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WELCOME ADVISORS



MEET THE LAKER LIFE TEAM!

Tiffany Freeman
Director,

Campus Engagement
TiffanyFreeman@clayton.edu

Brandon Marshall
Facility Manager/ 

Budget Office
BrandonMarshall@clayton.edu

Spenser Emerson
Associate Director –

Campus Recreation
SpenserEmerson@clayton.edu

LaShanda Hardin
Program Coordinator 

Greek Life
LaShandaHardin@clayton.edu

Tony Berry
Tech & Comm Manager 

Presence/Astra
TonyBerry@clayton.edu

Student Activities Center, Suite 223

2000 Clayton State Blvd.

Morrow, GA 30260-0285

Phone: (678) 466-5433

Email: LakerLife@clayton.edu

Website: clayton.edu/laker-life

Office Hours: 

Monday – Friday | 8am – 5pm
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❖ Laker Life’s Role

& Responsibilities

❖ Importance of Student 

Organization Advisors

❖ Advisors Role & 

Responsibilities

❖ Student Organization 

Registration Process

❖ Student Organization 

Officer Responsibilities

❖ Laker Life Resources

TRAINING OVERVIEW



LAKER LIFE’S COMMITMENT
Laker Life commits to compliment the curricular experience at 

Clayton State University with departmental services including student 

involvement, leadership training, campus reaction, volunteer 

opportunities, and a range of comprehensive co-curricular experiences.



LAKER LIFE IS
HERE TO HELP

❖ We serve as a resource for student organizations.

❖ We provide programming, logistical assistance, & 

guidance for organizations such as training 

opportunities, organization management, and 

leadership development programming.

❖ We enforce as well as communicate and clarify 

Clayton State University policies and procedures.



IMPORTANCE OF STUDENT
ORGANIZATION ADVISORS

Spectrum of Support/Involvement

Guide Resource
Policies, Process, 

& Procedures

Hands 

Off

Hands 

On



ADVISOR
RESPONSIBILITIES

❖ Appointment of the Advisor role is a mutual selection 
between the student organization and prospective 
Advisor. 

❖ Student organizations should primarily be managed 
and run by its members and officers.

❖ The Student Organization Advisor is mainly 
responsible for providing advice and guidance for the 
Student Organization. 



ADVISOR
RESPONSIBILITIES

(CONTINUED)

❖ In addition, Advisors are responsible for the health 
and well-being of our students.

❖ Be familiar with university policies and procedures 
regarding student organizations. 

❖ Assist with Finance/Funding Requests. 

❖ Document Assistance.



ADVISOR
RESPONSIBILITIES

(CONTINUED)
❖ Provide required signatures on documents to assist the 

Student Organization

❖ Approving organization updates, meeting, and event 
requests in Involve/Presence

❖ Attend Advisor Training

❖ Attend Advisor Corner Meetings

Student Organizations are to be operated and managed by the 
Student Organization Members (Students)



ADVISOR RESPONSIBILITIES
(CONTINUED)

Therefore, Advisors are NOT permitted to:

❖ Submit Event Registrations (Presence) on behalf of the Student 

Organization

❖ Request event space (Astra) on behalf of the Student 

Organization

❖ Request funding or purchases on behalf of the Student 

Organization

❖ Contact the Laker Life Staff regarding set-up needs of the 

Student Organization Events

❖ Attend CSOL meetings or any other required trainings/meetings 

for (in the place of) Student Organization Members



ADVISOR EXPECTATIONS

Student organization members are students first. Involvement in 

campus life is a complement to the classroom experience (co-

curricular). Advisors should be aware of students’ academic 

performance and provide guidance and referral to campus 

resources if needed. 

The level of involvement of an Advisor depends on the Student 

Organization and its leaders. Attendance at every meeting may not 

be necessary, but it is the best way to stay informed of the 

activities of the organization. 



