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ADVISING STUDENT ORGANIZATIONS

What is an Advisor?

A person who gives advice or makes a recommendatidn a decision or course of action. This istiost practical

application of the term. In a university settihgstdefinition is expanded to often include a noledel, teacher, confidant,
resource person, and more.

The Common Ground Shared by Advisors Includes:

- Allowing students to retain decision-making authori
Allowing students to have control over the selattid members.
Giving the limelight to the group through allowitige students to receive the recognition of the egdion’s
achievements.
Rewards are generally intrinsic in nature and ddpgon the accomplishments/personal growth of thapy
Personal opinions are removed when advising thepgro
Serving as a non-voting member of the group.

The role of the advisor will vary from student anigation to student organization and is often ddpahupon the very
nature of the personalities involved. Primarihe tole of the advisor is not parental. He/Shela¢e establish a good
working relationship with the group based on resped genuine caring. Appropriate interventiomyrsbguidance and
an objective perspective are all ingredients nesgdsr good advising.

BGSU STUDENT HANDBOOK GUIDELINES FOR BEING AN ADVIS OR

All student organizations are required to havednsar who is a full-time staff or faculty memberBGSU.

Within the context of the broader mission and petiof the University, advisors shall share insgirid directions
that allow student organizations to further thdijeatives and enhance the meaningfulness of orgaoiz
membership.

Specific responsibilities of the advisor shall be attend meetings; provide guidance to officezseive all financial
statements and oversee all financial transactibtisemrganization; ensure that officers have & Zothimum GPA;
provide consultation concerning membership selagiimcedures and responsibilities; and review é&nithe
organization’s annual report.

Because of the involvement of some student orgtairain University governance, their advisors appointed by

the Vice President for Student Affairs with conatitin from the organization’s student officers atiger interested
parties.

Advising Responsibilities
The specific roles and responsibilities of an aoivisill vary from organization to organization aftdm advisor to
advisor, but the following presents a list of gaheesponsibilities:

Leadership Development

Through personal interaction and program developntiee@ advisor can play a significant role in fenting leadership
development and personal growth of members, asasetlentifying new leaders for the organizati®ome specific
developmental areas that the advisor may enhaedatarpersonal communication skills planning skilhd
organizational skills. The advisor should be ala# to assist with organization retreats and wags.

1001 East Wooster Street Bowling Green, Ohio 43403-0160 fax 419-372-0477
222 Saddlemire Student Services at Conklin phone 419-372-2011 www.bgsu.edu



BGSU.

BOWLING GREEN STATE UNIVERSITY

Office of Residence Life/Greek Affairs
Division of Student Affairs

Consultation

The advisor should meet regularly with officersigh@rsons concerning activities and should be awhvehat projects
and events are being planned. Through continued operaction where ideas can be expressed frielyadvisor serves
as a resource person to point out new perspeciveguide the group toward activities and individagxformance
worthy of a major university.

Responsibilities to the Organization

- There must be opportunities for the educational@ardonal development of students who participsitmembers of
the organization.
If the organization is planning a program, the paog should justify the expenditure of students'djmabilities,
energy, and dues.
The advisor should be well informed about all pland activities of the group. This may be achietedugh
regular attendance at meetings and/or frequenuttatisn with student officers.
The advisor should discourage domination of theigiwmy an individual or small group of members.
The advisor is responsible for providing long-tezomtinuity within the group and should be familegith its history,
including major changes in the group’s program.
The advisor should assist in the orientation of oégers.
It is recommended that the advisor attend the sv&gminsored by the group and assist in settingptiesof the
occasion.
The advisor should provide direct assistance irptAening and evaluation of the overall programs.
The advisor should assist in promoting student@sten evaluating programs.
The advisor should assist the group in settingsti@aoals and objectives each semester/acaderarc y

Responsibilities to the Individual

- The advisor should encourage each individual tagyaate and plan group events.
Group members may need guidance as they try tdeléciwhat degree they should participate in getsi The
advisor should seek to assist the students in aiaing a balance between academic and co-curriesfagcts of
student life.
The advisor should encourage students to accgmneibility for specific parts of the program, hafpthem to
recognize the importance of their role in relationhe group’s goals.

Responsibility to the University
Advisors work with students and should not constdemselves as a person who directs the grouptgamts and
activities but as a person who guides the growgzaordance with the purposes and educational dgsadf the
University.

