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Title IX
Baylor University does not tolerate sex discrimination, which includes, but is not limited to 
sexual violence, sexual harassment, sexual assault, stalking, dating/domestic violence, 
retaliation, and other related forms of sex discrimination. These behaviors are harmful to 
the well-being of our community and its members, the learning and working environment, 
and collegial relationships among our students, faculty, and staff. All forms of prohibited 
conduct under this policy are regarded as serious University offenses; and violations will 
result in discipline, with the possibility of separation from the University. State and federal 
laws also address conduct that may meet the University's definitions of prohibited 
conduct, and criminal prosecution may occur independently of any disciplinary action 
imposed by the University.
For more information on how to report or to learn more about our policy and process, 
please visit www.baylor.edu/titleIX.



Student Activities
All club events must be 
approved through the 
Connect system.

*Rosters - Must be a Roster Manager

*Product Approvals (T-Shirts, Uniforms)

*Grade Reports

*Exception to Policy Form



Fusion Club
club.fusionfamily.com/@/baylor

*Rosters
*Baylor Waiver
*Code of Conduct

All members must register for 
your club and complete both 
forms. Then an officer must 

approve them to be placed on 
the active roster!

mailto:Club.fusionfamily.com/@/baylor


Club Officers

Go to Fusion Club and create an account.

Find your club and register for it.

We will make you President within your club.

Invite members to join your club and accept them to your roster.



EMAIL ADDRESS
buclubsports@baylor.edu

• Best method to contact your teams designated 

coordinator/director

• Submit/Forward all forms and/or questions

• Please include your Club Sport Team somewhere in the 

subject line

mailto:buclubsports@baylor.edu


Sport Club Flow Chart

SPORT CLUB REIMBURSEMENT PROCESS

*ITEMIZED RECEIPT: a receipt that has every item purchased from that location listed

• You must register with Zelle®  using this link 
(Zelle® enrolment instructions).  

• Zelle® Reimbursement fillable pdf form can be 
found in this link (Zelle® Payment Voucher)

• Accountability - Club members must CC Club 
officer (or other member if no other officer in 
club) when emailing forms in.

• Itemized receipts and form must be emailed to 
Campus_Rec@baylor.edu or brought to CRec
office WITHIN 2 WEEKS of incurred cost.

• Allow 4 business days for reimbursements to be 
completed.

• You must register as a supplier with BU using this 
link (Supplier Registration Form). 

• BU Sport Club Reimbursement pdf fillable form 
can be found in this link (BU Sport Club 
Reimbursement Form).

• Direct Deposit Form can be found in this link 
(Direct Deposit Form)

• Itemized receipts and form must be emailed to 
Campus_Rec@baylor.edu or brought to CRec
office WITHIN 2 WEEKS of incurred cost. .

• This process CAN take up to 6-8 weeks to be 
completed.

Reimbursement Under $300 Reimbursement Over $300

SPORT CLUB TRAVEL APPROVAL PROCESS

Event Approval 
(w/ Student Activities)

Share Trip Details 
(w/Robert Graham)

Create an event in 
Connect, fill out and 

submit the information 
for approval

Questions regarding 
Connect, your event, 
or approval status?

Email Craig_Willie@baylor.edu
as soon as possible

Hotel 
Needed?

Trailer 
Needed?

Transport 
Needed?

YES: View the Hotel Booking Instruction Video / 
Instructions PDF and then request a hotel 

through https://baylor.lucidhotels.us

NO: Return to Waco before midnight

YES: Submit a Sport Club Request for 
Vehicle/Trailer Form at SLC (form can be 
found online)

FLY/BUS: See Robert Graham 2+ weeks in 
advance to reserve flights

DRIVE: Traveling 125+ miles?

YES: Submit a Sport Club 
Request for Vehicle/Trailer 
Form at SLC. All eligible drivers 
must submit a Driver 
Authorization Form (*see slide 
20 of officer PowerPoint).  
Request a gas card. If you are 
traveling to San Marcos or 
Huntsville, submit an Exception 
to Event Request Guidelines
form under files in Connect.

