Notre Dame has the following basic expectations of all club advisors:  Meet with the club officers as often as necessary  Respond to SAO360 requests within 1-2 business days as many requests are time sensitive  Meet with the Club Sports Administrators, as needed  Provide continuity for the club/organization from year to year  Become familiar with University policies and procedures and provide assistance in explaining policies to members  Intervene when group violates the law or Notre Dame policies
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COACH The officers of each club sport are responsible for working with the Club Sports Office to fill any coaching positions on an annual basis. The officers’ role is to recommend individuals to fill or renew coaching positions, and the Club Sports Office role is to consider the officers’ input and make a final decision on all coaching appointments, both paid and volunteer. The role and responsibilities of the coach are described as the following:  All coaches and/or instructors must complete the University employment application online at http://jobs.nd.edu/postings/4405, have fill out the Coaches Informational Form found online at http://goo.gl/forms/j4fXL0Tkmi1KGROu1, sign a Coach’s Agreement, and have a University background check on file with the Club Sports Office. These must be completed annually. Individuals without completed Coach Agreement or background check on file will not be recognized as an official Notre Dame Club Sport Coach. They will be denied access to facilities and will not be allowed to be reimbursed for any coaching or club-related expenses.  The Coach must restrict his/her involvement with the club to teaching and coaching only in practice and competition. He or she must not participate in any other areas of club management.  The Coach must allow the student officers and leaders to act as the liaisons between the club and the Club Sports Office.  The Coach must understand and accept the philosophy of the Club Sports Program and be aware that the students have the right to terminate any coaching responsibilities per Coaching Agreement stipulations.  Coaches at no time may contact professors on behalf of the club or club members. Coaches may not proctor exams during club travel. COMMUNITY STANDARDS DULAC: A GUIDE TO STUDENT LIFE All members acting alone or as a collective are expected to abide by all policies and standards in duLac: A Guide to Student Life. Clubs or members who may have violated University policy may be referred to the University Conduct process individually or collectively. Club matters will typically be resolved by the Director of Student Activities - Programming, the Director of RecSports and the Director of Community Standards or their designees. duLac: A Guide to Student Life can be found online at http://dulac.nd.edu. GOOD STANDING Club Sports must comply with all University regulations as well as with local, state and federal laws. No club, or member of a club on behalf of the club, may encourage or participate in any activity that contravenes the mission of the University or the moral teachings of the Catholic Church. Failure to comply with these standards may result in sanctions, including, but not limited to, probation or suspension of the club.
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ALCOHOL POLICY Club sports should follow duLac: A Guide to Student Life policy regarding University events involving alcohol. Travel off campus is considered a registered University event. In those circumstances where the University serves as host and where graduate or undergraduate students are present, alcohol may be provided only when appropriate measures are taken to ensure moderate and legal consumption. Unless the event is held in an appropriately licensed on-campus facility (such as Legends or the Morris Inn), the approval of the Office of Student Affairs is required. Among other requirements, approvals will normally only be granted when:  All participants in the event are of legal drinking age  A licensed bartender is responsible for the service of all alcoholic beverages  Substantial food and non-alcoholic beverages are also provided EXPECTATION OF RESPONSIBILITY ADDRESSING SITUATIONS WHERE A STUDENT REQUIRES MEDICAL ATTENTION AFTER EXCESSIVE CONSUMPTION OF ALCOHOL OR THE INGESTION OF DRUGS The health, safety, and well-being of individuals should be paramount concerns of all members of the Notre Dame community. As such, Notre Dame students are expected to exercise active care and concern and contact appropriate authorities in the event of any health or safety emergency, even if violations of the University’s alcohol policy and/or controlled substances policy may have occurred in connection with such an emergency. Because students’ concern of possible disciplinary action may unnecessarily deter their desire to seek medical attention for themselves or others, the University has adopted the following Expectation of Responsibility to remove barriers for students seeking medical attention in alcohol and drug-related incidents. This Expectation is intended to create an environment where students receive necessary medical attention and those involved are provided an opportunity to learn from the incident. EXPECTATIONS In situations where someone requires medical attention due to an alcohol and/or drug-related incident, students are expected to: 1. proactively contact an appropriate authority (e.g. Notre Dame Security Police, residence hall staff, 911, etc.) to seek medical attention, and 2. remain with the individual requiring medical attention, and 3. cooperate with responding emergency officials. INFORMATION REGARDING STUDENTS WHO HELP OTHERS A student that has sought assistance for another as described above while also violating the University’s alcohol policy or controlled substances policy will be exempt from the assignment of Disciplinary Status Outcomes (i.e. Disciplinary Probation or dismissal from the University). However, the student may be referred to an appropriate setting of the University Conduct Process for a conversation grounded in formation and development. The student may be assigned formative and/or professional referral outcomes. 12



INFORMATION REGARDING THE STUDENT REQUIRING MEDICAL ATTENTION A student requiring medical attention who has received support as described above will be referred to an appropriate setting of the University Conduct Process. The student will be exempt from the assignment of Disciplinary Status Outcomes (i.e. Disciplinary Probation or dismissal from the University), except as set forth below. The student may be assigned formative, professional referral, administrative, and/or loss of privilege outcomes. The Expectation of Responsibility is intended to create an environment where a student who has received medical attention due to an alcohol and/or drug-related incident will change their future behavior. As such, the Office of Community Standards reserves the right to assign Disciplinary Status Outcomes for students with repeated alcohol and/or drug-related incidents involving the need for medical attention. RESPONDING TO OTHER SERIOUS ALLEGED VIOLATIONS The Expectation of Responsibility does not exempt any student from the assignment of Disciplinary Status Outcomes for violations of other (i.e., non-alcohol/drug-related) University Standards of Conduct related to the incident (including, but not limited to: sexual assault, physical violence, hazing, harassment, theft, vandalism, etc.). ACCOUNTABILITY FOR STUDENT CLUBS, ORGANIZATIONS AND RESIDENCE HALLS Recognized student groups (clubs, organizations, residence halls, etc.) are expected to take action in emergency situations. A group’s compliance with these expectations will be considered a mitigating factor when determining the University’s response to an incident that otherwise merits disciplinary action for the group. Additionally, the University will deem the failure of student group leaders to create a culture of compliance with this expectation to be a factor when determining a University response. FAILING TO ACT Students that fail to act in the spirit of the Expectation of Responsibility in an emergency situation where action is clearly warranted may be referred to the University Conduct Process. TRAVEL POLICIES & PROCEDURES Below are the Student Activities Office Travel Policies. The Assistant Director, Club Sports has been designated by the Director of Student Activities Office – Programming to approve or deny any requested travel by Club Sport teams. Tier I: Student Clubs and Organizations that are non-competitive and/or have minimal travel for club activities. Tier II (Club Sports): Student Clubs and Organizations that are competitive and/or have travel that is necessary for the purpose of the club’s mission. Additional travel requirements may be requested from these clubs at the discretion of the Director of SAO-Programming or the director’s designee. TRAVEL REGISTRATION 



