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Introduction           
 
Congratulations on taking the initiative to learn more about graduate student clubs and 
organizations on campus. There are over 200 undergraduate and graduate student clubs 
and organizations—they are a significant part of what makes the Brandeis campus 
unique. Students and staff work together in order to provide social, cultural and 
educational opportunities inside and outside of the classroom for the University 
community. 
 
This Handbook is a resource for the members of the graduate student community who are 
involved with planning events and activities and who have leadership roles within 
organizations. One of the aims of the Office of Graduate Student Services is to provide 
information and resources necessary to support graduate student clubs and organizations 
in their programming and events. The Coordinators of Graduate Student Services serve as 
a liaison between graduate students and University Administration, and advice and assist 
the Graduate Student Association and Graduate Student Senate. We work to provide 
resources and services and coordinate events and programming between the three 
graduate schools on campus. The Coordinators are Jessica Basile, basile@brandeis.edu, 
x63606 and Kristen Mullin, mullin@brandeis.edu, x63601. 
 
We hope that this Handbook will guide you through a successful club and organization 
experience during your career at Brandeis. Please feel free to stop by the Graduate 
Student Center in the Usdan Student Center, room 127, at any time with questions or 
concerns. 

mailto:basile@brandeis.edu
mailto:mullin@brandeis.edu
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Life of a Club           
This section of the handbook takes you through the different stages of forming and 
managing a club. It will  explain how to formally create an organization, what resources 
are available to graduate student clubs and organizations, what responsibilities are placed 
on groups once they are established, what student leaders can do to strengthen those 
groups, and how organizations can sometimes “pass on.” 
 
Graduate Student Clubs and Organizations  
Several types of student organizations exist at Brandeis. These include the Graduate 
Student Association (GSA), the Graduate Student Senate, GSA Recognized 
Organizations, GSA Chartered Organizations, various organizations within each of the 
three graduate schools and within specific departments and programs, and Graduate 
Student Services (GSS) affiliated programs. All of these organizations have different 
roles, responsibilities, and ways of doing business. The following descriptions will help 
you in recognizing some of the different positions and groups. 
 
Graduate Student Association and Graduate Student Senate
Brandeis’ graduate students’ government consists of the Graduate Student Association 
and the Graduate Student Senate. The GSA is comprised of all members of the graduate 
student body (that means you!), which elects every year members of the GSA Executive 
Committee. The Executive Committee has the following positions: President, Vice-
President, Treasurer, two Social Coordinators, Web Editor, the Representative to 
Brandeis’ Board of Trustees, and the Graduate Research Symposium Coordinator. The 
Graduate Student Senate is comprised of ten students from the Graduate School of Arts 
and Sciences (GSAS), five students from Heller School for Social Policy and 
Management (Heller), and five students from the International Business School (IBS).  
 
The primary purposes of the GSA and Graduate Senate are: 
⇒ To provide a forum for issues of concern to graduate students  
⇒ To represent graduate student interests before Brandeis faculty and administration  
⇒ To organize, promote, and conduct activities beneficial to graduate student life  
⇒ To disseminate information of interest to graduate students  
⇒ To aid in the creation of and provide support and assistance to graduate student clubs 

and organizations  
⇒ To select graduate students for appointment to faculty and university committees 
 
GSA Recognized Clubs:
The GSA Executive Committee is responsible for the recognition of student clubs and 
organizations at Brandeis. The Executive Committee establishes guidelines and 
procedures that student clubs and organizations must follow in order to become 
recognized by Brandeis University. Recognized clubs must complete forms on file with 
the Graduate Student Services on a yearly basis. Once recognized, clubs are allowed to: 
1) reserve University facilities, 2) use the University name and logo, 3) have access to 
Brandeis web space; and 4) use GSA and GSS resources including the GSA Lounge and 
the Graduate Student Center. Recognized clubs may also set limits on their membership. 
Recognized clubs must complete forms on file with Graduate Student Services on a 
yearly basis in order to continue their club status. 
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GSA Chartered Clubs:
If a club desires to have financial support for its activities, it should seek to be chartered.  
This status entitles the group to all of the above named privileges in addition to funding 
from the GSA. A chartered club, unlike a recognized club, must be open to all graduate 
students on campus, and must include in their forms the following statement: “The X 
Club is open to all members of the Brandeis Community. The X Club does not 
discriminate against members on the basis of sex, race, religion, sexual orientation, class, 
age, nationality, or physical ability.” Chartered clubs must complete forms on file with 
Graduate Student Services on a yearly basis. 
 
