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Updated 9 June 2016 
 

I. PURPOSE:  To provide a uniform system for establishing and operating cadet clubs, associations, teams, 
and other organized groups and to align their operation with the Guide for the Leader Development 
Program.  Non-compliance with these procedures may result in dissolution of the campus organization or 
disciplinary action.   
 

II. POLICY 
A. ORGANIZATIONAL PROCEDURE: 

1. In order to be an officially sanctioned Citadel club or organization, the following criteria must be 
met:   

a. At least 10 members. 
b. No members who are not Citadel students. 
c. An advisor who is a Citadel staff or faculty member or a non-Citadel volunteer approved by 

the Campus Club Coordinator (CCC). 
d. A completed Annex A, B, and C is on file with the CCC for all clubs, and Annexes D and E 

are on file for clubs whose advisors are not Citadel employees.   
2. FORMS/ANNEXES:  Annex A (charter), Annex B (example of by-laws/constitution), Annex C 

(roster), Annex D (volunteer form), and Annex E (ethical principles) are available at the Cadet 
Activities webpage.  All organizations must complete Annexes A, B, and C.  The groups whose 
advisors are not Citadel employees (e.g., club sports coaches and campus ministry leaders) must also 
complete Annexes D and E.  Appropriate annexes will be turned into the CCC by the club 
representative before any official activity can occur.   

a. Official activity includes: 
i. Requesting special orders or to have an event put on the training schedule. 

ii. Requesting meals, meeting space, time, or any other campus resource. 
iii. Referring to the organization as having any sanctioned affiliation with The Citadel. 

b. Annex B will potentially be different for each organization but each constitution/by-laws 
must include the following:   

i. Name 
ii. Purpose and Student Learning Outcomes (to include which pillar the club most aligns 

with) 
iii. Membership requirements 
iv. Officer titles 
v. Powers & duties of each officer 

vi. Regulations 
vii. Amendments 

3. Each group, club, organization, team, etc. must follow these rules: 
a. The group or club leader(s) will not be given rank within the Corps of Cadets based on their 

leadership role within the club. 
b. The regulatory cadet uniform will be worn whenever the club has an off-campus function or 

activity.  Exceptions may be approved on an as-needed basis by the Commandant of Cadets.   
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c. Cadets wishing to follow an off-campus club activity with an overnight must request leave 
from their TAC to do so. 

d. Club leaders will identify to the CCC which of the four pillar they believe their club most 
aligns with. 
 

B. ADVISOR: 
1. Department heads will furnish faculty advisors for those organizations falling under their 

jurisdiction.  In the event that an organization is not sponsored by a department or does not currently 
have an advisor, the interested cadet can contact the CCC for advice in securing an advisor, but the 
ultimate responsibility for securing an advisor remains at the cadet-level.   

2. Duties include:   
a. Completing three training sessions and then maintaining currency.  These 

three training sessions and their recertification requirements are:   
i. Campus Security Authority (CSA) annually 

ii. Title IX annually 
iii. Darkness to Light (D2L) every three years 

 
To sign up for CSA and D2L, contact The Human Resources Training Manager. To sign up 
for the Title IX training, go to Lesesne Gateway > Training Tab > HR Online Training.> 
Title IX basic training. If advisors and coaches do not complete all three trainings before the 
end of the first semester, the CCC will revoke the club charter. 

b. Ensuring the club complies with college policies including those concerning the use of 
Citadel facilities. These policies are available on The Citadel Policies, Procedures, 
Regulations, and Forms webpage.  Those of particular importance include Memorandum 7-
110, Political Activities on Campus; Memorandum 2-22, Religious Activities; and 
Memorandum 6-704, Use of Citadel Facilities. 

c. Ensuring members and officers meet eligibility requirements. 
d. Reporting any changes to charters or officers that occur during the school year to the CCC. 
e. Providing financial oversight per para III. 
f. In addition to promoting the specific Student Learning Outcomes associated with the 

organization, the advisor is responsible for contributing to the members’ leader development 
as articulated in the Guide for the Leader Development Program.   Specifically, advisors will 
complete the Club Leader Development Report for each cadet officer at the end of the 
academic year.  The advisor will also make SPOT reports as necessary to provide feedback 
on the leader development of any club member.  The Club Leader Development Reports and 
SPOT Reports forms are available on the Cadet Activities webpage.  Advisors will submit 
completed forms to the CCC who will maintain one copy in the organization’s file and 
forward another to the cadet’s TAC. 

g. In addition to the documents required by the CCC, advisors may be required to submit 
reports specified by the Chaplain of the Corps of Cadets; the Chair of the Department of 
Health, Exercise & Sports Science, an ROTC Department; or other Academic Department; or 
national headquarters as required. 

