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SECTION |

ASWN MEETINGS
ASWN MEETINGS
ASWN meetings are held weekly during the fall and spring semesters and are
open to all students and the public. Agendas, including the date and time of each
meeting, must be posted on the ASWN bulletin boards on caamaoits on ASWN
website. MeetingDUH UXQ DFFRUGLQJ WR D 3UHOD[HG® YHUVLRQ
and the Nevada Open Meeting Law. Only senators are voting members of ASWN. The
ASWN President will vote only in the event of a tie. Any ASWN member, student, or
staff member may requieisemsto be placed on the ASWN agenda to the ASWN
President. Any approvalscluding the approval of expenditures and activities, may only
take place if listed as an action itemtbe agenda. If an item is not on the agenda, it may
be discussed undeew business, but a vote cannot take place.

Any member that hahree unexcused tardies or absences to ASWN meetings will

be placed on a probationary period at the ASWN Presidents discretion watkethéive
ERDUGYY DSSURYDO 6KRXOG WKH WDUG\ DEVHQFH VLWX!
DGGLWLRQDO DVVLIJQHG GXWLHV RIILFH KRXUYV UHTXLUF
necessary and effective by a majority vote, will be implememéith the President and

ASWN Advisor's approval, t
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DUTIES AND RESPONSIBILITIES

In addition to the responsibilities outlines in the ASWN Constitution, ASWN

Officers and Senators are expected to perform the following duties during the fall and
spring semesters as described. Failure to fulfill these responsibilities will result in
implementation of thSWN Discipline Policy. SeeArticle VIl of the ASWN
Constitution

Hours allowed are below. Howeven rareoccasios, if the budget allowst may be
deemedhecessary fostudentgovernmentnembers to excedtieir normal work hours

due tospecial events, travel, or other off campus activifiégsehours must be

approved byhe advisor and an explanation mhstprovided on themesheet ovia an
activity log. The hours must not exceed standards set by the student employment office.

PRESIDENT

X Works 15 hours per weealn relatedASWNbusinessat least 6 of these hours will
be scheduled office hours.

x Provides an agenda for each meeting according to the Nevada Open Meeting
Law.

x Oversees all Associated Students of Western Nevada meetings following Robert's
Rules of Order, Nevada Open Meetirgwv, and all ASWN, WNC, and NSHE
Policy and Proceduragsquirements.

X Serves as a liaison between WNC administration, faculty, staff, NERidEd of
Regents and WNC students.

x Organizes and coordinates students to serve on college and ASWN committees to
ensure all committees have student representatives.

x Delegates tasks and stays informed of responsibilities and activities of each
member of thestudent government.

x Attends Board of Regents and College Council meetings.

X Appoints another ASWN member to attend if the President andRfiegident
are unable to attend the Board of Regents or College Council.

X Serves as a representative on the Nevadidest Alliance (NSA)

X Responsible for securing the Key Note Speaker for graduation

X Supervises all members to ensure task completiite hoursand compliance
with the Constitution and Policy and Procedure

x Attends weekly meetings with executives and the advieoplanning purposes

X Actively recruits new members

VICE PRESIDENT
x Works 10 hours per week oelated ASWNbusinessat least six othese hours
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X

Distributes a timeline for eaaventActivity, including deadlines for events.

Works with the ASWN Advisoand ASWN President to ensure programming
details and coordinatiowith all event committees

Submits all student gowement events/activities to tR&SWN Advisor for the
Student Activities Calendar.

Responsible foco-coordinatingAwards and Appreciationsith advisor

Responsible for keeping and running record in the form of a binder accessible to
all ASWN mambers including event proposasd papenark detailing all actions

of the position.

Actively recruits new members

1. TREASURER

X

X

Works 8 hours per week oalated ASWN businesat least four of those hours

will be scheduled ASWN office hours.

Maintains update records on the status oA8WN accounts, including a file

containing all @partmental Purchase Order?@ %32V WUDQVIHUV G
travel requests and clainetc

Records must be kept for five years.

Work closely with the advisor o WRYLGH D ZULWWHQ@tA@ HDVXUHU({V
Associated Students of Western Nevgdaerning lmard once each month for

approval, including: account balances, records of expenditures and deposits.

Initiatesall purchasing tnsaction for all ASWN accounts with the ASWN
Advisorapproval and assiance as needed
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x Distributes minutes to each member of the Associated Students of Western
Nevada andhe ASWN Advisor.

x Delegates whogstsagendas and minutes ASWN bulletin boards fgoublic
viewing.