Taken from the BGSU Student Handbook and “AdviSiuglent Organizations” Thundar Bolt, North Dakotat8
University
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ROLES OF AN ADVISOR

Positive and Negative Roles of the Advisor

POSITIVE

Mediator Motivator Processor
Encourager Communicator Confronter
Teacher Listener Innovator
Ally Diplomat Conscience
Sage Devil's Advocate Goal Setter
NEGATIVE

Nag Guest Speaker Bore

Titan Warden Preacher
Worry Wart Critic Manipulator
Boss Egotist Tourist
Parent Follower Stagnator
Pseudo-Intellectual Prom Queen Hot Head

TIPS FOR ADVISING

Guidelines for Effective Advising
- Be an educator/a challenger (realize the compormoup dynamics and the decision making process)
Know or help develop the goals of the group.
Know the members of the organization and their aeed
Be sincerely committed to the organization.
Be available and approachable to the members.
Provide appropriate feedback.
Guide the group to success — share in their sueséasures.
Be open to learning yourself.
Know resources available.
When an officer asks, “What should we do?” the §arsshould be rephrased and handed back to him/Tes
advisor is there to assist the officer but notsolve the problem for him/her.
Have fun.

An Advisor of a Student Organization Should...
Suggest.
Work with the executive board.
Help insure the group examines all other execuin@d member’s sides of an issue.
Help develop team spirit and cooperation.
Be their assertive self.
Have a relationship with the group that allows gtoand development.
Attend their meetings and programs.
Treat members as individuals.

Serve as aresource.
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Be available in emergency situations.
Be consistent with their actions.

Be visible.

Know their limits.

Know their group’s limits.

Learn to speak/when not to speak.
Keep their sense of humor.

Develop a good rapport with the group.

An Advisor of a Student Organization Should Not...
- Become such an advocate that an objective powieef is lost.
Impose.
Do the work of the president.
Be a bleeding heart.
Allow the organization to become a one-person dera
Be laissez faire or autocratic.
Be the parent or smothering.
Assume the organization handles everything ok andod need you.
Assume the organization’s attitudes, needs, argbpatities will remain the same every year.
Take ownership of the group.
Just sign papers for the group.
Miss groups meetings or functions.
Say, “l told you so...”
Manipulate the group.
Tell the group what to do.
Take everything seriously.
Be afraid to let the group try new ideas.

BENEFITS TO ADVISING
There are many benefits associated with becomirag&isor to a student organization. They incluaefollowing:

The satisfaction of helping students learn and ldgveew skills.

Watching a group come together to share commoressttend work toward common goals and an underistguad
differences.

Developing a personal relationship with students.

Furthering personal goals or interests by choogingork with organizations that reflect one’s igsts.
Sharing one’s knowledge with others.

Observing students in and out of the classroom.

Watching students move from membership to leadensies, or from being reserved to participatinkyfu
Being recognized for service to an organizatiomftbe student membership.

Serving as a mentor for students.

Networking with colleagues involved as advisorsiafilar organizations.
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ADVISOR’S CHECKLIST

This form is designed to help advisors and offictermine the role of advisors in student orgaiuna.
Directions: The advisor and each officer shoukpomd to the following items and then meet to campaswers and
discuss any differences. For any items that aterohned not to be the responsibility of the adwvigtovould be valuable
to clarify which officer will assume that resporibtlp. For each statement, respond according ¢oftilowing scale:
A = Essential for the advisor.

B = Helpful for the advisor to do.

C = Nice, but the advisor does not have to do it.

D = Would prefer the advisor not do.

E = Absolutely not an advisor’s role.

The advisor should:

1. Attend all general meetings.

2. Attend all executive committee meetings.

3. Attend all other organizational actigtie

4. Explain University policy when relevamthe discussion.

5. Help the president prepare the agendacebich meeting.

6. Serve as a parliamentarian for the group.

7. Speak up during discussions with relewdatmation or when the group is likely to makpaor decision.
8. Attend conferences with the organizati@tidents.

9. Be quiet during general meetings unlasccupon.

10. Assist organization by signing forms tieguire your signature.

11. Take an active part in the formulatiothefgroup’s goals.

12. Initiate ideas for discussion when helgleves they will help the group.

13. Be one of the group except for voting lasiding office.

14. Require the treasurer to clear all experedi with you before making financial commitment.

15. Request to see the treasurer’s booke a&inith of each semester.
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16. Have regular one-on-ones with president.

17. Attend organization’s social events.

18. Check the secretary’s minutes before dhegistributed.

19. Receive a copy of all official corresparaie

20. Store all group paraphernalia during timerser and between officer transitions.

21. Keep the official files in his/her office.

22. Inform the group of infractions of its éis, codes, and standing rules.

23. Keep the group aware of its stated objstivhen planning events.

24. Mediate interpersonal conflicts that arise

25. Be responsible for planning a leaderdtiipveorkshop.

26. State perceptions of his/her role as adaisthe beginning of the year.

27. Let the group work out its problems, idatg making mistakes and “doing it the hard way.”
28. Insist on an evaluation of each actiwtyhiose students responsible for planning it.