Resources For Clubs and Organizations 
There are a number of resources available to those graduate student groups who decide to 
officially register as a club or organization under the GSA. 
 
Brandeis Name:
Both recognized and chartered clubs and organizations may use the Brandeis name and 
logo in their information and/or promotional literature. This can be advantageous in 
interactions with organizations outside of Brandeis, as it provides a professional status to 
the club or organization. 
 
Facilities on Campus:
Both recognized and chartered clubs and organizations have the right to reserve a variety 
of facilities on campus. These include: 

• A/V equipment (for details on how, see pages 7-8) 
• Space on campus (for details on reserving space, see page 10) 
• Public safety details (for details see page 8) 
• Media (for details see page 12) 

 
Web Space (IBS Only): 
To request Web Space, a representative should fill out this form.  
https://unet.brandeis.edu/groups/
 
Additional information about clubs is available at: 
http://lts.brandeis.edu/techresources/webpublishing/#Group_Club_Pages  
 
If you need assistance in setting up your Club’s Web Site, feel free to contact the 
Instructional Technology Resource Center (ITRC) at 781-736-4739 or via email at  
itrc@brandeis.edu.  
 
The International Business School will provide a link on their website for all clubs along 
with a brief description and contact names. Please email Jim La Creta, at 
jlacreta@brandeis.edu, to have this information posted.  
 
GSA/GSS Resources:
Both the GSA and GSS have graduate-only space available to graduate student clubs and 
organizations in the Usdan Student Building. The GSA has a lounge space in Usdan 51 
that has a computer and a large-screen television. The offices for Graduate Student 
Services are located in the Graduate Student Center, Usdan 127. The Graduate Student 

https://unet.brandeis.edu/groups/
http://lts.brandeis.edu/techresources/webpublishing/#Group_Club_Pages
mailto:itrc@brandeis.edu
mailto:jlacreta@brandeis.edu
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Center includes lounge space with subscriptions to the Boston Globe, NY Times, the 
Chronicle of Higher Ed, along with a number of magazines. There is a microwave, 
refrigerator and telephones for graduate student use. The Center also has a computer 
room set up with 9 computers, both Macs and PCs, and a laser printer. 
 
 
Funding:
Chartered graduate student clubs are able to request funding from the GSA. For details on 
how to request GSA funds, please see page 9. Recognized clubs cannot request funding 
from the GSA, but can be relatively creative in their fundraising, from establishing 
member fees to throwing fundraising parties. 
 
 
Establishing a Club or Organization 
Establishing a club at Brandeis is a relatively simple process. Here are the necessary steps 
for requesting a charter or recognition from the GSA: fill out the Club Application form 
available online via www.brandeis.edu/gsa, or by emailing one of the Coordinators of 
Graduate Student Services. These forms are Word documents (examples in appendices): 
fill them out, save them and then send them to the GSA Vice President, Daphne Hunt at 
dhunt@brandeis.edu. Daphne will then be in touch with you to let you know that the 
GSA Executive Committee will vote on your club or organizations’ status at one of the 
regularly scheduled GSA meetings. At least one representative from your club must be 
present at the meeting in which your club will be voted on, and should be prepared to 
answer any questions about the club that the Executive Committee may ask. Make sure 
you print out a hard copy of the forms and bring them with you to the meeting to hand 
over for GSA and GSS records.  
 
Each year, the GSA Vice President requests a club renewal form from club leaders in 
order to ensure that all clubs on record are still active, are able to receive important 
communications, have updated club leader contact information on record with the 
Student Union, and have resubmitted the MA State Law anti-hazing form. Failure to 
submit these forms before the date established by the GSA can lead to the dechartering of 
your club or the withholding of allocated funds. 
 
Graduate Student Activities Fair:
At the beginning of each academic year, a Graduate Student Activities Fair is held for 
students to discover what programs and activities various departments, offices, clubs, and 
organizations are planning and implementing at Brandeis. This is a great opportunity to 
discover what kinds of clubs and organizations exist on campus, as well as for your group 
to recruit new members! Be sure to come with information about your activities and how 
students can become involved. For more information about involvement and 
participation, please contact one of the Coordinators of Graduate Student Services. 
 
