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Department of Student Life 
______________________________________ 

 
The Student Life Division supports the mission of The Southern Baptist 

Theological Seminary by keeping students alert to their call to work hard for the 
Kingdom while resting in Christ. We call students to think carefully about 

worshipping the Lord Jesus Christ in every sphere of their lives. 
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STUDENT ORGANIZATION GUIDELINES 
Adapted from Southeastern Baptist Theological Seminary Student Activity Group Handbook 

 

PURPOSE  
Student organizations exist to encourage spiritual growth, promote Christian fellowship 
and develop ministerial skills that will further prepare students for ministry.  

EXPECTATIONS 
Each student organization is committed to being a godly example of fellowship and love, 
to nurture and train members to be Christian examples in all that they do, and to follow 
the moral and ethical guidelines found in Scripture and as outlined in The Southern 
Baptist Theological Seminary Student Handbook, the Baptist Faith and Message 2000, 
and the Abstract of Principles. Each student organization and its members must not 
engage in or promote activities that are not consistent with the public reputation of 
SBTS. Any student organization or members who violate this policy will jeopardize their 
relationship with SBTS and may be subject to formal discipline and loss of privileges.  
 
AUTHORITY FOR APPLICATION AND APPROVAL  

1. The Seminary reserves the right to submit and approve any student organization. 
The responsibility for establishing and enforcing policy concerning student 
organizations, including the requirement that they function in accordance with their 
stated purpose, is vested in the Department of Student Life. The Department of 
Student Life maintains the most current information on each approved student 
organization, its officers or authorized representatives and its advisor. 

2. It is the policy of SBTS that all approved student organizations should be in total 
compliance with all federal and state non-discrimination and equal opportunity laws, 
orders and regulations. Approved student organizations at SBTS will not practice any 
discrimination against a member or prospective member on the basis of race, color, 
religion, sex, national origin, ancestry, age, marital status, disability, unfavorable 
discharge from military or status as a disabled veteran.  
 

PRIVILEGES OF STUDENT ORGANIZATION APPROVAL 

1. Ability to reserve and use appropriate campus facilities (either for meeting space, 
event advertisement, or to recruit new organization members) 

2. Ability to use the name and logo of SBTS in connection with the student organization 
and their activities 

3. Ability to participate in both Fall & Spring New Student Orientation 
4. Recognition in campus publications 
5. $300 annual stipend (Available August 1 – July 31) 
 
APPLICATION AND APPROVAL PROCESS 
Any student in good standing may seek to create a student organization at SBTS. 
Student organizations must be formally recognized by both the Dean of Students and the 
Student Life Coordinator.  
 

1. Applying for a New Student Organization 
 

a. We will accept new applications May 15 – July 31 (Fall cycle) and December 15 
– January 15 (Spring cycle). 
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b. Submissions should not have the same name, mission, or purpose of a currently 
approved student organization. 

c. Student organizations must have a minimum of 10 members. 
d. Complete the New Student Organization Application on the Student Life website. 
e. Schedule an interview with the Student Life Coordinator to demonstrate the 

following elements of your proposal:  
i. Concise purpose and vision for the student organization 

ii. Organizational structure including plans for officers, committees, and an 
advisor(s). NOTE: Your advisor must be a full-time, salaried faculty or 
administrative staff member at SBTS. 

iii. Proposed calendar of major events for the academic year 
f. Upon completion of the application and interview, the new student organization 

application must be approved by both the Dean of Students and the Student Life 
Coordinator.  

i. Allow 10 business days for approval. 
ii. If the application is approved, the student organization leader will be 

notified through email.  
iii. If the application is not approved, the student organization leader will be 

contacted to resolve any issues noted.  
 

2. Re-applying a Student Organization 
 

a. In order to request continued existence as a student organization for the following 
academic year, each student organization must re-apply each year with Student 
Life.  

b. The annual reapplication process for the coming academic year will be available 
beginning May 15 and must be completed by July 31. The Student Life 
Coordinator will email a reapplication form to all student organization leaders.  

c. Student organizations are welcome and encouraged (but not obligated) to remain 
active throughout the summer. 

d. Student organizations that have not completed the reapplication process for the 
coming academic year by July 31 will be deactivated.  

i. Deactivation includes: 
1. Forfeiture of $300 stipend.  
2. Forfeiture of ability to reserve and use appropriate campus 

facilities through the Student Life office. 
3. Forfeiture of the ability to use the name and logo of SBTS in 

connection with the student organization and their activities 
4. Removal from the Student Life website. 

ii. Deactivation will also be effected if a student organization has been 
inactive for a period of 1 year. 

iii. All student organizations that have been deactivated can regain active 
status by completing the annual reapplication work during the Spring 
cycle (December 15 – January 15) 

e. Allow 7 business days for reapplication approval. 
 