A Club Sports Travel Form must be completed and turned in at least 5 business days before travel departure. A Travel Form may be found online at http://recsports.nd.edu/club-sports/forms/. 13



 



All club sport travel arrangements are the responsibility of the club officers and all travel must be documented with the Club Sports Office. For all travel-related reimbursements, proper financial documentation (i.e. receipts, etc.) must accompany the online expense report prior to receiving signature approval from the Club Sports Administrators.



All Clubs & Organizations



Means of Registering Travel



Deadline to Register Travel



Changes to Travel Itinerary/Roster



Waivers



SAO360



At least 5 business days prior to travel



Submitted at least 24 hours before travel



All members must have a signed waiver on file



TRAVEL REQUIREMENTS    



Driving may only take place between 6:00am – 11:59pm. No driving can take place in the early morning hours of 12:00am – 5:59am. Ground transportation following commercial air travel must be approved by the Director of SAOProgramming or the director’s designee. Only current University of Notre Dame faculty, staff, and students are permitted to drive University vehicles. Drivers may not drive longer than 3 hours at one time and must take at least a 3 hour break before driving again. Drivers may not drive more than 8 hours in one day.



Number of Students Traveling



Within Elkhart, LaPorte, Porter, & St. Joseph Counties in Indiana; Berrien, Cass, and St. Joseph Counties, MI



Within 200 miles but outside of counties previously listed (Minimum 2 drivers per vehicle)



201 – 400 miles (Minimu m3 drivers per vehicle)



401 – 500 miles (Minimum 4 drivers per vehicle)



Tier I



1 – 28



Personal Vehicles



ND Rental Vehicles



ND Rental Vehicles



ND Rental Vehicles



Tier II



1 – 28



Personal Vehicles



Personal Vehicles



ND Rental Vehicles



ND Rental Vehicles



Tier I



29+



Personal Vehicles



Charter Bus



Charter Bus



Charter Bus



29+



Personal Vehicles



ND Rental Vehicle/ Charter Bus



Charter Bus



Charter Bus



Tier II



500+ miles



Charter Bus or Commercial Air Charter Bus or Commercial Air Charter Bus or Commercial Air Charter Bus or Commercial Air 14



PERSONAL VEHICLES If personal vehicles are used, the owner of the vehicle is responsible for maintaining insurance on that vehicle in accordance with minimum statutory insurance requirements. Insurance coverage must be in the minimum amount of $50,000 per person/$100,000 per accident bodily injury, and $10,000 per accident for property damage. A certificate of insurance may be requested by the Director of SAOProgramming or the director’s designee. Any driver who uses their personal vehicle for club sport travel must complete the online Travel Insurance Form once per school year with the required vehicle information. The Travel Insurance Form can be found online at http://recsports.nd.edu/club-sports/forms/. NON-UNIVERSITY RENTAL VEHICLES In a situation a club needs to rent a non-university vehicle off campus after commercial air transportation, drivers must comply with the University of Notre Dame Vehicle Usage Policy for Students. Clubs may reserve rental vehicles at their final destination through the University’s travel agency, Anthony Travel. However, many outside agencies will only rent to individuals who are least 21 or 25 years old. In addition, there may be a surcharge added to your agreement for any driver under the age of 25. Also, please check on the level of insurance coverage that is included with your rental agreement. In some instances, it may be necessary to purchase additional insurance coverage depending on the agency, location, and circumstances. Finally, please pay attention to the agencies’ fuel policies. The club may be charged much higher fuel rates if you do not return your vehicle with the same amount of fuel as when you picked up the vehicle. To reserve ground transportation after using commercial air, please contact Anthony Travel at (574) 6317080 or at [email protected]. CHARTER BUS TRAVEL Per travel requirements, clubs may need to rent a charter bus or use commercial air as means of travel. Clubs need to budget this financially as they prepare their season schedules. Cardinal and Royal Excursion offer preferred rates to Notre Dame Club Sports. Be sure the bus company includes its protocols in the event of a breakdown. Clubs are responsible for contacting the bus companies to obtain a quote and submit the quote with a Purchase Request Form to the Club Sports Administration for approval. Once approved, Janice Tabb will booked the reservation with the charter bus company. Cardinal: http://www.cardinalbuses.com/, (574) 825-9405, Sheila Dodd at [email protected] Royal Excursion: http://royalexcursion.com/, (574) 257-8540, [email protected] COMMERICAL AIR TRAVEL If clubs are wanting to look into commercial air travel for an event, the club officer’s need to schedule an appointment with a Club Sport Administrator to discuss travel plans. Upon air travel approve from the Club Sports Office, club officers may reserve air transportation through the University’s Travel Agency, Anthony Travel, or on their own. Officers are required to provide a copy of all flight itineraries to the Club Sport Office prior to travel. Club Sports must submit a Purchase Request Form to the Club 15