Meetings 
The heart of every club or organization can be found during its meetings. Meetings can 
range from a lighthearted, informational gathering of general members to a heated 
decision-making session for executive board members. Good meetings are always a result 
of careful planning and preparation!  There are different styles to running a meeting.  

mailto:dhunt@brandeis.edu
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Whether you use parliamentary procedure or a more relaxed format, it is important to 
know what your purpose and goals are, how you hope to accomplish your goals, and how 
you communicate. 
 
 
Agendas: 
Preparing an agenda not only communicates to your group what the meeting is about, but  
also makes you think in advance about what information you would like to cover during 
the  meeting. When creating an agenda, keep in mind who will be at the meeting, in what 
kind of space the meeting will be held, and how long you wish the meeting to run. 
Miscalculations of any of the above can lead to a disorganized and unproductive meeting. 
The following is a generalized checklist that you can use when creating your agenda: 
• Name of Club/Organization 
• Title of meeting (Retreat Planning Meeting, Executive Board Meeting, etc.) 
• Who is calling the meeting 
• People Attending 
• Date 
• Starting time 
• Ending time 
• Desired outcomes, tasks (who hangs flyers; ratify a constitutional amendment, etc.) 
• Decision-making method (voting agreement of all members) 
• Sequence of items 
• Person(s) responsible for each item 
• Procedure for dealing with each item 
• Time allotted for each item 
 
Running Meetings: 
Here are some helpful tips to help guide you through a productive meeting. 

1. Begin meetings on time, and don’t interrupt your progress to fill in stragglers 
on what they have missed. 
2. Have all resources (agenda, handouts, etc.) easily available to all participants. 
3. Do not waste time reading through information that can be easily distributed or 
posted. 
4. Establish time limits for potentially lengthy agenda items and make all 
participants aware of these limits. 
5. Stick to your agenda! 
6. Accomplish purposes; restate conclusions as needed. 
7. Encourage individuals to speak up and respect each opinion.  
8. Finish on time, and on a positive note.  

 
Delegation:
Delegation, one of the keys to being an effective leader, is the process of granting the 
authority and responsibility for performing a task to another individual. 
 
How To Delegate: 

• Set overall goals for the organization (with group members) 
• Break goals into smaller projects that can be delegated 
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• Determine when projects need to be done—Make Matches  
• Determine the interest level of members 
• How much time do they have available? 
• Assess members’ expertise or decide who has some abilities that can be used to     

acquire the expertise 
• Instill a sense of responsibility in the volunteer 
• Describe the objective or task with as much detail as possible 
• Suggest methods of implementation 
• Suggest standards of quality 
• Establish a mutually agreeable deadline for completion 
• Establish a contingency plan to determine what they should do if they get stuck or 

if something goes wrong 
• Repeat the agreements (in writing or through email) to ensure understanding  

 
Transitions 
Every year, there is a time of transition when outgoing and incoming officers relieve and 
accept their positions. This is a critical time period for any organization! Leadership 
transition between outgoing and newly elected officers is like the passing of a baton 
between two members of a relay team at a track meet. Just as a smooth transfer reduces 
time and creates the potential for advancement on the track, the transition between 
leaders can strengthen the organization. This timing can be the difference between a 
successful year and one in which the officers feel like they are always trying to catch up. 
Post election or selection activities are the heart of the transition process. The key to 
ensuring a successful transition is to make sure the new officers are aware that their 
participation is a fundamental obligation to holding an office or a position. 
 
Some topics that outgoing and incoming officers might want to discuss include: 

• a historical perspective of the organization as well as a review of the formal       
organizational structure 

• documents such as the constitution & by-laws, job descriptions, and policies and       
procedures 

• the previous year’s goals, projects and activities describing both successes and 
failures available and necessary resources that were needed to lead the 
organization 

• review financial procedures and discuss the summary/projection of the budget 
• familiarity with files, use of equipment, and other organizational resources  

 
Leadership transition is a means to maintaining organizational productivity by having 
experienced officers assist in the training and sharing of information with their peers who 
are taking leadership positions. 
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Budget            
This section discusses how clubs and organizations can receive funding, how to generate 
extra funding through avenues such as co-sponsorship, and how to estimate some of the 
costs that might be incurred throughout an academic year. 
 