NO: You may use your vehicles for 
travel (you assume all liability for 
your own vehicle) Request a gas 
card. Use the Sport Club Request for 
Vehicle/Trailer Form to request a 
gas card.

Is your advisor 
traveling with you?

Yes: Make sure 
they are 
included in 
your Travel 
Form.

No: Find a Baylor 
faculty member or a 
Baylor graduate 
student to accompany 
the team

Fill out Exception to Event Request 
Guidelines form under files in Connect

Have the faculty member or graduate 
assistant email 
Craig_Willie@baylor.edu to set up a 
Risk Management meeting

Once approved, have the faculty 
member or grad included in the Travel 
Form and submit.

IMPORTANT
Both Domestic Travel Form and 

Participant List should be completed 
online together. These need to be 

submitted to Risk Management 
10 DAYS before travel. Your trip is 

not fully approved until the 
confirmation email (and participant 

list) is forwarded 
to buclubsports@baylor.edu

Domestic Travel Form

Please make sure all 
participants on the roster have 

been added to your Connect 
Roster, IMLeagues Roster, and 

have completed all 3 waivers in 
IMLeagues. If this has not been 
done by 3pm the Friday before 

competition, incomplete players 
will not be able to travel or 

compete with the team.

10 DAYS BEFORE EVENT complete the online Domestic Travel Form WITH the 
full Participant list completed online; 

(https://www.baylor.edu/risk/index.php?id=871838)
Once completed, IMMEDIATELY FORWARD the confirmation email (& 

spreadsheet participant list if over 15 people) sent to you by risk 
management to buclubsports@baylor.edu

Participant List 
(Travel Roster)



Reimbursements 
& Payments

Supplier Registration

 - when needed & which form?

Zelle Payments
 - how to sign up & which form?

Other Forms, Info & Payment Sheets



 Zelle® Payment 
Request Voucher 

• Will be use for amounts UNDER $300.
• You must register with Zelle® to be reimbursed this way.
• Zelle® instructions can be found on Club Sport website 
under reimbursements. 
• Zelle®  Reimbursement fillable pdf form can be found on 
Club Sport website under reimbursements.
• Accountability - Club members must CC Club officer (or 
other member if no other officer in club) when emailing 
forms in.
• Itemized receipts and form must be emailed to 
buclubsports@baylor.edu or brought to CRec office WITHIN 
2 WEEKS of incurred cost.
• Allow 4 business days for reimbursements to be 
completed.

mailto:Campus_Rec@baylor.edu


BU Sport Club 
Reimbursement Form

• To be used for reimbursements OVER $300

• You must register as a supplier with BU.

• Supplier registration form can be found on Club Sport 
website under reimbursements.

• BU Sport Club Reimbursement pdf fillable form can be 
found on Club Sport website under reimbursements.

•  Itemized receipts and form must be emailed to 
buclubsports@baylor.edu or brought to CRec office 
WITHIN 2 WEEKS of incurred cost. .
• This process CAN take up to 6-8 weeks to be completed.

mailto:Campus_Rec@baylor.edu


Supplier Registration

these can be found on Club Sport website, under 
Reimbursements



Officials Payments
• This is a NEW form – do not use the old one.
• Can be found on Club Sport website, under forms.
• To be used when needing to pay officials and you 
are responsible for gathering information to do so.
• Information from this form will be used to set the 
Official up as a supplier, if needed, AND as an invoice 
for payment needed.
• Due to buclubsports@baylor.edu or in the CRec 
office NO LATER THAN 2 DAYS after game.
• Handwriting must be legible or will not be 
accepted.

mailto:Campus_Rec@baylor.edu


Key takeaways –
• Zelle is to be used for reimbursements UNDER $300.
• Zelle reimbursements must have club accountability (cc’d on 

email)
• Itemized receipts are still required!
• No receipt or lost receipt form = no reimbursement.
• Being a Team Leader = YOU must do your part to communicate 

to your team how to be reimbursed and provide information as 
needed.

