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What is Civic House?

Civic House is both a physical structure (located at 3914 Locust Walk) and an entity that serves as a center for student-led community service and advocacy work on Penn’s campus. Civic House promotes mutually beneficial collaborations between the Penn and West Philadelphia communities, and beyond. Through education, community connections, and other resources, Civic House prepares students for responsible and effective civic engagement and leadership. For more information regarding current programming efforts, staff contacts, how you can get involved and more, visit our website at www.civichouse.org. 
What is CHAC? 

Civic House Associates Coalition (CHAC) is a unifying organization created by and for students to support community service and social justice initiatives at the University of Pennsylvania. CHAC provides members with educational support and workshops, opportunities to collaborate and network, funding options, organizational support, and other opportunities to enhance community involvement and advocacy work. CHAC’s goals are to promote responsible civic engagement on campus and to facilitate communication and collaboration among various constituents, including member groups. Each CHAC member group elects a CHAC representative, a board member who serves as a delegate and representative for his/her group at all CHAC functions. For more on current CHAC member groups, access to their websites and other important information, please visit our website at www.civichouse.org. 
What is the CHAC Executive Board?

The CHAC Executive Board consists of two co-chairs, a communications and funding coordinator, and seven themed liaisons elected by the general body. The executive board works closely with Civic House staff to advise CHAC groups and to plan socially-relevant programming for CHAC group members as well as the broader campus.  CHAC Exec’s goals are to provide resources to member groups so that they may provide responsible and effective community service and to also promote the work being done within member groups.  For more information regarding CHAC Exec, its goals, its board members and how to contact them, please visit www.civichouse.org.  

Resources for CHAC Member Groups
Advising: Each CHAC member group is provided staff advisor as well as a peer advisor, known as a CHAC Liaison. 
· Staff Advisors:
· Have years of experience working with the community, and help to provide stability through CHAC Exec and member organization leadership transitions. Staff advisors are also available to support groups by facilitating workshops, meeting with other board members and talking through group goals, challenges and other concerns. CHAC member groups are required to meet with their staff advisor twice a semester.

· One element of the advising relationship includes budgets.  All SAC-recognized groups must have their budget requests, including any contingency requests, approved by their Civic House staff advisor before it can be reviewed by SAC.
· CHAC Liaisons serve as peer advisors:
· CHAC liaisons serve as a link between CHAC organizations and the Civic House staff. They are a valuable resource when planning an event or seeking material resources.

· CHAC liaisons can help to facilitate collaboration within and between liaison groups.

· Your liaison can also help you contact any of the Civic House staff, Civic House work-studies, CHAC Exec Board members, and other organizations on and off campus.
Workshops

· Both Civic House and CHAC hold workshops about community service, developing leadership skills, intercultural communication and relationship-building.
· In the past, the work shops have dealt with:

· Event-planning and fundraising

· Member recruitment retention

· Leadership transitions
· And more!
· Please feel free to suggest topics that would be particularly helpful for your board to staff members or the CHAC Exec board


Meeting Space: Many CHAC member groups host their board meetings, GBMs and other events at Civic House.
· CHAC member groups receive priority for use of Civic House space for meetings and activities, on the 1st or 3rd floors. Rooms can be reserved by completing an online reservation form at: http://www.vpul.upenn.edu/civichouse/facilities_ch.php. Requests should be made at least one week in advance.
· The Civic House Living Room has a TV that also serves as a display monitor for power point presentations.  The connection cord is available at the front desk.  Several other spaces have chalk boards or whiteboards for use as well.
Funding: CHAC member groups receive priority, and sometimes exclusive access, to various sources of funding to support their service and advocacy work.
· SAC funding

· CHAC serves as a checkpoint for community-service and advocacy groups that receive SAC funding. In order for a community service and advocacy group (or a group’s whose primary mission is community service) to receive funding from SAC, they must be first recognized by CHAC and become a member organization. The Civic House staff and CHAC help these groups to oversee their budgets. SAC budgets must be approved by CHAC advisors before it can be reviewed by SAC.
· CHAC Fund for Student Community Involvement

· The purpose of the Fund for Student-Community Involvement is to support student groups in their efforts to address issues effecting local and global communities through advocacy, training, and education. It is a source of funding that is open to all student groups for event-based funding needs, but priority will be given to CHAC member groups.  Additionally, the funding guidelines have recently been rewritten to allow CHAC member groups the opportunity to submit proposals for a variety of funding needs related to their community service and advocacy needs that are not event-based. Examples include funding requests for materials, supplies and other needs that are central to the mission of the organization. Applications should be submitted at least two weeks in advance.  More information, including the application, can be found at www.civichouse.org or by asking your CHAC Liaison.