X Maintains allupdatedcontact information for current ASWN members

x Works in conjunction with all other positions to ensure successful completion of
all ASWN events, activities, and daily operations.

x Actively recruits new members

V. SENATORS
X Works 4 to6 hours per weeknrelated ASWN business
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VIlI. EXECUTIVE BOARD
The Executive Board consists of four members: The PresidentPvessdent,
Secretaryand Treasurer. The executive board meets weekly/biweeklyreeaied either
in person, through interactive video, ordpnference telephon&he executivenembers
discuss responses for student suggestions, upcoming events, and &awikas a
whole. These meetings provide a good opportunity to open up communication and to
increase working relations. They also allome to discuss new ideas and/or topics
before they are presented to the board

VIll. ADVISOR

X Facilitates teambuilding andeadership skills amongatl ASWN members
X Responsible for cigoingtraining for all incoming student leaders
X Supervisathe goup to ensure compliance with student e
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The alvisor mustead byexample The alvisor are the official representative of the college and
WKH SHUVRQ 3LQ FKDUJH” DW D VWXGHQW RUJDQL]DWLRQTV ¢
Thus, they are responsible faopecting the interests of the college and of the students with
which they work. The advisor must give praise and constructive criticism as necessary to
facilitate growth within the student leadeEsien though student government are employees of
the colege, because of their unique position, the advisor does not hold the typical supervisor
/lemployee relationshim direct oversight of task completion. The first person to supervise tasks
is the President of ASWN. It is the duty of this office to ensallrask completion. However, if

the president is unaware or unable to respond to these issuess tnéradership development
action,theadvisor must steph and prompt the president to actiddee below for specific

actions taken if it is deemed messary to discipline the president.

Discipline

In order to maintain the integrity of leadership, any disciplinary actions of the ASWN president
will first be addressed by the advisor in the following mann€he first level of discipline is a

verbal warnindoy the advisowith a timeline given for improvement. The second level is a

written warning with a timeline given for improvement in which the Dean of Student Services

will be copied as well ag copyfor the employment file. Finally, the president shows a

continued lack of regard for the duties of positibre third and final step before formal action is
taken through the senate, is to meet with the advisor and the Dean of Student Servidss. At th
point, the senate shall be notified of these actions and disciplinary proceedings shall begin under
Article VIII of the ASWN constitution.

Overall, the advisor ieesponsible for immediately addressing behavioral problems as they occur

and then follaving up with appropriate action regarding such behavioral probliéms.

appropriate, the advisor, working with student government leadership, will attempt to resolve the
issue using the necessary disciplinary actions per the ASWN Policy and Procétheran

DGYLVRU EHOLHYHYVY WKDW D VWXGHQWfV EHKDYLRU KDV YLR
he/she must consult with the Dean of Student Services as soon as possible and take appropriate
action as determined from the consultation with the Dean of Student
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PHONE

TKH SKRQH LV W Rséotht&@@Nderts)dfl Western Nevatihas is

or "ASWN, this is If the person requested is navailable, a message must be
WDNHQ DQG LPPHGLDWHO\ S Xeéskopofit& Befar&SBakirgSang DWH S F
distance calls, approval and the long distance code musttamed from the ASWN

Advisor. All long distance calls are auditddember can make courtesy calls. The phone

area should be kept tidy for guest use.

COMPUTERS

The computers are for ASWN business only, therefore, no personal interneAGSEN
ExecutiveOfficers, Senators, ariflepresentatives may use the ASWN compugdts
college wide emails natl be approved by the Advisor, President, diog President.
Members of recognized ASWN clubs may use ASWN computers to conduct club
business withigervision of a ASWN member. Downloading of programs must be
donefollowing college policy.The WNC Compuhg Servicestaff must install all
software.
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Marketing Director must be contacted aftereiging approval from the ASWNKdvisor.

All contact with the press must be made through the Marketing Director. No exceptions.
Information on upcoming events should be provided to thekbting Director If

information is received one month before the eviat Marketing Director might be

able to write and distribute press releases, if appropriate.

IMPORTANT! For the purpose of fundraisingy contact is to be made with any
individual or agency outside of WNC on behalf of the ASWN without approval from
thesenate and the WNC foundation. This includes any business or establishment, or
federal department.