Sports Administrators for approval for travel and permission to use the club sport credit card to book flights. To reserve commercial air travel, please contact Anthony Travel at (574) 631-7080 or at [email protected]. ABSENCE FORMS Absence Forms are available to students who may be missing class due to club travel for an event. All class absences must be approved by the Club Sports Office, Office of Student Affairs, and Office of Community Standards prior to club travel. Officers should indicate who will be missing class when submitting the Club Sports Travel Form at least 5 business days prior to travel. Once the Travel Form has been submitted and approved, the Club Sports Administrators will email the Excused Absence Form to the club officers. It is the responsibility of the club officers to distribute the Excused Absence Form to the appropriate club members who will be missing class. Club members missing class are required to complete the Excused Absence Form and submit it to the Office of Community Standards, 306 Main Building to obtain individual validated absence slips for each of their affected courses being missed. It is the expectation of the Club Sports Administration that students will notify each of their professors or lecturers of their anticipated absence, in addition to making the necessary arrangements to reschedule or make-up any mandatory exams, presentations, or assignments. It is encouraged that students try and complete their assignments before traveling. WEATHER CONDITIONS In the event of inclement weather, the Club Sports Administration, Student Activities Office, and/or Risk Management will evaluate the safety of club travel. Due to the severity of road conditions and weather, Administration may restrict or cancel club travel. Such conditions where travel may be denied would be Winter Storm Warnings, Winter Storm Watch, Tornado Warning, Tornado Watch, Hurricane Warning, Hurricane Watch, etc. Ultimately, decisions on permitted travel will be on a case-by-case basis. Should a club encounter bad weather, it is authorized to find hotel accommodations and extend its travel duration. If this situation occurs, the club must contact Mandy Madden, Assistant Director of Club Sports at (317) 607-8966 or at [email protected] immediately. TRAVEL RESTRICTIONS / TRIDUUM In the Catholic tradition, the Triduum, the period from Holy Thursday evening until Easter Sunday evening, stands as one continuous celebration that marks the “high holy days” of the Church’s year. In recognition of the Triduum’s importance, the University discourages competition, practice and travel related to competition during this period. This also applies to travel during reading days and finals. During Triduum, reading days, and finals, clubs may only travel and compete in national championships, or events such as sectionals, regionals, or zones, that are required to compete and advance to nationals. Subject to the following guidelines, clubs may compete, practice or travel during the Triduum, provided that the team’s schedule allows the opportunity for all students, coaches, and advisors to attend services or otherwise to participate in the prayer of the Church during this period. In addition, the following restrictions apply: 16



 



Good Friday: No competition is permitted at home. Practice at home may occur before 12:00 p.m. or after 6:00 p.m. Easter Sunday: No competition is permitted at home. Competition at away sites may begin after 12:00 p.m. Practice at home may occur after 1:00 p.m.



Clubs that earned the right to participate in national championships and must travel outside the academic calendar are still required to submit all necessary forms. LODGING



Tier I



Licensed Establishment Yes



Private Residence No



Tier II



Yes



Yes



   



  



ND Affiliate No



Yes



University Representative Present Yes Yes (Exceptions may be granted by Director of SAOProgramming or the director’s designee)



Clubs are encouraged to stay at licensed residential establishments (motels, hotels, rental houses, etc.) Club sport teams may stay at private residence of current club members only. Club Sports Administration will contact the player’s parents to confirm approval of housing arrangements. Club sports are allowed to stay at ND Affiliate residence (i.e. club alumni) with approval of the Club Sports Administration. Club Sports Administration will contact the host to verify approval of housing arrangements. Club sports are not required to have a University Representative (advisor, coach, staff member, etc.) travel to events. However, depending on the club’s travel circumstances and length of trip (i.e. fall and spring break trips, national championships, etc.), a representative may be asked to accompany the club. Any club that is camping must stay at a licensed camp ground, and provide the information to an alternative indoor licensed establishment in the case of inclement weather. This information should be provided on the Club Sports Travel Form. Men and women club members are prohibited from sharing a room. Clubs must complete a Club Sports Travel Form at least 5 business days before travel, which includes the name, location, address, and phone number of the lodging facility.



Student are expected to abide by the policies set within the du Lac’s Standards of Conduct. Any violations of these policies will result in individuals being referred to the Office of Community Standards. UNIVERSITY VEHICLE RESERVATION PROCESS Current students may rent University vehicles from Transportation Services for University business purposes only. Personal use of Motor Pool vehicles is prohibited. Any driver of a University vehicle must meet the specified Risk Management and Safety requirements as defined in the Vehicle Usage Policy for Students. 17



There are multiple steps to renting a University Vehicle. The steps in order are listed below: 1. Complete the Transportation Service Vehicle Rental Request Form. The form may be found online on the Transportation Service’s webpage at http://transportation.nd.edu/assets/178039/ndvehiclerental.pdf or on the Club Sports website at http://recsports.nd.edu/club-sports/forms/ 2. Print the form and turn it into Mandy Madden, Assistant Director of Club Sports at Rolf’s Recreation Center for approval at least 5 business days prior to travel. Available vehicles are on a first come first served basis. 3. The Club Sports Office will submit the approved form to Transportation Services. 4. Transportation Services will contact the club sport with their reservation confirmation. a. If the needed vehicle type is not available from the University fleet, Transportation Services will find a vehicle from an outside rental agency. Under no circumstances should a University employee rent a local vehicle for business purposes without going through Transportation Services. PICKING UP RENTAL VEHICLES FROM TRANSPORTATION SERVICES     



Vehicles must be picked up at Transportation Services during normal business hours (8am – 4:30pm, Monday - Friday). Transportation Services is located in the garage on St. Joseph Drive between Douglas Road and Holy Cross Drive. Transportation Services will provide a clean and fully fueled vehicle. Users are required to show a valid driver’s license and sign for the keys. Students must present a signed approval form authorizing them to drive the vehicle. Users should visually inspect the vehicle before departing. Any existing vehicle damage must be noted on a vehicle condition form and left with Transportation Department personnel.



RETURNING RENTAL VEHICLES TO TRANSPORTATION SERVICES     



The vehicle and keys should be returned to Transportation Services during normal business hours (8am – 4:30pm, Monday - Friday). Off hour returns may be arranged with Transportation Services approval. Transportation Services will perform a visual inspection of the vehicle and document any damage on a vehicle condition form. The cost of repairs may be charged to the club’s FOAPAL account. The vehicle must be returned reasonably clean. A service fee may be charged if cleaning is required to prepare the vehicle for the next rental. Transportation Services will refuel the vehicle and charge the club’s FOAPAL account. When circumstances necessitate a change in the time of return, contact Transportation Services as soon as possible. Additional charges may apply if no notification of extended use is provided.