• Reimbursement and payment requests – DUE 2 weeks from 
end of event or cost incurred.

• We are here to help you!

BUClubSports@baylor.edu for emailing in forms & receipts for 
reimbursement and payments

BUClubSports@baylor.edu for all other communication and other 
forms

254-710-3315 - Campus Recreation Office

mailto:BUClubSports@baylor.edu
mailto:BUClubSports@baylor.edu


Deposit Form

For all deposits except 
donations. 

Bring donations in 
separately.

*Remember you can also use the link on 
your Campus Rec Page for non-cash.



Additional Accounting Items
NOTE: Sport Clubs may not have any type of accounts other than 
the ones Baylor provides through the Campus Recreation office. 
No club may have any type of bank account off campus. All 
money that the club collects must be deposited into the club’s 
account though the Campus Recreation office.

Clubs are not to hold on to petty cash. 
All money must be deposited.



Purchasing Equipment and other items

Submit Quote to buclubsports@baylor.edu. Item descriptions must 
be specific and detailed (number, sizes, colors, dimensions, material, 
brand names, catalog number, etc.) to ensure receipt of the desired 
item(s).
 

All vendors mush be approved in Baylor’s financial system before 
any purchases can be made. Submit vendor information to 
buclubsports@baylor.edu well in advance of purchase to ensure 
timely transaction. 

mailto:buclubsports@baylor.edu
mailto:buclubsports@baylor.edu


Baylor Marketplace

Each club has a presence on the marketplace that you can use to sell 
club apparel and other items to members, parents, and alumni.



Available Accounts
Travel Account:

Balance does not roll over.

For:
Gas – Hotels – Rental Vans

Entry Fees – Buses

Not for Food.

Club Account:
All dues, fund raising, and 
donations. Balance rolls over 
each year. For any club related 
expenses.

Paying dues by credit card will 
result in the club paying the 
transaction fees.



Coaching Forms

All  coaches 
must 
complete 
both forms.



CREC 
Webpage



Deposit Link
For Dues and
Donation Link



Safety Officers

Must have two members 
that are First Aid and CPR 
certified. Campus 
Recreation will pay for 
classes taken at the SLC.

Must report all injuries, no 
matter how minor, to the Risk 
Management Office.

Baylor Incident Report:
https://www.baylor.edu/gr/in
dex.php?id=871826

https://www.baylor.edu/gr/index.php?id=871826
https://www.baylor.edu/gr/index.php?id=871826


Travel

All travel must be approved through the 
Connect System. Exception to Policy 
Form on Connect as well.

A travel advisor must accompany you on 
every trip.

Travel over 125 miles must include commercial 
or rented vehicles. (Air, Bus, Rental Car)



Travel Forms
*NOW ONLINE*:
Baylor Online Travel Form Link 

Must be completed and submitted for every trip off campus. Must include 
your travel advisor for the trip.

The confirmation email you receive MUST be forwarded to 
buclubsports@baylor.edu email immediately

*If you have over 15 participants, the excel document with your Participant 
List must be emailed as well.*

https://www.baylor.edu/risk/index.php?id=871838
mailto:buclubsports@baylor.edu


Travel Forms
*If you have over 15 participants, the excel document with your Participant List must be emailed along with your confirmation email 
as well.*



Driver Form
Must be 18 years old to be a certified driver.

To become an Authorized Driver, please visit the 
Driving for Baylor 
webpage https://www.baylor.edu/risk/index.ph
p?id=871837 and under "Resources", click 
"Request to Drive"

Complete the online fillable application, print, 
and sign with ink pen*

Then then click the "Upload Completed Driver 
Application" widget to upload the completed 
and signed form

https://www.baylor.edu/risk/index.php?id=871837
https://www.baylor.edu/risk/index.php?id=871837


Vehicle Form

To request Enterprise and Campus 
Recreation Vehicles, trailers, and 
Gas Card.