Graduate Student Activities Fee 
Every graduate student, as part of their University Fees, pays the Graduate Student 
Activities Fee, which is equivalent to point one percent (0.1%) of tuition. This fee is 
collected by the University and is given to the GSA for distribution. The GSA Executive 
Committee works with the Graduate Student Senate to allocate these monies. Certain 
percentages are provided to the Social Coordinators of the GSA for various regular 
programming, to the Symposium Coordinator for the Graduate Research Symposium, and 
to graduate student clubs and organizations. 
 
Requesting Funding from the GSA 
Here are the necessary steps for requesting funding from the GSA: First make sure that 
you are already a chartered club through the GSA. Then, fill out the necessary forms 
available online via www.brandeis.edu/gsa, or by emailing one of the Coordinators of 
Graduate Student Services. These forms are Word documents (examples in appendices): 
fill them out, save them and then send them to the GSA Vice President, Daphne Hunt at 
dhunt@brandeis.edu. Daphne will then be in touch with you to let you know that the 
GSA Executive Committee will vote on your funding request at one of the regularly 
scheduled GSA meetings. At least one representative from your club must be present at 
the meeting in which your request will be voted on, and should be prepared to answer any 
questions about the request that the Executive Committee may ask. Make sure you print 
out a hard copy of the form and bring them with you to the meeting to hand over for GSA 
and GSS records. 
 
Requesting Funding from IBS (IBS Clubs Only) 
 
Clubs requesting funding should submit a budget outlining their requests stating how the 
funds will be used. The next step is to meet with Jim La Creta or Kate Goldfield for 
approximately 10-15 minutes in order to answer any questions about the request. 
Following this meeting a decision will be made regarding the allocation of funds for the 
organization. Requests for funds not listed on your budget will be handled on a case-by-
case basis.  
 
Budgeting for Events 
Here are some costs that you will need to consider when planning an event on campus. 
Recognized graduate clubs and organizations need to work with one of the Coordinators 
for Graduate Student Services in order to reserve facilities on campus. Please email us to 
set up an appointment where we can talk about your programming needs. Chartered clubs 
can work directly with Conference and Events, the department that coordinates facilities 
on campus. For more details regarding the costs or resources of audio-visual equipment, 
food, rental equipment, custodial or police coverage, chartered clubs and organizations 
should speak with a representative from the Conference and Event Services Office, Kutz 
009, x64300. 

mailto:dhunt@brandeis.edu
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Audio Visual Equipment: 
Audio Visual equipment checkout is located in the Goldfarb Library, Level III, and 
Room 15. Call the Equipment Coordinator, x64635, to schedule pickup or delivery.  LTS 
offers a substantial discount on AV equipment rental to Brandeis University student 
groups who comply with the following terms and conditions: 
1. The student group must be recognized by the student government. 
2. The equipment must be used for an official group function. 
3. Groups must obtain an authorized signature from the Office of Graduate Student 
Services on the rental form. 
4. A minimum one week notice is required. 
5. Equipment is provided for on-campus events only. Equipment may not be removed 
from campus under any circumstances. 
6. Equipment must be picked up and returned during Media Services business hours 
(Monday-Friday, 9:00-5:00). 
7. The student group will set up all equipment themselves without Media Services 
assistance.  The student group may request and receive training from Media Services in 
the setup and use of the equipment if the request for training is made at least one week 
prior to the event. 
8. Media Services may require users to be trained on some equipment before it can be 
rented. 
9. After the event, the equipment must be returned on time. Late return of equipment will 
result in the imposition of the standard fines charged to all users. 
10. Any equipment that is damaged or stolen will be repaired and/or replaced at the 
expense of the borrower. 
11. All conditions of the LTS Media Services Service Level Agreement apply to student 
group users as well as everyone else. The Service Level Agreement is posted on the LTS 
web site. 
12. LTS Media Services only has a limited amount of equipment. We reserve the right to 
limit the number of student groups that can borrow equipment at the same time and to 
limit the number of times any group can borrow equipment over the course of a semester. 
13. Academic use of equipment has priority over all rentals so, in some cases, 
confirmation of equipment availability may not be given until one week before the event, 
regardless of how far in advance the request is made. 
14. Student Groups meeting all the above conditions may rent LTS audiovisual 
equipment from Media Services at the discounted rates. 
 