RENTAL VEHICLE PAYMENT   



Transportation Services will charge the clubs FOAPAL account. A rental fees are based on the type of vehicle and length of time used. Sedans are $35 per day and Mini-Vans are $55 per day. For hourly rental rates, contact Transportation Services at (574) 631-0293. A service charge will be applied for lost keys. If a club forgoes paying a toll fee, the violation fine is sent to Transportation Services. Transportation Services will then charge the club’s FOAPAL account. The expectation is that
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clubs prepare with funds to pay all tolls while traveling. Consistency in not paying tolls will result in future restrictions for club travel. CANCELING A RENTAL VEHICLE RESERVATION 



Vehicle reservations must be cancelled at least one day prior to vehicle pickup. If the reservation is not cancelled within the above stated time, the minimum charge of one-half day rental will be assessed.



RENTAL VEHICLE INSURANCE 



Risk Management and Safety maintains proper insurance coverage for all University vehicles. Only the employee, or authorized individual for University business purposes, is authorized to operate the University vehicle. All clubs should pick up a green Insurance Identification Card to have with them on all trips. This card contains the University of Notre Dame insurance information.



RENTAL VEHICLE MAINTENANCE AND REPAIR      



Transportation Services provides maintenance and repair services for all motor pool vehicles. In the event of vehicle breakdown, contact Transportation Services immediately at (574) 6316467. If the breakdown occurs outside of normal business hours and no one can be contacted, make sure the vehicle is in a safe location. If necessary, have it towed to a safe location. For minor repairs ($250 or less), the user is authorized to pay for the necessary work and will be reimbursed upon submission of original receipts. For major repairs ($250 or more), the user must obtain Transportation Services authorization before repair work begins. Transportation Services shall not be liable for any costs incurred by the travelers other than the actual cost to repair the vehicle. This specifically includes room and board and alternate means of transportation.



VEHICLE USAGE POLICY FOR STUDENTS The following procedures and requirements are considered to be minimum standards for vehicle safety and the operation of any vehicle on University business. Departments and other units may develop more restrictive procedures. Notre Dame students operating University owned or private passenger vehicles on University business or in connection with club sports, extra-curricular or similar activities must adhere to the following:  Must have a valid driver’s license and inform the Department of Risk Management and Safety immediately upon the suspension or revocation of their driver’s license or driving privileges.  Must not have exceeded two at-fault accidents within the past eighteen months or have any conviction in the last eighteen months for driving under the influence of alcohol or drugs, or reckless driving.  If requested by the University, a driver must authorize the Department of Risk Management and Safety to obtain a copy of his/her driving record from the Bureau of Motor Vehicles (or similar agency in any state) for the Department’s review.  Must agree not to drink alcoholic beverages or take illegal drugs and drive. In addition, Notre Dame students must comply at all times with the provisions of du Lac concerning driving under the influence of drugs and alcohol. 19



          







 



 



Must not smoke or allow smoking in a University Vehicle or in any vehicle while it is being used for university business or as a result of one’s student status at the University. Must be at least eighteen years old. Not permit any unauthorized person to drive a vehicle on university business under conditions which violate this policy, except when necessary in an emergency. Must use seatbelts or other available occupant restraints and require other occupants to do likewise and be secured in accordance with applicable law. The number of passengers should never exceed the number of seatbelts in the vehicle. Operate the vehicle in accordance with University regulations, know and observe applicable traffic laws, ordinances and regulations, and use reasonable and safe driving practices at all times. Assume all responsibility for any and all fines or traffic violations associated with his/her use of a University vehicle or a privately owned vehicle on University business. Turn off the vehicle, remove the keys and secure the vehicle when it is unattended, except for specialized maintenance equipment. Drive the vehicle at legal speeds appropriate for traffic, weather and road conditions. Do not drive the vehicle “off road”, except when necessary in an emergency. Immediately report all accidents or violations to the University’s Department of Risk Management and Safety. Students driving University or personal vehicles for club sport travel are required to attend the Safety Driving Course sponsored by Transportation Services at least 5 business days prior to travel. Safety Driving Courses are held on Tuesdays at 10:30am and Thursdays at 3pm. Students may make an appointment if necessary by calling (574) 631-6467. Students are required to provide the Club Sports Office with a copy of their green driver safety completion card before they are able to drive for club sports business. Must never drive on University business for more than eight 8 hours in any 18-hour period. Clubs are required to have the appropriate number of approved drivers per vehicle based on the mileage traveling. Student drivers may not drive more than three 3 consecutive hours. All travelers should take appropriate breaks to ensure that the driver is not fatigued, and a passenger must be awake at all times with the driver to assist with maps and directions. Must never drive a vehicle on University business between the hours of 12 a.m. and 6 a.m. except when necessary in an emergency. Drivers must use reasonable and safe driving practices at all times, including operation of the vehicle at speeds appropriate for the traffic, weather, and road conditions. Drivers must seek information about weather conditions impacting the trip, and driver has discretion at any time to stop driving or not to begin a trip based on weather conditions, including heavy rain, fog, ice and/or snowy conditions that limit visibility and the driver’s ability to safely operate the vehicle. Drivers may no use cell phones or text while driving. Individuals engaged in Team Travel may not transport hitchhikers or other unauthorized passengers.



