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This document is intended to serve as a resource guide for sponsoring entities who are interested in initiating a compulsory campus‐based student fee. A compulsory campus‐based student fee is fee levied at individual campuses that must be paid by all registered students to whom the fee applies. Compulsory campus‐based student fees are established, increased, or renewed following a student vote. The fee may be used to fund student‐related services, programs, and facilities. All fee initiatives must adhere to both:

· University of California Policies Applying to Campus Activities, Organizations, and Students: Section 80:00 Policy on Compulsory Campus-Based Student Fees
· University of California Policies Applying to Campus Activities, Organizations, and Students: Section 70.00 Policy of Student Registered Campus Organizations
· UCSF Implementing Regulations for Compulsory Campus-Based Fees: Section 9: Referendum
· UCSF Graduate & Professional Student Association Governing Documents


This guide serves as a tool and outline to help department and students navigate the approval process. The guide provides the following sections: 

· Timeline
· Ballot Instructions
· Frequently Asked Questions 
· Ballot Language Template


This guide will be reviewed annually and will be revised to include any systemwide or campus updates to policies and timelines when applicable. Questions, comments, suggestions pertaining to the guide are welcome and can be directed to Student Life (studentlife@ucsf.edu). 



Timeline

October	Proposal Development
Create a written proposal and develop ballot language (see Ballot Language Template). 

To gain feedback on your proposal, you are encouraged to consult with:
· Graduate & Professional Student Association (GPSA)
· Student Services Fee Advisory Committee (SSFAC)
· Student Life

December	Draft language must be submitted to Student Life, who will work with the campus Vice Chancellor of Student Academic Affairs, Budget Office, UCOP Budget and Planning, and UCOP Student Affairs, for review to ensure that the procedures and criteria are consistent with the law and university policy.

January	Approval to Place on Ballot
This is a critical quarter for gaining support to be able to put your initiative out for a student vote. Approval may be obtained using the one of the following options: 
· Option 1: Approval from GPSA or SSFAC
· Option 2: Petition signed by 5% or more of student body (See GPSA Bylaws)

To submit a petition for GPSA or SSFAC approval, please send your proposal  to Student Life (studentlife@ucsf.edu) with the following information:
· A cover letter that outlines your goals
· Your contact information
· Proposed title of the fee initiative
· Ballot language
· Background information & FAQ
· 10‐year budget of program/service with proceeds of the fee

February	Ballot Language Sign Off
For referendums sponsored by an official campus advisory committee, GPSA shall approve the wording of the referendum and information materials prior to submitting the final draft to UCOP. Only once the final ballot language and supporting documentation is approved from UCOP may campaigning for the referendum begin. 

March		Ballot Campaigning
Opinions both in favor and against the referendum shall be published in Synapse, the UCSF student newspaper.

Comprehensive and impartial materials describing the referendum shall be developed and approved by the sponsoring advisory committee or student government. The University shall provide these materials to each registered student affected by the referendum electronically or by U.S. Mail.

At least one open forum at each major campus site shall be held to provide equal opportunity for arguments both in favor and against the referendum.

April		Voting
The voting procedures of the GPSA Election Code shall be used for all referendum. To establish a new compulsory student fee by referendum, or increase an existing compulsory student fee, a minimum of 20%[footnoteRef:1] of all eligible voters affected by the fee must vote for the election to be valid. A majority vote is required for approval. [1:  For any ballot measure in support of a non-capital-project-related campus program, where voter eligibility is limited to graduate and/or professional students, a Chancellor may set the minimum voting pool, for that ballot measure only, at a lower level (based on historical graduate and professional student voter turnout rates for the campus), without petitioning the President in advance for approval (PACAOS Section 84.12).] 


May 	Submission to UCOP
Student Life shall be responsible for sending the ballot language, certifying documentation, and any other supporting documents to the Chancellor and Budget Office, who will in‐turn, submit the fee initiative to the UC Office of the President for review and approval. If appropriate, the Office of the President will obtain approval by the Regents.



Ballot Instructions

Ballot language for the proposed fee initiative must be impartial and include the following information (see Ballot Language Template):

· Sponsoring organization
· Purpose of fee
· Amount of fee
· Effective date of fee
· Which quarter(s) the fees will be charged
· Who will pay the fee 
· Wording on the ballot
· Voting procedure
· Information on how much of the fee will go to return‐to‐aid (a minimum of 25% and usually no greater than 33%) (See PACAOS Section 81.20)
· Inflation index language  

When considering proposed fee initiatives requesting placement on the ballot, GPSA and/or SSFAC will evaluate it on a content‐neutral basis. Decisions will be based on the feasibility of the proposal and the following considerations:

· Who did you consult with to create the fee amount, guidelines, and ballot language?
· Are you sure the fee amount will be sufficient for your proposed initiative? For example, if you intend to fund salary for a full‐time staff member, have you accounted for benefits and future increases? Also, how will you deal with the rising costs of goods and services (i.e, adjusting for inflation to meet the needs of the program service, or building maintenance in the foreseeable future)?
· Does the referendum meet all of the necessary requirements, including return‐to‐aid?
· Is there a sound plan for administering the fee revenue should the initiative pass?
· If the fee revenue is not going to be administered by an existing campus entity, is the fee initiative accompanied by the creation of a body that would be able to successfully allocate the funds? Is there a set of guidelines that adequately outlines the structure and operation of this new entity?
· Is the proposed fee amount reasonable within the context of other student fees?
· Is there a “sunset clause” for the fee initiative? Does it specify whether it will it be re‐evaluated by the student body after a set number of years? If the fee is for a construction bond, does the ballot language specify when students will stop paying the fee?
· When considered within the overall framework of the university, is it reasonable to expect students to pay for the proposed service, program, building, etc.?
· Is the quarterly fee rounded to the nearest dollar? This helps reduce the administrative cost of reconciling the account.