Gas card use at accepted merchant 
locations.

https://www.fleetcommanderonlin
e.com/app/public/merchantLocator
.do

https://www.fleetcommanderonline.com/app/public/merchantLocator.do
https://www.fleetcommanderonline.com/app/public/merchantLocator.do
https://www.fleetcommanderonline.com/app/public/merchantLocator.do
https://www.fleetcommanderonline.com/app/public/merchantLocator.do
https://www.fleetcommanderonline.com/app/public/merchantLocator.do


Enterprise

When you are at Enterprise speak to them about the proper drop off procedures. 
Be aware that there is an after-hours key drop off box.

Before you take possession of the vehicles be sure to walk around and visibly 
inspect the vehicles for any damage. Have any dents and scratches noted on the 
rental agreement before you leave. Also look for any cracked or chipped windows 
or windshield. Inspect the interior for any stains or ripped fabric or broken knobs. 
Finally make sure the gas tank is full. Once again, all damaged areas must be listed 
on the rental agreement.

All drivers must be Baylor approved drivers.



Hotels via Lucid

Go to webpage 
“https://baylor.luci
dhotels.us/” make 
sure you are on the 
BAYLOR site with 
the Baylor Club 
Sports logo in the 
left hand corner. 



Reservations
Field and room reservations are 
made through the Baylor Campus 
Recreation Website and the 
Connect System.

1. Submit the Campus Recreation Facility Reservation Request form
2. Submit a copy of Student Activities Event Approval by email to 

RecReserve@baylor.edu

Student Activities Approval can be obtained through the Student Activities 
website at Student Activities. Once your event is APPROVED BY YOUR 
ADVISOR and STUDENT ACTIVITIES , you will receive an email that you will 
forward to RecReserve@baylor.edu

Please note: This does not guarantee the use or availability of the requested 
facility. Both forms are required before a reservation will be placed on the 
calendar. Reservations are filled on a first-come, first-served basis.

https://www.baylor.edu/campusrec/index.php?id=930189
mailto:RecReserve@baylor.edu
https://www.baylor.edu/studentactivities
mailto:RecReserve@baylor.edu


Examples of accepted approvals from Connect for reservations
Screenshot of Connect Approval

PDF version of Connect Approval

Forwarded email with the word “Approved”



Lightning Detector
Lightning Detectors are located on the 
BSB and Sport Club/Intramural Fields.

While the strobe light is on you must be 
OFF the fields.

The strobe will go off 30 minutes after 
the last lightning strike is detected.

When the strobe goes off you may go 
back onto the fields.



Club Sports Coordinators And Associate Director:

Robert Graham:
Assoc. Director Competitive Sports Programs

Crew
Hockey
Ping Pong
Quidditch
Sailing
Spikeball
Swim
Wakeboard
Men's Water Polo
Women's Water Polo
Waterski

Chris Gomez:
Sr. Coordinator Club Sports & Game Management

Disc Golf
Men's Lacrosse
Women's Lacrosse
Rock Climbing
Men's Rugby
Women's Rugby
Men's Soccer
Women's Soccer
Triathlon
Men's Ultimate
Women's Ultimate

Reid Jackson:
Sr. Coordinator Competitive Sports

Baseball
Women’s Softball
Men’s Basketball
Women's Basketball
Cycling
Fencing
Golf
Gymnastics
Kendo
Tae Kwon Do
Tennis
Men's Volleyball
Women's Volleyball



Other Items

The Campus Recreation office is the primary point of contact for 
club officers and advisors with regard to facilities, contracts, and 
equipment. All correspondence to other Baylor departments 
concerning these items should go through the Department of 
Campus Recreation and other department staff as needed.



Questions?