· Transportation Funding
· In recent years, Civic House has offered several 15 passenger vans to support CHAC member groups in getting to and from their service sites.  Because of age restrictions on drivers as well as the various needs of our groups, Civic House discontinued the vans in 2013 and made available funding that can be more widely used to support the changing needs of our CHAC member groups. At the start of each semester, CHAC member groups are given the opportunity to apply for funds to be used towards SEPTA tokens, carshare or other suitable forms of transportation. 
· The UA has also created the Common Funding Application as a one-stop source for student groups who wish to apply for event-funding from a variety of sources across the university. Through this site you can apply for T-Change, the Faith Fund, the Intercultural Fund, SPEC and more.  To learn more, contact your CHAC liaison, the CHAC Communications & Funding Coordinator or your SAC liaison.
Copies:
· Civic House offers free black & white copying for CHAC groups for the purposes of CH-related activities. To ask for your copy code, see a Civic House staff member or work-study student. No printing is available and copies are limited to 100 per week. 

Mailboxes: Many CHAC member groups choose to have mail that is group-oriented, sent directly to Civic House rather to their personal (and frequently-changing) addresses.
· CHAC member group mailboxes are located on the first floor of Civic House, directly across from kitchen.  If your group chooses to have mail delivered here, please be sure that the name of the CHAC 
Advertising: Civic House and CHAC Exec strives to help member groups share information about upcoming meetings, events, fundraisers, and more.  Below are several ways we can help:
· Weekly newsletters
· The Civic House weekly newsletter is sent out each Sunday to more than 1000 Penn students who are interest in community service and advocacy. To list your event, please send the details to civichouse@gmail.com by 10am on Fridays or complete the online announcement form. 

The CHAC listserv is sent to the CHAC Rep, President, and Treasurer of every CHAC organization. To list your event, please send the details to cfc@chacexec.org. The CFC can also advertise your event on the CHAC tumblr that is updated often.
· Community Service & Advocacy night

· At the beginning of each semester, Civic House and CHAC hold an activities fair exclusively available to CHAC member groups to recruit new members.
· 
· Social Media

· Like Civic House on Facebook and follow us on twitter.  Tag us in your events and alert us when you post about an upcoming event, success story, fundraiser, etc so that we can share it with our other followers.
· The Daily Pennsylvanian has an events website called events@penn. To submit an event, go to http://eventsatpenn.com/events/create.

Requirements for CHAC Member Groups
· Requirements: 
· CHAC Member groups must elect a CHAC Representative (Rep) who is responsible for being the primary contact for their group with CHAC Exec and Civic House staff. 
· Attendance: CHAC Reps are expected to attend all mandatory CHAC meetings, and GBMs and advising sessions. CHAC Reps are also expected to maintain good communication with their CHAC liaison and advisor, responding to e-mails in a timely fashion and completing any and all forms provided them by the agreed upon deadline. This includes, but is not limited to, beginning of semester and end of semester evaluations. Absence from more than one mandatory event or missing more than one deadline in a semester will result in automatic probation.
· CHAC Reps are also expected to be active participants in CHAC matters, offering suggestions, asking for help, reporting back to their CHAC groups and representing their groups’ collective voice on all CHAC matters.
· Groups are also expected to perform quality and responsible service in the community.  Groups who are found to be doing irresponsible or inconsistent service may be placed on probation or removed from CHAC.
· Please contact your CHAC liaison for a list of current requirements, scheduled meetings and other important dates.
· Probation and derecognition: Groups may be placed on probation for failing to remain in contact with their liaison or failing to meet the requirements stated above or outlined in the CHAC Constitution. Once a group is placed on probation, they will be notified and will be asked to attend a probation meeting.  At this meeting, a Memorandum of Understanding will be discussed, including the reason for probation and the terms which the group must meet in order to return to good standing again. Groups who adhere to the MOU, will be removed from probation.  Groups who violate the terms of the MOU will be up for a derecognition vote with CHAC Exec.  For more information regarding these policies and procedures, contact your CHAC Liaison, advisor or the CHAC Constitution which can be found at www.civichouse.org. 
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