Frequently Asked Questions

1. What if I can’t meet the deadlines or the recommended timeline for the referendum process? 
See GPSA Election Procedures in the GPSA Bylaws.
a. While the suggested timeline is recommended, all of the deadlines recommended allow for adequate time for the appropriate parties to approve the referendum. After March 1, no item will be placed on the ballot that has not received appropriate approval in writing from all of the required parties in order to align with the in publishing the election calendar. It is the responsibility of the person and/or group sponsoring the referendum to ensure that the process is moving forward in a timely fashion.
2. How may we spend the fees? 
See PACAOS Sections 70.20, 70.81, 86.11, 86.20, 86.30.
a. Particular programs and activities of a Registered Campus Organization funded from compulsory campus‐based student fees shall be open to participation by the entire campus community. In addition, all expenditures relating to particular programs and activities of a Registered Campus Organization (whether the program or activity takes place on‐ or off- campus) that are funded from (such fees must be under the direct control of University of California students.
b. Support for a Registered Campus Organization or any student group other than a student government from compulsory campus‐based student fees must be in the form of a reallocation from student government or other appropriate campus entity to the Registered Campus Organization or other student group. All such reallocations must be made consistent with the requirements for viewpoint‐neutral funding. 
3. Can students get a refund if they don’t agree with the fee? 
See PACAOS Section 86. 13, Section 70.83.
a. Presently, there is no pro rata refund of compulsory student fees mechanism established at UCSF. Establishment of such a refund mechanism is not required either as a matter of University policy or the law
4. Can the voting minimum be lowered?	
See PACAOS Section 84.12.
a. For any ballot measure in support of a non-capital-project-related campus program, where voter eligibility is limited to graduate and/or professional students, a Chancellor may set the minimum voting pool, for that ballot measure only, at a lower level (based on historical graduate and professional student voter turnout rates for the campus), without petitioning the President in advance for approval.
5. Why do we have to return at minimum 25% of the fee to aid?
See PACAOS Section 81.20.
a. Beginning April 14, 2006, any compulsory campus‐based student fee approved as either a new fee or an increase to an existing fee shall provide for fee revenue for local need‐based financial aid ("return‐to‐aid") to be set aside in an amount equal to at least 25% of the total new fee or fee increase as appropriate. This provision ensures that financial aid packages issued to students with financial need will be sufficient to cover the additional cost of the fees. 
6. Are there additional requirements for new fee‐funded buildings and major renovations?
See PACAOS Section 84.15.
a. The actual language of any ballot measure that is intended to fund either construction of a new building or other facility, or major renovation of an existing building or other facility, explicitly state:
i. whether the fee will be continued following retirement of the original debt on the new construction or major renovation, and
ii. if the fee is to be continued, the purpose or purposes for which the fee will be used, as well as the mechanism that will be used to determine the level at which the fee will be set, following retirement of the original debt (please note that, as a general principle, campuses are encouraged to continue such fees at an appropriately adjusted level following retirement of the original debt, to provide for the actual costs associated with long‐term building or other facility maintenance needs).
b. Referenda must be initiated only from the time that students can actually benefit from and use the new or renovated building or other facility, except as specified immediately below. All student referendum results are advisory to the Chancellor and, conditional on the Chancellor's recommendation, are subject to final approval by the President under the authority delegated to the President by The Regents. We recommend you consult with the Office of the Vice Chancellor of Student Academic Affairs for any proposals for fee‐funded building or major renovations to be sure you have acquired space allocation and have properly budgeted for all construction, renovation, and maintenance costs. 


Ballot Language Template

[Title of the Fee]

Do you approve the creation of a [dollar amount] student per quarter fee effective [date of implementation] to support the [explain the purpose of the fee]?

· The fee will be charged to [all UCSF students or specific academic program(s)]
· The fee will be assessed during the [list the quarters].
· The fees collected will be managed by [list existing campus entity or reference a body that will be created and the guidelines for the creation and operation of this new entity].
· In accordance with campus practice, 25% of the fee will be returned to financial aid to help offset the cost of this fee for students who are eligible for financial aid.
· Starting Fall _______, the fee will increase annually based on the California
Consumer Price Index (CPI). The CPI will be taken from the California Department of Finance’s calendar year annual average of all urban consumers CPI‐U.
· Students will participate in an advisory role to oversee the operating budget and administration of the fee‐funded activities, and sponsoring organization will be responsible for writing and distributing an annual report on the activities funded by this fee initiative.

__ Yes, I support a [dollar amount] per quarter fee for the [purpose/name of the fee].
__ No, I do not support a per quarter fee for the [purpose/name of the fee].
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