Custodial and Safety Coverage:
Custodial Coverage is estimated at $20-30 per hour; 4 hour minimum; depending on day 
and time. 
Brandeis Campus Police is estimated at $30 per hour; 4 hour minimum; depending on 
day and time. 
Waltham Police is estimated at $35 per hour; 4 hour minimum; depending on day and 
time. 
For some events, a metal detector is required at the entrance of the event for the safety of 
all attendees. The need will be assessed and arrangements will be made through the 
Department of Public Safety. When you make arrangements with Conference and Events, 
you need to describe to them the nature of your event: will it be limited to the on-campus 
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community or open to the public? If it is open to the public, Public Safety will want to 
also be made aware of the details, and Conference and Events can help you with that. 
 
Refreshments
Student groups are allowed to use off-campus catering groups and delivery services for 
their various events. You are welcome to go to any grocery store, restaurant, or deli in the 
area and bring back to campus the food and drink. You are also welcome to use Aramark, 
Brandeis’ food service. If you’d like to use the on-campus service, call Conference and 
Events at x64300. 
 
Special Financial Information 
Contracts
All contractual agreements entered into by Brandeis clubs, organizations, or departments 
must be approved and signed by the University Treasurer. No student or staff member 
should ever sign on behalf of the University! This includes agreements with performing 
groups, service providers, and coaches. These regulations are designed to protect both 
students and the University from unnecessary liabilities. Graduate Student Services can 
help you through the process of completing contracts. 
Chargelines
Many offices that work with event planning on this campus may ask you for a chargeline. 
This is a number that the University uses for billing purposes. It is connected to the 
appropriate office, department, or group which is incurring the cost and also distinguishes 
what the expense is. If you have any questions about chargelines, and you are a chartered 
club or organization, please see the Treasurer of the GSA. If you are a recognized group, 
see one of the Coordinators of GSS. 
Tax Forms
Individuals providing services to campus clubs, such as consultants, speakers, coaches, or 
instructors, are required to fill out and submit a W-9 form in order to be paid. Copies of 
this form are available in the Graduate Student Center. Please make an appointment with 
either of the Coordinators if your club plans on paying someone for services. There are 
important tax issues that we must consider! 
 
How to get reimbursed (For IBS Only) 
 
If you have a receipt request a reimbursement in writing to Student Services, attach the 
receipt, and bring it to the Student Services Office. Only one member of the club may 
request reimbursement. Assign an official member the duty of submitting and distributing 
reimbursement for the year usually the president or treasurer. Please be sure to have all of 
your receipts from an event before submitting. You should include the following 
information: 
 

▫ Name and club name 
▫ Event and date of event 
▫ Reason for items purchased and amount spent 

 
You will receive a check in your mailbox in 5-10 Academic days. 
 
If there is no receipt for the item purchased, then speak or email Student Services. 
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Programming           
Event planning at Brandeis can be challenging, especially when you don’t know where to 
start. This section will help you set a timeline for your event, give you some publicity 
ideas and posting guidelines, and provide other resources that will help your event be 
successful. 
 
Programming Resources 
There are many resources on campus that are available to students. The GSS 
Coordinators can be a resource for students in the planning process. We have ideas and 
suggestions about budgeting, advertising and promotion, as well as contact information 
for campus resources, agencies, and other resources. Please feel free to email us with 
questions or set up an appointment. 
 
Reserving Space on Campus 
Conference and Events Services handles all room bookings on campus, with the 
exception of those rooms located inside the Shapiro Campus Center. Contact CES 
(x64300) to reserve any classrooms, spaces in Usdan, Hassenfeld Conference Rooms, etc.  
Residence hall lounge space inquiries should be directed to the specific Quad director of 
that area. To book a room in the Shapiro Campus Center, groups are required to fill out a 
“Shapiro Campus Center Space Request Form.” These forms can be picked up in the 
Department of Student Activities, and should be returned to the Evening Operations 
Coordinator in Student Activities. 
 