ADVISOR EXPECTATIONS

When in attendance at the meetings, the Advisor should participate in 

an advisory capacity and not run the meetings. An Advisor should 

facilitate discussion, offer objective points of view, present alternative 

solutions to problems, and encourage the student organization and its’ 

leaders. Attendance at events should not be viewed as supervising, but 

as an opportunity to show support and encouragement 

of the Student Organization. 

It is very important for the Advisor and the Student Organization 

to agree upon what the Advisor is expected to do. 



SUGGESTIONS FOR 
STUDENT ORGANIZATION ADVISORS
Meet Provide Get Attend Make Encourage

Meet early with 

student 

organization 

officers to 

establish 

expectations 

regarding 

Advising and 

Attendance at 

Student 

Organization 

events.

Provide times for 

Student 

Organization 

Leaders to meet 

with you one-on-

one to discuss 

the Student 

Organization and 

any potential 

challenges.

Get to know the 

leadership and 

working style of 

the Officers of the 

Student 

Organization so 

that you can 

effectively 

facilitate the 

Cabinet/

Executive Board 

Functions.

Attend Meetings 

and Functions of 

the Student 

Organization to 

show that you are 

an available 

resource to them 

and can help in 

many ways. 

Make yourself 

available to the 

general 

membership for 

advising and 

questioning. Most 

often, these are 

the students who 

will be assuming 

the leadership 

roles in the 

upcoming years.

Encourage the 

Executive 

members to 

utilize the general 

members to 

execute programs 

and events so 

they feel that their 

time is well-spent 

with the Student 

Organization.



STUDENT ORGANIZATION
REGISTRATION PROCESS 

❖ Attend New Student Organization Training. (requirement for active status)

❖ Returning Student Organizations should have attended “The Great 

Transition” during last Spring Semester. (replaced RESET)

❖ Complete organization registration (new orgs)/update information (returning 

orgs) in Presence. (Student organization management software)

❖ Advisor completes advisor training & signs annual advisor agreement.

❖ Upon approval organization is moved to active/recognized status.

❖Maintain a minimal of five (5) student members (undergraduate or graduate).

❖ Once recognized, student organization members (1 per org) must attend 

monthly Council of Student Organization Leaders (CSOL) meetings (4 per 

semester) and Student Organization Institute sessions (3 per semester).



STUDENT ORGANIZATION MANAGEMENT 
SOFTWARE: PRESENCE (LOCH-N)

CLAYTON.PRESENCE.IO

❖Register new organizations/

update existing/returning 

organizations roster/

information

❖Submit meeting and event 

registrations

❖Track/attain reports 

from event attendance 

❖Complete/create forms, 

election ballots, and 

agreements



STUDENT ORGANIZATION MANAGEMENT 
SOFTWARE: PRESENCE (LOCH-N)

❖Go to Presence platform: 

https://clayton.presence.io

❖Sign in (see red circle) using your 

Clayton State credentials

❖Find the current Advisor 

Agreement under Forms (blue 

circle)

2026 - 2027



STUDENT ORGANIZATION ADVISOR
AGREEMENT FORM



STUDENT ORGANIZATION ADVISOR
AGREEMENT FORM

Don’t forget to list all student organizations that you advise 

(separated by commas), if you advise more than one. 



COMMON POLICIES
Posting Policy :

❖ All student organization postings must be approved by Laker Life. Any 

material posted on campus that is not stamped by Laker Life will be removed 

and discarded. Laker Life will only approve (3-5) flyers, posters, or signs per 

event, meeting, or program (Each posting must have an approval stamp).

❖ There is an up to 5-business-day turn around time for flyer approvals.

❖ Student Organization Members must submit all virtual postings to the 

Laker Life correspondence via email LaShandaHardin@clayton.edu. 

❖ All physical materials must be submitted to SAC-221 for approval. Upon 

approval, the stamped postings will be placed in the box next to SAC-221 for 

retrieval.

❖ Postings requiring approval must be submitted by a Student Organization 

Member.
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COMMON POLICIES
Event Registration Policy :

❖ Student Organizations must submit their events by completing an Event 

Registration Form in Presence & a Space Request (when physical space is 

required) in Astra (the campus scheduling platform). 