29. Take the initiative in creating teamwank aooperation among officers.

30. Let the group thrive or decline on itsitegdo not interfere unless requested to do so.
31. Represent the group in any conflicts wigmbers of the University staff.

32. Be familiar with University facilities, rse&ces, and procedures.

33. Recommend programs, speakers, etc.

34. Take an active part in the orderly tramsiof responsibilities between old and new officer
35. Meet with treasurer monthly to reconaiaricial statements.

36. Plan organization retreats.
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EFFECTIVE ONE-ON-ONE MEETINGS

What is a One-On-One Meeting?
One-on-one meetings are conducted between a marhther organization and the organization’s advigoften the
organization member will be an officer, such asesiolent or treasurer.

What is the Purpose of a One-On-One Meeting?

One-on-one meetings are important for ensuringrgarization is running smoothly. The time can beduto obtain
information or discuss an issue with a specific tnenof the organization. This is an opportunitytfoe advisor to get to
know a member on a personal level and assist tidest in furthering his or her own leadership &pilnrough a
mentoring and teaching role.

TIpS for One-On-One Meetings:
Ask students what they wish to accomplish in thedetings with you. Make sure they understand tlipgse of the
meeting.
Consider having one-on-one meetings in a varieglades. For formal settings where informatiothis primary
goal of the meeting, a quiet work space may be Hests formal meetings could be held outside er dwnch.
Establish a weekly day and time for meetings sbytba and the student are not constantly adjustiuy schedules.
Offer assistance where needed, but make suredbarng providing opportunities for organizationdees and
members to learn for themselves.
Provide encouragement whenever possible. Negatives should always be countered with positiven{soi
Set measurable and specific goals with the student.
Have fun! Meetings do not have to be boring.

FACILITATING TECHNIQUES AND TIPS

Allow the student leaders of the organization tlle As an advisor, your role should be primagdlybswer
guestions and troubleshoot any major problemsrtiagt occur.

Ask open-ended questions. These will elicit betsponses than ones where “yes” or “no” providadequate
answer.

All members of the organization should have quest@bout things that are going on. Instead oingskdo you
have any questions?” pose the statement as “Wlestiqns do you have?” This implies that it is okayask.
Conflict can and will occur. Learning about comftation and conflict management is important irphngj the group
through these situations.

Appreciate the “value of silence.” Points may adouneetings where no one speaks up at firstingithis silence
can hamper creativity or make those who take adotige to process things feel alienated.

Be the detail person. When the group feels tregt Have thought of everything, pose questionsamtthat will help
them see the small details they may have forgotten.

Be supportive. As an advisor, you may not likergvdea that the group decides. However, as lanpay are not
breaking any University policies, help them to mavéhe direction they wish to move.

Allow the group to make mistakes. Rescuing theignaill not make the group stronger. Learning frammistake
will ensure that the group plans better for futewents and facilitate greater student learning.

Encourage the officers to delegate responsibilitieen possible. All members need to feel valuabld have some
ownership in the organization.

Encourage group respect and appreciation througmrodeling.
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act (FBRI3 a Federal law that protects the privacy ofleht education
records. The law applies to all schools that rec&inds under an applicable program of the U.$adbenent of
Education.

FERPA gives parents certain rights with respethédr children’s education records. These righaagfer to the student
when he or she reaches the age of 18 or attercd®aldeyond the high school level. Students tomwlhe rights have
transferred are “eligible students.”

Parents or eligible students have the right toénspnd review the student’s education records teiaied by the school.
Schools are not required to provide copies of @Eonless, for reasons such as great distansampossible for parents
or eligible students to review the records. Sctowhy charge a fee for copies.

Parents or eligible students have the right to@stjthat a school correct records which they beltevbe inaccurate or
misleading. If the school decides not to amendeleerd, the parent or eligible student then hagitiht to a formal
hearing. After the hearing, if the school stilciies not to amend the record the parent or etigihident has the right to
place a statement with the record setting forttohiser view about the contested information.

Generally, schools must have written permissiomftbe parent or eligible student in order to rede@sy information
from a student’s education record. However, FERRFéws schools to disclose those records, withoasent, to the
following parties or under the following conditions

School officials with legitimate educational intste

Other schools to which a student is transferring;

Specified officials for audit or evaluation purpsse

Appropriate parties in connection with financial & a student;

Organizations conducting certain studies for obehalf of the school;

Accrediting organizations;

To comply with a judicial order or lawfully issusdbpoena;

Appropriate officials in cases of health and safatergencies; and

State and local authorities, within a juvenile jeestsystem, pursuant to specific State law.