“Coffeehouses” 
Many undergraduate student clubs choose to hold a coffeehouse on campus. These events 
might include on campus acapella groups, comedy performances, or open mic sessions. 
The most popular location to hold a coffeehouse on campus is Chomondley’s, located on 
the first floor of the Castle Quad, one of the Residence areas.  Each semester, “Chums” 
holds a lottery to allocate dates to campus groups for coffeehouses.  Graduate clubs can 
also use this space. In order to be included in the lottery process, your club must send one 
representative on the scheduled night to participate. Coffeehouses in Chums are 
traditionally held Monday, Tuesday, and Wednesday nights from 9pm until midnight.  
Out of consideration for the residents of the Castle Quad, we ask that you please schedule 
louder acts (bands, etc) before 11pm!  Chums has a small sound and lighting system that 
groups may use. Events may also be held in the Carl J. Shapiro Theater and in the Stein. 
For more information on Chums or the Theater, please contact the Office of Graduate 
Student Services. 
 
“Stein Nights” 
Stein Nights are events that are planned in the dining and pub facility, The Stein, found in 
the Hassenfeld Conference Center. What makes this location special is the layout of small 
cafe tables and chairs, the dance floor and the bar area. The Stein has a pub menu that is 
available from 9 – 11 pm to complement your event. In addition, this location can serve 
beer and wine to guests over 21 and with proper identification. An event planner can 
work with the management to provide catered food free for the guests of the event. The 
types of entertainment that tend to work the best in the Stein are: comedy, bands, acoustic 
acts, mocktail nights, game nights, Kareoke/DDR, and coffeehouses. In order to book 
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The Stein, contact Conference and Events Services, and once confirmed you will meet 
with the management of The Stein. Once the location is booked, please contact the Office 
of Graduate Student Services to assist with the details. Depending on your needs, police 
detail and additional support service fees may apply. 
 
Event Planning 
12 Easy Steps to a Great Program 

1. Brainstorm ideas for the program 
2. Evaluate needs of the audience, facility & performers/speakers 
3. Pick top three spaces, dates, and times for the event (be aware of holidays, 
vacations, & other events) 
4. Begin thinking about the details of your event 
5. Develop a Budget 
6. Talk with Conference and Events and the Office of Graduate Student Services 
7. Promote Your Event. Word of mouth is the best publicity for your event, but 
other ideas include: 

Flyers/Posters 
Promotional items 
Email 
Voicemail 
Brandeis media options 

8. Details Before the Event. Confirm details with CES about food, set-up, etc. 
9. Day of the Event. Arrive 30-60 minutes early to make sure that everything is 
set up correctly, get entrance ready (ticket table, money box) , check equipment, 
meet and greet performer, speaker, artist, or other (plan introduction), meet and 
greet support staff (Police, Conference and Events, Custodians, Catering) 
10. Enjoy Your Program 
11. Evaluate, Evaluate, Evaluate. Write down attendance, problems occurring 
during planning or during program, effectiveness, feedback from presenter, 
performer, audience, etc., contact names and numbers that you used 
12. Follow Up. Write thank you notes, follow up with payment (if needed), and 
analyze what could have made program better 

 
Promotion 
Publicity and promotion for an event is one of the most important steps in ensuring the 
success of the program. If you plan an exciting event, but don’t take the time and effort to 
market the program, no one will know about it. This section focuses on some tips of the 
trade as well as explains some of the resources that Brandeis has in order to assist you in 
this endeavor. 
 
There is no such thing as too much publicity! Go above and beyond the posters and flyers 
and be creative! You need to make your publicity, and your event, stand out from the 
rest. However, it is always important that you remain respectful of University property. 
Your publicity needs to catch someone’s attention, but the person also needs to know 
why they would be interested in the event. What benefits surround your program? Try 
spicing up your wording in order to intrigue your audience. 
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Consider your purpose, audience, and budget. Be thoughtful about your strategy to 
publicize. Think about questions such as: Why are we holding this event? What are the 
outcomes that we would like to achieve? Who do we want to attend? How does our 
marketing plan fit with our proposed audience? How much money do we have to spend?  
Lastly, what resources do we have? 
 
Once you have figured out what you want to do base on your budget, audience, and 
purpose, you should develop a timeline of when you want to implement each strategy. 
Assign people to each task and follow up with them. Plan ahead so that you have enough 
time!  Use your mouth: word of mouth, or talking about your event with others, is one of 
the best strategies to marketing your event. In everyday conversations with your friends, 
professors, staff and others, talk about your program. Don’t forget the “day of” publicity:  
Even though on the day of your event you will be busy, it is important not to forget to 
market your event. Having someone walk around with a sandwich board, distributing 
handbills, chalking sidewalks, and teasers will help build excitement for those last minute 
audience members. 
 