CLEAN CAMPUS

ASWN members are asked to maintain a neat aydstudent lounge and ASWfice.
Clean campus includes: 1) Microwaves and microwavegabliest be cleaned onae

week in the main lobby of the BristleconéAspen, Reynoldsgnd the Studer@enter,2)
Straighten up the tables in tBenators Office, 3) Clean refrigerator out when

needed. All board members are responsible for cleaning the area designated to them at
the beginning of the semest@leaning suples are kept in the ASWN storage room
ASWN has numerous bulletboard hatare used to inform students about current or past
activitiesand ASWN agendas, minutes etc. All other bulletin boards need to be
maintained by removing all outdated posters and flyaraddition, ASWN members

will check on the Brita Hydration Sysns located in Bristlecone and Cedar to ensure
they are working properly and are clean.

SCHOLARSHIPS

If sufficient funds exist ASWN will approve foui$500scholarships to outstandirfigst
Semester NeWWNC Student$) or Returning WNC Student(sT.wo Carson Campus
students and two Fallon studeraslditional Scholarships may be awarded if funds are
available. The awards can be given all at once, or in an equal or higher amounts for
Fall and Springs Semesters.

A standard WNC scholarshgnlineapplication will be used for the Student Government
and the Academic scholarshigtegories. The scholarshipramittee accepts, develops,

and distributes applications, usually in MarchApril of each yearThe apptations are
reviewed by appointed members of WNC faculty and staff. Final decisions are made by
the scholarship committee.

SECTION VI

BECOMING A RECOGNIZED CLUB/ORGANIZATION AT
WESTERN NEVADA COLLEGE
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established policies and procedures that govern financial practicég foollege. All
WNC chartered clubs must abide by the rules to maintain their charter

At least one month prior, requests for financial support (oveabode the $100 per
semester you are given) from the Associated Students of Western Nevada Government
MUST be submitted in writing to the ASWN using the funds request forms available at
http://www.wnc.edu/clubs/resoure@hp Funds provided through ASWN come from the
student fee budget, which is funded by the "student activity fee" collected from all
students enrolling for credit classes.

The funds that are given to each club/organization do NOT have to be plaidTiec
semester gift of $100 to cluld®es not need approval from ASWdspend this money
However, please make sure the items you are purchasing follow the policies stated
below. RemembelVNC is a taxexempt institution If you spend your owruhds, you
will not be reimbursed for any sales tax. See ASWN ad#sanore information on
how to avoid this.

APPROVED TYPES OF FUNDING
The ASWN student government office recognizes the following types of funding for
clubs and organizations:

Educational field trips
Educational based conferences and or trainings
Activities that showcase the club/organization
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Step 2: Purchase Order Number
A purchase order number (which is the result of a PO being approved) is like&kaahec
vendor-
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% This office will not complete a request if there is a signature missing and/or the request is
not submitted2 hous in advance.

Once the event is completed:

¥, Separate the monies between the beginning cash amount and profits.

¥ Return the Petty Cash with the original amount of cash to the Office of Student Life.

¥ All monies must be given to teSWN Advisoror the Administrative Assistant, not to
student workers or ASWN members.

¥ Be sure to attach the original receipts, credit card charge slips, or vendor invoices to the
paper copy of the Purchase Transaction Request to the @ffi&udent Life for
purchasing for pcessing.

SECTION VIl

GENERAL INFORMATION REGARDING ASWN

BOARD OF REGENTS MEETINGS

The NSHE Board of Regents maldexisions about Nevada institutiaist often

directly affect WNC students. The ASWN President attends all Board meetings held
throughout the state. He/she serves as a liaison between the ASWN and the Board. If the
President cannot attend, the \Wieeesident or another ASWN member appointed by the
President attends. Any other ASWN member or student is welcome to attend the Regents
meetings with approval from senate. All others are welcomed to attend at their own
expense.

INDEPENDENT CONTRACTS

ASWN members are not to sign any type of teritagreemenncluding a

contract, lease, rental agreement, facility use agreement, or letter of intent. The Advisor
will forward such documents to the respective college Vice Presidefrasidient to

sign. Often such documents require revision atiogrto NSHE policy, requiring extra

time when renting equipment or any type of services

FOUNDATION
The WNC Foundation oversees all furadsing activities. The Foundatidirector must
approve any request for a donation or any type of funding from any community or
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Level IV $2160 (Based on FULL SENATE of 7 SENATORS)
Senatorsfirst disbursement Sept/lastdisbursemeniuly 1*

Proration
Level lll and IV contracts endune 15. In additionf a8 membeteavesASWN for whatever
reasonthe amount shall be prated to reflect last date of employment.
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