Schools may disclose, without consent, “directonfdrmation such as a student’s name, addresphete number, date
and place of birth, honors and awards, and datatteridance. However, schools must tell parertshgible students
about directory information and allow parents aligilde students a reasonable amount of time toesgthat the school
not disclose directory information about them. @it musiparents and eligible students annually of theintsgunder
FERPA. The actual means of notification (spe@tkf, inclusion in a PTA bulletin, student handhaar newspaper
article) is left to the discretion of each school.

Why Does FERPA Matter for Student Organization Advi  sors?

Confidentiality is very important. Information thgou know about a student through advising a studeyanization of
which they are a part should not be communicatguhtents unless the university determines that lifieiis in danger or
that they will commit a crime. Developing trusthvthe students you advise is paramount on thedmmies they feel
you will keep.
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SUPPORTING DIVERSITY IN STUDENT ORGANIZATIONS
How will diversity amongst your members (sex, ramweged, ethnic groups, religion, etc.) enhance poganization?

A diverse membership benefits organizations in many ways.

- Organizations should be representative of the @oiou they serve. Having a diversified membersigips to ensure
all viewpoints are heard and actions of the groaipefiit the entire constituency.
An organization with diverse members can providmigue learning experience. Students in thesenorgtions
have a setting in which to interact with and lealbout people different from themselves. Americagiety is
becoming increasingly diverse, and students witld® be able to interact with a variety of peoglevolvement in
student organizations with diverse members is gokipnity to gain experience in working and relgtimith others.
A diverse membership will bring multiple and vargerspectives and ideas to a group.
Some groups wonder why certain people do not attegid activities and meetings. Usually it is besathe
organization does not reflect diverse interestavii a diverse membership can help attract diyebsicause
various ideas and needs are reflected in the gctiviprogram.
Having a diverse membership has a “snowball” effdogn trying to recruit new members from a varigty
backgrounds. An organization will seem more sugp@and friendly to someone if they can identifghncurrent
people in the group.

Taken from the Ohio State Webpage
ADVISING GAY, LESBIAN, BISEXUAL AND TRANSGENDERED ( GLBT) STUDENTS

What GLBT Students May Encounter on a Regular Basis
Rejection by loved ones or fear that they will bgected each time they decide to come out to apgegson or group.
Balancing who knows and who does not among faméynivers and peers if they are not out to everyone.
Deciding whether or not to be out to roommates.
Hearing people make comments, jokes, and meamstate and deciding whether or not to intervene.
Having to listen to comments based on the prexgadissumption that everyone is straight until proséerwise.
Listening to professors/instructors give exampteslass that all relate to heterosexual experief@guring out how
to find relationships — we arrange plenty of plalmesnen and women to meet socially, but it is mbahder for
GLBT students (and others) to have opportunitiefetim positive relationships.
Seeing few (positive) public role models — mostsisgeotypical (on TV, in movies, etc.).
Never being demonstrative with a partner in public.
Being the butt of verbal and physical harassmedtsasault.
Deciding whom to trust. This is not just an issfi&vhether or not to come out to someone, but piatigna real
safety issue. Matthew Shepherd accepted a ride ath two men who killed him for being gay.
Having to face profound issues of self-acceptamnckralated anxiety. Suicide statistics for youag geople are
higher than that of the heterosexual population.

Taken from NACADA Region V presentation by Janeafldger and Joanne Evers (Purdue University)
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HOW TO BE AN ALLY TO GAY, LESBIAN, BISEXUAL, AND TR ANSGENDERED PEOPLE

Use the words “gay” and “lesbian” instead of “hommsal.” The overwhelming majority of gay men aedtdians do
not identify with or use the word “homosexual” tesdribe themselves.

Use non-gender specific language. Ask “Are yourgesomeone?” or “Are you in a committed relatiap8h
instead of “Do you have a boyfriend/girlfriend?”“@&re you married?” Use the word “partner” or “gifjcant other”
instead of “boyfriend/girlfriend” or “husband/wife.

Do not assume the sexual orientation of anothexgmeeven when that person is married or in a coradhit
relationship. Many bisexuals, and even some gay anel lesbians, are in heterosexual relationshipsl do not
assume that someone who is transgendered is dhgtdhe person will seek to transition to becometosexual.
Do not assume that a gay, lesbian, or bisexuabpéssattracted to you just because they haveatiedl their sexual
identity. If any interest is shown, be flatteradt flustered. Treat any interest that someondnsljow just as you
would if it came from someone who is heterosexual.