REPORTING OF ACCIDENTS AND DAMAGE Students must immediately report any accidents or damage incurred while operating a University vehicle (or a privately owned vehicle on University business) to the following: 1. Local police department 2. Mandy Madden, Assistant Director of Club Sports at (317) 607-8966 or (574) 631-6192
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When you have been in an accident you must:  Get immediate medical aid if you are injured.  Notify the local police.  Keep calm and do not argue.  Make no statements or admissions concerning fault or responsibility for the accident.  Do not offer or agree to make payments for the accident or suggest the University will do so.  Discuss the accident only with police officers, representatives of the University’s Department of Risk Management and Safety or other University officials.  Fill out of the Automobile Loss Notice Form. Record as much information as you can on all of the other parties to the accident. This information should include their name, address, insurance company, driver’s license number, license plate number, make, model and year of their car, precisely where the accident happened, witnesses (with names, addresses and telephone numbers). Automobile Loss Notice Form can be found in University rental vehicles or can be picked up from the Club Sports Office.  Refer all questions from lawyers, the other party to the accident, insurance adjusters or representatives of the other party and others to the University’s Department of Risk Management and Safety. BUDGET AND FINANCIAL MANAGEMENT CLUB GLEZ ACCOUNT / FOAPAL NUMBER Each club has a financial account set up through the University. The club is expected to conduct all deposits and withdrawals from this account only. Off campus bank accounts are prohibited. The club account is referred to as the club’s GLez account. Each club’s FUND account number is 6 digits beginning with 823 with the last 3 are specific to each club. This number is referred to as the club’s FOAPAL number. The club’s FOAPAL should be documented on all financial forms when being submitted. Baseball Basketball - M Bowling Boxing - M Boxing - W Climbing Curling Cycling Disc Golf Equestrian Field Hockey Figure Skating Fishing Golf Gymnastics Health & Fitness Ice Hockey - M



823509 823641 823238 823180 823286 823285 823642 823250 823207 823085 823134 823171 823012 823496 823021 823634 823511



Pom Squad Rowing Rugby - M Rugby - W Running Sailing Ski & Snowboard Soccer - M Soccer - W Softball Squash Swimming Taekwondo Tennis Triathlon Ultimate Volleyball - M



823277 823188 823379 823431 823028 823170 823086 823499 823504 823631 823230 823640 823033 823470 823424 823300 823155 21



Ice Hockey - W Jump Roping Lacrosse - M Lacrosse - W Martial Arts Nordic Ski



823152 823636 823512 823543 823247 823478



Volleyball - W Water Polo - M Water Polo - W Water Ski Wilderness Wrestling



823505 823125 823313 823403 823463 823347



The designated Treasurer for each club is the individual who is responsible for all GLez transactions, such as check requests, purchase requests, and deposits. It is also the responsibility of the Treasurer to monitor the club’s GLez account and know the club’s financial status at all times. Clubs should not overdraw their account. MEMBERSHIP DUES Each club has the ability to charge dues to its members. Dues must be at least $10 per person per the Club Coordination Council requirements. Clubs may increase dues as long as it’s in conjunction with the club’s constitution. Membership dues payment plan options should be made available to each club member and all membership dues should be deposited into the club’s GLez account immediately after being collected. Payment methods for membership dues is at the discretion of the club officers but can be submitted in the form of cash, check, or online using Rec Register. FUNDRAISING All club sport fundraisers need to be approved by the Club Sports Administrators first and then submitted through SAO360 for official Student Activities Office approval. Approval must be requested at least two weeks prior to the event. All collected fundraising monies should be deposited into the club’s GLez account the next business day. DONATIONS Donations can be made specific to a club sport and may be tax deductible. Donations given directly to the individual club and deposited into the GLez account will not result in a donor receiving proper tax deductible paperwork from the University. In order for donations to be tax deductible, all contributions must be donated through the Development Office, with specific gift designation on which club sport the funds should be given. Donations received from the Development Office will be deposited into the club’s GLez account within three business days. Clubs are encouraged to send Thank You cards/letters to all donors. Individuals may donate online to club sports at https://securelb.imodules.com/s/1210/support/supportform-hybrid.aspx?sid=1210&gid=1&pgid=27565&cid=53325. CASH OR CHECK DEPOSITS All cash or checks may be deposited with the Student Activities Office in 314 LaFortune. The Treasurer should deposit all cash or checks received the next business day.
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CHECK REQUESTS FOR PAYMENT If a club needs to request a check for payment, a Check Request Form must be completed and turned in with proper documentation of the reason for the check. Proper documentation for processing a check request is an invoice for entry fees, dues, supplies, equipment, etc. from the vendor. If an invoice is not available, a screenshot from the website with the information or email correspondence with the event organizer is acceptable. An invoice, screenshot or email correspondence should include the vendor name (pay to the order of), address where the check should be mailed, contact person’s name and phone number. Please indicate on the Check Request Form if the check is to be mailed or picked up in the RecSports Office. Allow for 5-10 business days for a check request to process. Check Request Forms can be found online at http://recsports.nd.edu/club-sports/forms/. NON-EMPLOYEE PAYMENT FOR SERVICES (OFFICIALS / STIPENDS) Due to stringent Internal Revenue Service guidelines, payments to individual contractors for services, such as officials, referees, coaching stipends, etc., cannot be paid with cash. Therefore, each individual must complete a Non-Employee Payment For Services Form. If the individual contactor, such as an official, is scheduled in advance and would like payment on the day of the event, these individuals can complete the form at least two weeks in advance to allow for the check to process. If the form is completed the day of the event, please expect 5-10 business days for the check to process and be mailed. Independent Contractors who have never received payment from the University will need to submit their social security number to Janice Tabb. The individual should contact Janice Tabb at [email protected] to arrange sending the social security number via fax or phone. The Non-Employee Payment For Services Form can be found online at http://recsports.nd.edu/clubsports/forms/. PURCHASE REQUESTS Throughout the year, clubs will need to make purchases such as equipment, apparel, supplies, etc. with their club funds. To be able to do this, clubs will need to work with an University approved vendor to get a quote with pricing and detail of each item and create artwork, if artwork is needed. Approved vendors can be found online at http://licensing.nd.edu/assets/156195/university_vendor_list.february.2015.pdf. Once the club has received the quote and final artwork proof, they need to email it to the Club Sports Administrators as well as a completed Purchase Request Form. Once the Club Sports Administrators receive the proper documentation, they will approve the order and submit it to Janice Tabb for processing through the BuyND system. The club should not place any order with a vendor without submitting a Purchase Request Form and the approval of Club Sports Administration. Purchase Request Forms can be found online at http://recsports.nd.edu/club-sports/forms/. All orders should be shipped to Rolfs Sports Recreation Center. Once items arrive, the club contact will be notified. Once the order has been picked up by the club, the club officer needs to provide any packing slips or do an inventory of the order on the original quote and submit that to Janice Tabb. Vendors should submit invoices with the purchase order number on it to Accounts Payable in Grace Hall. If an invoice
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is placed in the shipment with the ordered items, please turn that into Janice Tabb. Please allow for 2-6 weeks for delivery of equipment and apparel. J.P. MORGAN CHASE CORPORATE CREDIT CARD Each club has the option to apply for a credit card through the University for travel expenses only. Travel expenses include hotel charges, gasoline charges, transportation such as flights or charter bus rental, and meals. Incidental charges may not be charged to the credit card. Typically, the card holder is the club’s Treasurer and is the only person that can use the card. If the club is needing the card, they must complete a Purchase Request Form indicating what they are using the card for to the Club Sports Administration for approval. Once approval is given, the card holder may email Janice Tabb at [email protected] to arrange a time to check out the card the day before or the day off travel. The card must be returned to Janice Tabb the next business day. The card holder should keep all receipts and complete the online expense report by the Tuesday after the trip or the club will have to pay late financial charges. If the card holder cannot travel, another club officer must complete a Visa Card Billing Authorization Form so hotel charges can be still used with the card. To complete a Visa Card Billing Authorization Form, the designated officer will need to schedule a meeting with Janice Tabb and bring with him or her their driver’s license, the hotel confirmation, and a list of all club members staying at the hotel. If the card is lost or stolen, please cancel the card immediately by calling Chase Via at (800) 316-6056 and notify the Assistant Director of Club Sports. TRAVEL CASH ADVANCE (CLUB COMPETITION TRAVEL ONLY) The request for a Travel Cash Advance for club competition travel is done when the corporate credit card holder cannot travel with the team due to an emergency. To request a cash advance, please contact the Assistant Director of Club Sports via email the dates needed, reason, and the amount. Once approved, the designated club officer will need to schedule a meeting with Janice Tabb 5-10 business days prior to travel to complete a Cash Advance Form. Once processed, the cash will be directly deposited into the officer’s bank account. Please keep all original receipts and return any unused money to Janice Tabb no later than the next business day after returning from travel. The Treasurer will need to complete the online expense report and attach all receipts and deposit receipt for cash unused to the report. If the club is needing a cash advance for anything outside of club competition travel, please contact Deb Acrey at (574) 631-7417 or at [email protected] in the Student Activities Office. ONLINE EXPENSE REPORTS The Tuesday following travel, the Treasurer should submit an expense report via TravelND-Concur. All receipts from the trip as well as the Club Sports Travel Form should be attached to the expense report. If a receipt is lost, the Treasurer can fill out a Missing Receipt Affidavit in replacement of the receipt. Also included in expense reports are all cash tips, which are encouraged for bus or taxi drivers, valet, or at restaurants. The Treasurer should keep record of these cash tips and document them in the expense report. Recommended tip amounts are:  Bus trip: $10 per trip or $20 per day, per driver  Luggage handling/valet: $2 per bag 24