Media Options: 
My.brandeis.edu: Events can be posted on the University’s calendar section of the 
my.brandeis.edu website. This calendar is also used to feed data to the plasma screen 
television in the atrium of the Shapiro Campus Center. Visit the website for more 
information. 
Email Announcements: In addition to sending announcements to your own club’s     
mailing list, you can submit announcements to be sent to the entire graduate student body 
via email. For more information, contact the Office of Graduate Student Services. 
Campus newspapers and radio: the Justice can do News Briefs, Coming Attractions, and 
ads. Get pricing information by calling the Justice directly (x63750). Deadline for 
information is Friday by 5 PM. WBRS FM 100.1. At least one week in advance of the 
date of which you want “spots” to start, email them to psa@wbrs.org. 
Student Mailboxes: If you wish to advertise to all students through a mailbox stuffing, 
you must obtain permission from the Office of Graduate Student Services. Bring a 
sample of the flyer you plan to show to the Graduate Student Center and talk with one of 
the coordinators about your event. 
 
Posters: Keep the design simple, interesting, and clean. Include the who, what, where, 
when, and why of the program. Make sure all spelling is correct! Use unique ideas: cut 
into different shapes, use colors; anything out of the ordinary. Take time and effort (it 
will make a difference). Post in appropriate areas that target your audience 
 
 
 
 
 
 
 
 
 

mailto:psa@wbrs.org
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Chartering Process for Graduate Student Organizations______                    
The Dean of Student Life has delegated authority to charter or recognize new graduate 
student organizations to the Graduate Student Association (GSA).  Such groups must 
apply (by completing the attached form) for a charter or recognition from the GSA. 
 
In making these determinations, the GSA will consider the accuracy and descriptiveness 
of the club name, the openness of the proposed club to all members of the Brandeis 
graduate student community, the need to encourage diversity among Brandeis clubs, and 
accountability for club financial transactions. Recognized and Chartered clubs receive all 
the same benefits (inclusion in Brandeis club listing, ability to use space on campus,  use 
of the Brandeis name in association with the name of the club/organization, website), 
except that a chartered club can also request funding from the GSA. 
 
Charters and recognitions are issued in the form of a letter from the GSA with copies to 
the Coordinator of Graduate Student Services, Dean of Student Life, Director of 
Conference and Events Services, and other appropriate administrators.  Clubs renew their 
charter by signing the form “Organization Acknowledgement of the Hazing Law of the 
Commonwealth of Massachusetts,” at the start of each successive academic year.
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Application for Charter/Recognition 
(Please circle which type of organization you are applying for) 
 
 
Name of Club / Organization: 
Contact Person:  
Email Address: 
Telephone: 
Campus Address:  
 
Please use all the space that is needed to fully describe the requested information. 
 
General Purpose of Club:  
 
General Methodology and types of planned activities : 
 
Approximate number of meetings per semester: 
 
Nature of any affiliation with other Brandeis undergraduate or graduate student 
club(s) or academic/administrative department(s): 
 
Nature of any affiliation with state, regional, or national organization(s): 
 
Nature and source of available funds: 
 
Person completing this form:                                                     Date: 
 

Club Statement: 
 
_________________________________________________________________ 
(Name of club) 
Will not discriminate on the basis of race, color, age, religion, national origin, sex, 
sexual orientation, or disability in its programs and activities. 
 
____________________________________________ _____________________ 
Signature       Date 
Attach copy of constitution of organization if applicable.  



 
Office of Graduate  Mailstop 207   781-736-3601 
Student Services  PO Box 549110  781-736-2891 Fax 
Graduate Student  Waltham, Massachusetts 
Center    02454-9110 
 

 
ORGANIZATIONAL ACKNOWLEDGEMENT OF THE HAZING LAW OF THE 

COMMONWEALTH OF MASSACHUSETTS 
 

 
I, ______________________________________, certify that I am the properly 
 (please print name of student leader) 
 
elected or appointed head of the recognized Brandeis graduate student organization called 
 
 
(please print name of organization) 
 
 
I further certify and acknowledge that I have received the statute of the Commonwealth 
of Massachusetts (chapter 269, as reproduced in the Rights and Responsibilities” 
handbook 2004-2005) regarding that practice known as hazing. 
 