STUDENT LEADER ORIENTATION 
The Student Life Coordinator will host a mandatory orientation for student leaders each 
August before the Fall semester begins. The orientation is mandatory for student 
organizations to remain active. The orientation will cover the following details:  
 

1. Student Organization Handbook: Each leader will be required to read and sign the 
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handbook prior to the orientation. 
2. Annual Budget 
3. Calendar of events: Each leader must come prepared with a proposed calendar of 

events for his/her student organization for the upcoming academic year. 
 
TRANSITION AND LEGACY 
Seminary is a transient time in the life of students. As a result, every student 
organization will go through changes at the end of each year, possibly even at the end of 
each semester. For the continuing existence and legacy of the student organization, 
Student Life would like to see as smooth a transition as possible as leadership and 
membership change within each student organization. In order to provide a smooth 
transition between the leadership of each student organization, Student Life 
recommends the following practices:  
 

1. Communicate the departure of the student organization leader to the Student Life 
Coordinator as soon as possible.  

a. It is the responsibility of the departing student organization leader to find a 
succeeding leader for the student organization. 

b. The departing student organization leader will need to introduce the proposed 
successor to the Student Life Coordinator and, if possible, sit in on an interview 
with the Student Life Coordinator and the proposed successor. 

2. Maintain all group materials (hardcopies & electronic copies) for the succeeding 
leader. 

 
EVENT PLANNING 
Hosting opportunities for community fellowship comprises a large part of student 
organizations. This part of the handbook is to serve as a brief overview of event planning 
for a student organization at SBTS.  
 

1. Before submitting an Event Request Form, please think carefully through the following 
details:  
 

a. What type of event are you planning (i.e. lecture, dinner, concert, etc.)? 
b. Where would you like to host the event? 
c. What date(s) is the event? 
d. How many people do you plan on attending the event? 
e. How do you plan on advertising the event? 
f. Do you plan on providing food and refreshments at the event? 
g. Will you need media/technical support at the event? 

 
2. Once you have carefully considered the above details, your first step in planning the 

event should be to submit an Event Request Form.  
 

a. The purpose of the Event Request Form is help student organizations run their 
events smoothly and identify the various areas and departments around campus 
that need to be notified concerning a proposed event. 

b. The Student Life Coordinator will make the Event Request Form available to 
each student organization leader before the Student Leader Orientation. 

c. The student organization leader is the only individual able to submit an Event 
Request Form.  

d. The Event Request Form must be filled out at least 3 weeks prior to the 
proposed event. To increase probability of reservation space, it is highly 
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recommended that the student leader submit an Event Request Form as early as 
possible.  

e. Once the Event Request Form has been completed, the Student Life Coordinator 
will communicate through email any additional information needed in order to 
process the proposed event with the Department of Event Productions. 

f. Allow 3 business days for event approval or disapproval.  
g. NOTE: Submitting an Event Request Form does NOT reserve the space for an 

event; it is simply a request for the space to be reserved. Final approval requires 
email from the Student Life Coordinator. 
 

3. Student organizations are eligible for use of appropriate Seminary campus locations. 
 

a. These appropriate Seminary campus locations come at no charge to the student 
organization; however, the student organization shall be held responsible for and 
pay any charges for damages incurred during the use of facilities and its 
resources and equipment. 

b. At all times, leaders and members of student organizations are responsible for 
compliance with fire and safety ordinances and with other applicable federal, 
state, city and seminary laws regarding the place where the event is being held.  

c. Every public or student event must be accessible to all students according to the 
American for Disabilities Act (ADA). 
 