 



Taxi: 15% of total cost Restaurants: 20% (Most restaurants already include a gratuity in the billing for large parties)



Online expense reports should be submitted immediately after booking airline and hotel reservations with the club credit card. These reservations are charged immediately to the credit card and if delaying the expense report for these charges could cause additional late fees. Below are common expense types that will need to be indicated on items entered in the online expense reports: TRAVEL 71293 72450 72451 72454 77010 77020 77030 77040 77050 77060 77070 71052 71171 71175 71176 71179 71211 71212 71264 71269 71290 71291 71293 72001 72450 72451 72454 72503 72552 72553



Internet Entertainment - General (Non-Meal) Entertainment - Beverage (Alcohol) Entertainment - Food (Snacks, catering, purchase, carry-in) Airfare (includes baggage fee) Conference Fees (includes entry fees) Ground Transportation-Domestic (Car Rental-Domestic, Gas and Oil for Rental Cars, Taxi, Tolls, Parking, Bus, Subway, Train) Incidentals (includes valet, hotel housekeeping tips) Lodging (includes lodging taxes) Meals (ONLY while travelling outside University) (manual input) Special use only - Domestic Travel Allowance (Per Diem) for student per diem or employee per diem if requesting less then Government Standard Allowance (GSA) SUPPLIES AND EXPENSES Laundry & Dry Cleaning Advertising Photographic Services (Film & Photo) Printing Duplicating/Coping Express Mail Postage Allowance - Moving Credit card finance/late charges Cell Phone - Line Cell Phone - Tolls Internet Supplies Entertainment - General (Non-Meal) Entertainment - Beverage (Alcohol) Entertainment - Food (Snacks, catering, purchase, carry-in, local restaurants & meals) Gifts Memberships/Dues Subscriptions 25



72591 72592 74109 78190



Rental Equipment Rental Facilities Groceries Repair and Maintenance



A Missing Receipt Affidavit can be found online at http://recsports.nd.edu/club-sports/forms/. If you have questions on how to submit an online expense report, you can contact Janice Tabb at [email protected]. SALES TAX CERTIFICATES The University of Notre Dame is exempt from sales tax in many states. If the club is traveling to a state that affords the University the sales tax exemption on lodging, please make every effort to take advantage of this discount. The State Form needed to turn into the hotels can be picked up from Janice Tabb.