 
I further certify that each member of, or application to, the above named organization has 
received a copy of the Massachusetts statute on hazing. 
 
 
I further certify and acknowledge that the above named organization understands and 
agrees to comply with the provisions of the Massachusetts statute on hazing. 
 
 
 
___________________________________  _____________ __________________ 

 Signed        Mailstop  Date 
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Massachusetts Act Prohibiting the Practice of Hazing  
(Chapter 269 of the General Laws) 
Section 17. Whoever is principal organizer or participant in the crime of hazing as defined herein shall be 
punished by a fine of not more than three thousand dollars or by imprisonment in a house of correction for not 
more than one year, or by both such fine and imprisonment. The term "hazing" as used in this section and in 
sections 18 and 19, shall mean any conduct or method of initiation into any student organization, whether on 
public or private property, which willfully or recklessly endangers the physical or mental health of any student 
or other person. Such conduct shall include whipping, beating, branding, forced calisthenics, exposure to the 
weather, forced consumption of any food, liquor, beverage, drug or other substance, or any other brutal 
treatment or forced physical activity which is likely to adversely affect the physical health or safety of any such 
student or other person, or which subjects such student or other person to extreme mental stress, including 
extended deprivation 
of sleep or rest or extended isolation. Notwithstanding any other provisions of this section to the contrary, 
consent shall not be available as a defense to any prosecution under this action. 
Section 18. Whoever knows that another person is the victim of hazing as defined in Section 17 and is at the 
scene of such crime shall, to the extent that such person can do so without danger or peril to himself or others, 
report such crime to an appropriate law enforcement official as soon as reasonably practicable. Whoever fails to 
report such crime shall be punished by a fine of not more than one thousand dollars. 
Section 19. Each institution of secondary education and each public and private institution of post secondary 
education shall issue to every student group, student team or student organization which is part of such 
institution or is recognized by the institution or permitted by the institution to use its name or facilities or is 
known by the institution to exist as an unaffiliated student group, student team or student organization, a copy 
of this section and sections 17 and 18; provided, however, that the institution's compliance with this section's 
requirements that an institution issue copies of this section and sections 17 and 18 to each of its members, 
plebes, pledges or applicants for membership. It shall be the duty of each such group, team or organization, 
acting through its designated officer, to deliver annually, to the institution an attested acknowledgment stating 
that such group, team or organization has received a copy of this section and said sections 17 and 18 to each of 
its members, plebes, pledges or applicants for membership. It shall be the duty of each such group, team or 
organization, acting through its designated officer, to deliver annually, to the institution an attested 
acknowledgment stating that such group, team or organization has received a copy of this section and said 
sections 17 and 18, that each of its members, plebes, pledges, or applicants has received a copy of sections 17 
and 18, and that such group, team or organization understands and agrees to comply with the provisions of this 
section and sections 17 and 18. Each institution of secondary education and each public or private institution of 
post secondary education shall, at least annually, before or at the start of enrollment, deliver to each person who 
enrolls as a full time student in such institution a copy of this section and sections 17 and 18. Each institution of 
secondary education and each public or private institution of post secondary education shall file, at least 
annually, a report with the regents of higher education and in the case of secondary institutions, the board of 
education, certifying that such institution has complied with its responsibility to inform student groups, 
teams or organizations and to notify each full time student enrolled by it of the provisions of this section and 
sections 17 and 18 and also certifying that said institution has adopted a disciplinary policy with regard to the 
organizers and participants of hazing, and that such policy has been set forth with appropriate emphasis in the 
student handbook or similar means of communicating the institution's policies to its students. The board of 
regents and, in the case of secondary institutions, the board of education shall promulgate regulations governing 
the content and frequency of such reports, and shall forthwith report to the attorney general any such institution 
which fails to make such report.
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University Policy on Fraternities and Sororities 
On May 28, 1988, the Board of Trustees of Brandeis University unanimously approved the following 
resolution: The Board of Trustees reaffirms University policy of recognizing only those student organizations 
which are open to all students on the basis of competency or interest. Exclusive or secret societies are 
inconsistent with the principles of openness to which the University is committed. Therefore, social fraternities 
and sororities, in particular, are neither recognized nor permitted to hold activities on campus or use University 
facilities. 
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