❖ Student Organization members must contact Mr. Tony Berry 

TonyBerry@clayton.edu if they have questions about additional training 

utilizing the Involve/Presence Event Registration and/or Astra Space 

Request.

❖ Once submitted, Event Registrations go to advisor(s) to review and approve.

❖ Upon review of the Event Registration in Involve/Presence, denial, approval, 

or concerns will be communicated by Tony Berry TonyBerry@clayton.edu. 



COMMON POLICIES
Event Registration Policy :

❖ The Event Registration/Space Request must be submitted by a Student 

Organization member. Advisors are not permitted to submit Event 

Registrations/Space Requests on behalf of the Student Organization. 

❖ However, Advisors must be aware of all events requested by the Student 

Organization. All events/meetings must be submitted in Presence (Event 

Registration) and must be approved by the organization’s advisor(s) before 

final approval can be attained.



COMMON POLICIES
Events Policy :

❖ Student Organization Advisors are required to attend all events and programs 

held on the weekend (Friday night through Sunday night) - excludes internal 

meetings. 

❖ Student Organization Advisors are required to attend all large-scale events 

(Parties, Festivals, Galas, Concerts, Pageants, Fashion Shows, etc.) 

regardless of day of the week.

❖ Student Organization Advisors are required to attend all events 

and programs that start or end after 8:00pm and are required to 

stay at the event until final clean-up has been completed.



STUDENT ORGANIZATION
MANAGEMENT RESOURCES



STUDENT ORGANIZATION
MANAGEMENT RESOURCES



CSOL was established to ensure that student organizations operate effectively and efficiently at the 

maximum potential by providing an open platform for collaboration and exchange of ideas and thoughts 

from other student organization leaders. The council is comprised of an executive member from each 

recognized student organization, and CSOL meetings are held monthly.

❖ Council of Student Organization Leaders (CSOL) meetings will be coordinated by 

the Department of Laker Life and will be held once per month.

❖ Each student organization’s president is the preferred CSOL representative for 

the monthly meeting but not required. Any member of the organization can attend 

on the organization’s behalf.

❖ The CSOL representative (organization’s president or alternate member of the organization) is 

required to attend each CSOL meeting. This representative is responsible for disseminating 

information shared with the Council and is allowed one vote, on behalf of their organization, when 

voting is necessary.

❖ Failure to have a CSOL representative attend each meeting may cause the organization to lose 

its active status as a registered student organization which will negatively impact the 

organization’s SFAB funding privileges.

COUNCIL OF STUDENT 
ORGANIZATION LEADERS (CSOL)



Student Organization Institute is the organization training program that the Department of Laker Life 

instituted to assist, educate, and prepare our up-and-coming student leaders to be more proactive, 

consistent, and effective leaders in their organizations and daily life. We hope to instill confidence and a 

sense of pride in the teamwork and  hard work of our student organizations. 

Student organizations must attend three (3) of these leadership training meetings each semesterprovided 

by the Department of Laker Life.

❖ We will be conducting between eight (8) and twelve (12) of these trainings on several topics 

throughout each semester, but attendance is only required at three (3) of these meetings per 

semester.

❖ Only one member from each student organization is required to attend. The exception: the Treasurer 

from each organization much attend the Student Organization Finances session.

❖ Failure to have a representative attend the required three meeting may cause the organization 

to lose its active status as a registered student organization which will negatively impact the 

organization’s SFAB funding privileges.

STUDENT ORGANIZATION INSTITUTE
STUDENT LEADERSHIP TRAINING



STUDENT ORGANIZATION SUITE
STUDENT ACTIVITIES CENTER 2ND FLOOR

Printing Services Open Meeting 

Space

University 

Sponsored 

Organization Offices



ADVISOR CORNER

Open Meeting 

Space

Twice a semester. A space for advisors to ask 

questions, share experiences, and network.



The entire Laker Life team is here to help.

LakerLife@clayton.edu

(678) 466-LIFE

We look forward 
to working with 

you!
&
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