CLUB COORDINATION COUNCIL ALLOCATION PROCESS The Club Coordination Council (CCC) of Notre Dame is a subdivision of the Notre Dame Student Government. The CCC is comprised of club members elected by their peers to oversee and represent all of the recognized undergraduate student clubs at Notre Dame. Clubs are divided into six divisions based on their missions:  Academic  Cultural  Social Service  Athletic (Club Sports)  Performing Arts  Special Interest Each division has four representatives on the CCC. Additionally, the CCC is headed by an executive council composed of the CCC President, CCC Vice President, and CCC Controller.
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The CCC provides an annual allocation process that club sports are encouraged to participate in. CCC funding is the main source of University funding that a club can receive. Below are the guidelines for the CCC allocation process: 1. In order to receive the CCC allocation, a club must not have a budget deficit by the end start of the fiscal year (June 30). Clubs with a budget deficit are not eligible for appeals. They may appeal to the CCC for a loan with very strict terms. 2. All club sports are required to collect a minimum of $10 per person in dues. a. Fall dues must be collected by Fall Break. b. Spring dues, and once a year dues, must be collected by March 1. c. For club sports, dues count towards club fundraising. 3. All clubs must fundraise 20% of the total monetary allocation they received from the CCC. 4. Clubs are eligible to appeal to the CCC Contingency Fund twice a year. The Contingency Fund is used when a club needs funding for an event that was not budgeted for or exceeds original budget expectations. Any club making an appeal should be prepared to provide a full ledger of spending, to date, for the academic year, as well as a revised budget for the school year. Specifications to apply for the Contingency Fund are: a. The Contingency Fund Appeal Form must be turned into the CCC at least two weeks before the scheduled event. The form should be turned into the appropriate Division Chair’s Mailbox outside the CCC office in 314 LaFortune in the Club Resource Center. b. Contact the appropriate Division Chair by email after turning in the form to schedule a meeting with the CCC division. c. The Contingency Fund is based on a first come first served basis so please plan accordingly. 5. Club Sports with competitive travel intrinsic to club mission have the option to leave monies in their accounts at the end of the year with no effect on allocation standing. Clubs should explain the purpose of the monies, such as variable yearly travel or unexpected conference fees, in order to avoid a negative impact on requests for future budgets. If the explanation for carry-over is considered legitimate, monies up to 15% of total expenditures from the previous year will not be considered in carry-over balance and used to calculate allocation for the next academic year. Clubs that utilize the max 15% carry over will not be eligible for contingency in the next academic year. RECSPORTS ALLOCATION PROCESS Clubs may apply for additional funding through the Club Sports Office for any unforeseen expenses that occur throughout the year. For example, if a club qualifies for the National Championship, they can request financial assistance for travel-related and/or tournament entry fees. If a club is in need of doing a one-time purchase for new club equipment or team uniforms, they may apply for additional funding. To request additional funds, please send a detailed email to the Assistant Director of Club Sports with your request. Additional information and/or a presentation regarding the request may be required to proceed in the process.
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ORDERING APPAREL & EQUIPMENT ORDERING PROCESS If a club would like to order any club apparel the following steps should be followed: 1. 2. 3. 4.



Selected an approved vendor from the list of University approval companies Communicate with the vendor to create apparel artwork and receive a quote for the purchase Send apparel artwork, quote, and a Purchase Request Form to the Club Sports Administration Club Sports Administration will get Notre Dame Licensing approval of the artwork and then submit the order for processing 5. Club should estimate a 2-6 weeks until product arrives. APPROVED VENDORS If clubs are ordering equipment or apparel with any University logo, they must go through an approved vendor. All University approved vendors can be found online at http://licensing.nd.edu/assets/156195/university_vendor_list.february.2015.pdf. Vendors that are commonly used by club sports are:         



AP Image Team, Inc. (Apparel / Promotional Items – Local)  Website: www.apimage.com  Contact: Mike Costin, (574) 250-4200, [email protected] Boathouse Sports, Ltd (Apparel / Outerwear)  Website: www.boathouse.com  Contact: Mary Ann Reilly, (215) 425-4300 BSN Sports (Under Armor Apparel / Equipment)  Website: www.bsnsports.com  Contact: Scott Zeigler (Local Representative), (260) 403-3347, [email protected] Elevation Sports (Uniforms / Apparel / Lacrosse Equipment - Local)  Website: www.elevationlacrosse.com  Contact: Jeff Robertson, (574) 485-2212 Graphie-Tees (Apparel - Local)  Website: [email protected]  Contact: Lynn Rodriguez, (574) 287-4555, [email protected] Hincapie Sportswear, Inc. (Cycling Apparel / Accessories)  Website: www.hincapie.com  Contact: Drew France, (864) 400-3042, [email protected] Kap7 International (Water Polo Suits / Equipment)  Website: www.kap7waterpolo.com  Contact: Alex Young, (949( 727-3535, [email protected] Kollege Town Sports (Under Armor Apparel)  Website: www.kollegetown.com  Contact: Abby Mazzie, (267) 844-2850, [email protected] Tru West, Inc. (Swim, Water Polo Suits / Accessories)  Website: www.truwest.com 28



 



 Contact: Gary Westwell, (714) 895-2444, [email protected] Varsity Spirt Corp (Pom, Dance, Cheer Uniforms / Accessories)  Website: www.varsity.com  Contact: Jon Michael Livaudais, (800) 533-8022 ext. 5871, [email protected] Team Pride Athletics (Apparel - Local)  Website: www.teamprideathletics.com  Contact: Stan Keim, (574) 274-7015, [email protected]



If clubs are ordering equipment without any ND logo, they can purchase it through any company with the approval of the Club Sports Administration. PACKING SLIPS / INVENTORY All club orders should be mailed to Rolfs Sports Recreation Center. Once packages are delivered, the Club Sports Administrators will contact the club contact for pick up. The club officers are responsible for turning in any packing slips to Janice Tabb, Financial Administrative Assistant. If the item does not have a packing slip, please take inventory of the items delivered from the original quote and turn that in. Once the packing slip or list of items received has been turned into Janice Tabb, she can them process the order for payment to the vendor. RISK MANAGEMENT WAIVER, RELEASE AND INDEMNIFICATION AGREEMENT Each member of the club sport must complete and sign a Waiver, Release and Indemnification Agreement to participate in at least one club activity and should be completed prior to any club participation. Completion of this agreement can be done on imleagues.com when registering for a particular club. Agreements will be kept on file with the Club Sports Program. PERSONAL HEALTH INSURANCE Participants are responsible for purchasing and maintaining a comprehensive health and accident insurance policy. By signing the Waiver, Release and Indemnification Agreement, a participant acknowledges that he/she has adequate medical insurance to cover any injuries that may result from participation in club sports. INCIDENT REPORT FORMS Should an injury or other hazardous event occur during any club event, an Incident Report form must be completed and submitted to the Club Sports Administration within 24 hours of the event. Forms can be located at Rolfs Sports Recreation Center Main Desk, within the club first aid kits, and with the Club Sports Administration.
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FIRST AID KITS First Aid Kits will be provided to all club sports. First Aid Kits should be taken to all club practices and events. Club officers may get additional medical supplies from the Club Sports Administrators when needing more. First Aid Kits should be turned in at the end of the school year and the club will be charged for the kit if not turned back in at the end of the school year. The Club Sports Office will provide medical kits for home events where a Certified Athletic Trainer will be present. BASELINE CONCUSSION TESTING Certain high risk sports require each member to complete a baseline concussion testing prior to participation. In the event of a concussion, club members may not return to play until cleared by a medical professional and a note of clearance is given to the Club Sports Office. ATHLETIC TRAINERS Club Sports that are considered to be moderate to high risk are required to have medical coverage at all home events. Certified Athletic Trainers will be scheduled through the Club Sports Administration, however, the club is responsible for payment. The scheduling of a home event where medical coverage may be necessary must be done at least two weeks in advance. If medical coverage cannot be secured, the event will be cancelled. CONTRACTS Per University policy, students are not allowed to sign any type of contract, such as a game agreement, facility rental contract, hotel contacts, airline contracts, etc. Any contract or agreement that the club may receive that requires a signature must be turned into the Assistant Director of Club Sports for signature routing. The Assistant Director will send the agreement/contract to the appropriate individuals on campus for signature. Please let the vendor know that this process can take 5-10 business days. EMERGENCY PROCEDURES EMERGENCY EQUIPMENT AED’s are located at the following locations:      