4. Student organizations are responsible for all service charges accrued for hosted 
events (food, tablecloths, signage, out-of-town speaker, etc.). 
 

a. If a student organization wishes to provide food in a reserved on-campus facility, 
the food MUST be ordered through the Department of Event Productions. Food 
may NOT be brought from home and served at an on-campus event. 

b. If a student organization orders food from the Student Catering Menu, the student 
organization leader is responsible to pick up the food for the event. The Student 
Life Coordinator will communicate the pick-up location to the student organization 
leader prior to the event (i.e. Founders’ Café, Dining Hall, etc.).  

c. If a student organization desires to meet off campus for an event and/or makes a 
purchase external from the Seminary, the student organization may be 
reimbursed up to the available money remaining in the student organization’s 
budget.  

i. Prior to hosting the off-campus event and/or making the external 
purchase, the student organization must verify with the Student Life 
Coordinator that the event/purchase is valid for reimbursement. 

ii. The student organization leader(s) is the only individual(s) who qualifies 
for a reimbursement.  

iii. The student organization leader must keep all receipts for the 
purchase(s) and turn them in to the Student Life Coordinator no later 
than 2 weeks after the purchase(s). 

iv. The student organization leader must sign a Reimbursement Form in 
the Student Life office.  

v. Allow up to 12 business days for the reimbursement once the receipt(s) 
has been turned in and the Reimbursement Form has been signed. 

d. If a student organization exceeds their allotted $300 stipend for the fiscal year 
(August 1 – July 31), the student organization will be required to pay the 
exceeded difference. Student Life is not responsible for overdrawn budgets. 
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5. Student Life encourages student organizations to partner with fellow student 
organizations and/or other departments on campus to co-sponsor events. It can be 
advantageous both financially and for the sake of fellowship for student organizations 
to co-sponsor events. (For example, the Student Association of Evangelists may 
partner with the Bevin Center on a city outreach event.) 
 

6. If a student organization wishes to host a paid guest for an event (lecturer, musician, 
artist, etc.), the student organization leader must meet with the Student Life 
Coordinator at least a month prior to contacting the guest.  

 
ADVERTISING 
Recognized student organizations are free to advertise their particular organization and 
events around the campus of SBTS with the full support of the Seminary.  
 

1. Student organizations may request branding/logo materials from the Communications 
Department.  
 

a. Requests must be made through the Student Life office. The Student Life 
Coordinator will submit each request to the Communications Department. 

b. Due to the high demand placed on the Communications Department, requests 
must be made between May 31 – July 15. 

c. NOTE: Submitting a request with the Communications Department does NOT 
guarantee the completion of a project. The Communications Department will fulfill 
project requests as time/opportunity allows. 
 

2. Student organizations may request advertisements for The Towers Weekly and 
Towers Magazine. All requests must be submitted to the Student Life Coordinator. 
 

a. The Towers Weekly email is sent every Monday morning. In order to submit an 
advertisement in the email, you must send your proposed blurb before noon of 
the preceding Friday. 

b. The Towers Magazine is published the first of each month. In order to submit an 
advertisement in the magazine, you must send your proposed blurb at least a 
month in advance. 

 
3. Student Organizations may request a hallway table to advertise their student 

organization and/or events.  
 

a. The table must be requested at least 2 weeks prior to the anticipated date of 
hosting the table.  

b. Each request includes a table, black tablecloth, 2 chairs and is free of charge to 
the student organization. 

c. All posted materials, banners and tables must clearly display the name of the 
sponsoring student organization. 
 

4. Student organizations may print publication materials from the Print Shop at Fifth & 
Broadway. All print charges will be deducted from each student organization’s allotted 
budget.  
 

5. Each student organization is provided with their own webpage on the Student Life 
website. The Student Life Coordinator manages the Student Life website. If you would 
like to update the information on your student organization’s page, contact the Student 
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Life Coordinator. 
 

6. Posting advertisements around campus is only permissible in appropriate locations. 
 

a. You may post advertisements on the bulletin board outside the Health & 
Recreation Center.  

b. You may post advertisements in on-campus housing facilities if you have been 
given permission by the Manager of Student Housing and Residence Life 
Coordinator. 

c. You may NOT post advertisements on cars parked around campus. 
 

7. Student organizations are welcome to distribute advertisements on campus following 
permission by the Student Life Coordinator.  
 

a. Distributing materials may not interfere with access to Seminary building or 
facilities. 

b. There must be no interference with normal operations of the Seminary. 
c. Materials must be distributed person-to-person; materials may not be left in 

stacks around campus. 
d. Distribution of printed materials in classrooms is at the discretion of the instructor. 