 
C. CAMPUS CLUB COORDINATOR (CCC) 

1. Duties include: 
a. Keeping records of all club annexes, leadership reports, and other documentation.   
b. Maintaining a current list of all sanctioned clubs of that academic year that assigns each club 

to the one of the four pillars. 
c. Maintaining a status roster of each advisor’s required CSA, Title IX, and Darkness to Light 

training. 
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d. Keeping the Commandant informed of any new clubs and significant changes to existing 
ones. 

 
III. FINANCIAL MATTERS: 

A.  FUNDRAISING: 
1. All club or organization fundraising must be approved by the CCC on behalf of the Commandant.  
2. The Request to Hold a Fundraising Event form is available on the Cadet Activities webpage. 
3. The requesting organization must submit the form to the CCC for approval no later than three 

business days before the event.  The organization must have an approved copy of the form present at 
the event.  The CCC will maintain another copy of the form in the organization’s file. 

4. Any other logistical support required for the event such as a room or tables will be coordinated 
separately by the requesting organization through the Mark Clark Building Manager, Assistant 
Commandant for Operations and Training, or other appropriate office. 
 

B.  FINANCIAL REPORTS AND ADMINISTRATIVE FUNDS:   
1. The organization’s treasurer will issue receipts for all funds received and spent, either in the form of 
dues from members or funds received from other sources such as fundraisers and provide a copy to the 
advisor.   
2. All expenditures will be approved by the advisor.   
3. The advisor will conduct an annual review of the organization’s financial records which will include 
all funds received and how they were spent, the beginning-of-the-academic year balance, and the end-of-
the-academic year balance.  The advisor will give a copy of the review to the CCC at the end of the 
academic year before the start of summer furlough.    
 

IV. PROCEDURES FOR CLUB PATCHES: 
A. A list of club patches approved for wear on the field jacket is located in Chapter 7, Uniforms.  Requests 

for new patches or changes to existing patches will be submitted to the CCC for approval by the 
Commandant.  The request must include a jpg file and a statement from the advisor recommending 
approval. 

B. If the Commandant approves the new design, the CCC with coordinate with the Tailor Shop to produce 
the patch and make it available to authorized cadets.  All costs associated with the creation of a new 
design and purchase of the patch will be the responsibility of the club. 

C. Cadets requesting a patch be sewn on their field jacket must report to the Tailor Shop with the request 
form found in Chapter 7.  The cost of adding the patch to the field jacket is included in the cadet’s 
tuition under alteration fee.   

 
V. CLASS OFFICERS: 

A. During the second semester, members of the rising sophomore class hold elections for President, Vice-
President, Secretary, and Treasurer.  Winners of those elections hold their positions until the second 
semester of the next year when another election is held.  Winners of those elections hold their positions 
for life or until otherwise determined by their alumni class.  

B. Cadets desiring to run for a class office must possess a 2.0 cumulative GPA and be a member of their 
academic class.  Those running for President must possess a 2.5 cumulative GPA and must academically 
a member of their class.   

C. To be nominated for the class position of President, Vice-President, Secretary or Treasurer, the 
individual must complete and return a Nomination Petition with 30 nomination signatures before their 
name can be placed on the ballot.  The Nomination Petition is available from the CCC Office (MCH, 
room 211) and must be returned to the CCC at least 72 hours prior to the elections.   

D. The CCC is responsible for announcing, conducting, and certifying cadet class elections. 
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E. Each class has the option to recruit a Citadel faculty or staff member to serve as their advisor.  If this 
option is selected, the class President will submit the name of the advisor to the CCC upon identification 
of the advisor and his agreement to serve.    

F. The duties of Class Presidents include regularly meeting with the CCC to serve as class liaison to the 
Office of Cadet Activities, representing their class to the Commandant and Regimental Commander, and 
assigning and supervising the duties of other class officers. 

 
 