Rolfs Sports Recreation Center: at the Front Desk Rolfs Aquatics Center: in the First Aid Cabinet on Pool Deck Rockne Memorial Gym: at the Front Desk Joyce Center: Mounted on the wall at the Security Office Loftus: Mounted on the wall across from the Office Compton Family Ice Arena: in the Zamboni Room & Lefty Smith Rink



Additional emergency equipment will be provided on site if a Certified Athletic Training is covering the event.
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EMERGENCY PROCEDURES Role of First Responders:  Assess the situation  Provide immediate care of injured or ill student-athlete o On- site certified athletic trainer is the “lead” person  Activate EMS if necessary o “Lead” ATC designates: Club Officer or Club Sports Supervisor to call o Provide the following information: name of first responder, location of injured student athlete, phone number you are calling from, number/condition of individuals injured (be specific especially if cardiac condition suspected), level of consciousness, treatment provided, directions to location, and other information as requested. Request ETA from operator to determine appropriate transportation o Meet EMS at appropriate location o Provide scene control by limiting area to immediate EMS and first aid providers  Notify Club Sports Administration immediately  Obtain contact information for the injured athlete FACILITIES FACILITY REQUESTS Each facility used by a club must be safe and appropriate for the specific activity. In order to secure University facilities, please follow these guidelines: 1. Email the Assistant Director of Club Sports with facility requests. Please include day, time, location, and equipment needed. All home events (games, tournaments, fundraisers, etc.) must be approved by the Assistant Director of Club Sports. 2. Once the Assistant Director receives the requested information, they’ll forward the information to the appropriate department where space is requested. 3. Facility requests are not confirmed until the Assistant Director of Club Sports emails the club contact back with confirmation. HOSTING HOME EVENTS If clubs are wanting to host home events, they need to contact the Club Sports Administration for approval first. Assigned facilities will be determined on availability and reservations are on a first come first serve basis. Reservations should be requested at least two weeks in advance. Clubs are responsible for booking their own officials/referees. Home events scheduled Monday – Friday cannot begin before 5pm. Clubs are also not permitted to host events on the following:  Home football game days (no exceptions)  Fall, Winter, or Spring Breaks  Junior Parents Weekend  Easter Weekend (Friday – Monday) 31



***Exceptions to this policy may be granted by the Assistant Director of Club Sports if conference/league games are necessary for qualifications for regional or national championship play. CLASSROOM REQUEST If your club would like to reserve a classroom on campus to meet, please submit an SAO360 Meeting Room Only request online. LOCKER ROOM USAGE Rolfs Sports Recreation Center locker rooms are available for visiting teams. If a visiting team requests access to a locker room, please communicate the request to the Club Sports Administration to arrange access. CLUB EQUIPMENT AND MERCHANDISE INVENTORY All club equipment purchased by the University of Notre Dame with club monies becomes the property of the University. Clubs are required to fill out an equipment inventory each year of all club owned equipment. The inventory sheet will be kept with the Club Sports Office. STORAGE OPTIONS The Student Activities Office offers student clubs limited storage lockers. Clubs may contact SAO to find out the availability of any storage lockers. CLUB MARKETING Club Sports are encouraged to do marketing to help with recruitment and campus awareness. There are many avenues for which to market your club: 



Student Activities Night: This is an annual event sponsored by the Student Activities Office for students interested in joining a student clubs. Each club can reserve a table once they completed the annual club registration process each spring.







Club Sports Directory: Each club has information listed on the Club Sports website at http://recsports.nd.edu/club-sports/. If the information needs updated, please contact the Club Sports Administrator.







Facebook / Twitter / Instagram / Snapchat: The Club Sports program will promote upcoming events and results through the RecSports social media outlets, University of Notre Dame Rec Sports or ndrecsports. Clubs may create their own social media outlets as long as they do not promote events that are not club related and posts are in compliance with the mission of the University and duLac.
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Club Websites: Clubs are encourage to create a website through Notre Dame with a nd.edu URL. Outside sourced website templates are not permitted. For more information, go to http://conductor.nd.edu/. If a club currently has a Notre Dame sponsored website, Student Activities Office can provide the current username and passwords for access.







Club Emails: Each club has their own University email that the President should check on a regular basis. The club email should be used to promote the club on marketing materials, websites, etc. To gain access to the email and/or to reset the password, a club officer should contact Kathy Dougherty, SAO Administrative Assistant, at [email protected].







Student Activities Office: SAO offers University bulletin boards to market club events as well as space for table tents, banners, and informational tables. All marketing material posted on bulletin boards needs stamped by the Student Activities Office.







News Media Interviews: A club should not conduct interviews with any news media (television news channel, local paper, National Governing Body magazine, etc.) without first notifying the Club Sports Administration for approval.
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