Challenge your own conceptions about gender-apiateproles and behaviors. Do not expect peopt@mdorm to
society’s beliefs about “women” and “men.”

Validate people’s gender expression. For exanifpdemale-born person identifies as female, redethtit person as
“she” and use her chosen name. If you are unsawetd refer to a person’s gender, simply ask tleasqn.

Speak out against statements and jokes that &aBR people. Letting others know that you findig®LBT
statements and jokes offensive and unacceptablgaariong way toward reducing homophobia.

Educate yourself about GLBT history, culture, andaerns. Read GLBT publications such as Ohio’s Bagple’s
Chronicle, The Advocate, and Out Magazine. Seei@sdhat are by and about GLBT individuals.

Adapted from the Gay Alliance of the Genesee V.dleghester, NY
ISSUES AROUND COMING OUT

The term “coming out” (of the closet) refers to tirecess of developing a positive lesbian, gapisexual identity. It is
a long and difficult struggle for many individudscause they often have to confront the homophariebiphobia they
learned growing up. Before they can feel good abdw they are, they have to challenge their ovitudtes and move
from the negative end of the Riddle Homophobia &@apulsion, pity, and tolerance) to feelings br@ciation and
admiration. It often takes years of painful waskdievelop a positive lesbian, gay, or bisexualtitien Additionally,
individuals need to decide when and to whom thdlydisclose their sexual identity. At times, thexne afraid to come
out to their friends, family, and co-workers.

What Might They Be Afraid Of?
Losing friendships and family connections
Losing closeness in relationships
Being the subject of gossip
Being harassed
Being physically assaulted
Losing financial support from family members
Being thrown out of the house
Losing their job
Losing their children
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Why Might Lesbians, Gay Men, and Bisexuals Wantto =~ Come Out to Others?
To end the secrecy
To feel closer to those people
To be able to be “whole” around them
To stop wasting energy by hiding an essential giattiemselves
To feel like they have integrity
To make a statement that “gay is OK”

How Might Lesbians, Gay Men, and Bisexuals Feel Abo  ut Coming Out to Someone?
Scared
Vulnerable
Relieved
Concerned about how the person will react
Proud

How Might an Individual Feel After Someone Has Come  Out to Them?
- Disbelieving

Uncomfortable

Not sure what to say

Not sure what to do next

Wondering why the person came out

Scared

Shocked

Angry

Disgusted

Supportive

Flattered

Honored

What do Lesbians, Gay Men, and Bisexuals Want From  People They Come Out to?
- Acceptance

Support

Understanding

Comfort

A closer relationship

Hearing that disclosure will not negatively affédo¢ relationship

A hug and a smile
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What Are Some Situations in Which Someone Might Com e Out to You?

- They may have chosen to come out to you becausargoa close friend or family member and they warave an
honest and genuine relationship with you.
They may feel that you are a person who will beansi&nding and accepting, and so they trust ydu this very
personal information.
They may not be sure how you will react, but thesfer to be honest and are tired of putting time amergy into
hiding their identity.
They may decide to come out to you before theyyréalow you, in order to establish an honest refahip from the
beginning.
They may come out to you because some aspect opyolessional relationship makes it difficult tontinue to hide
their sexual orientation.
They may come out to you because you are in aiposd assist them with a concern, determine thedess to
certain resources, or address policies, which affegr life.

Ways That You Can Help When Someone Comes Outto Yo u

Remember that the person has not changed. Theyilhtke same person you knew; you just have mfe@mation
about them now than you did before. If you arec&bd, do not let the shock lead you to view thes@eras suddenly
different.
Do not ask questions that would have been congldeeppropriate before their disclosure.
If you would like more information, ask in an hohasd considerate way. If you show a genuine asgectful
interest in their life, they will most likely apprate it. Some good questions to ask are:

How long have you known that you are lesbian/gaghual?

Are you seeing anyone?

Has it been hard for you having to hide your seidetity?

Is there some way that | can help you?

Have | ever offended you unknowingly?
Do not assume that you know what it means for #regn to be lesbian, gay, or bisexual. Every pessexperience
is different.
They may not want you to do anything necessaiillygey may just need someone to listen.
Consider it an honor that they have trusted yoh thits very personal information. Thank them faoisting you.
Clarify with them what level of confidentiality thieexpect from you. They may not want you to telyane else, or
they may be out to others and not concerned with fivids out.
If you do not understand something or have questi@member that people who are lesbian, gay sexbal are
often willing to help you understand their life @jgnces.

Adapted from the Northern lllinois University S&fene Program and from Vernon Wall and Jamie WasbimdL989
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STUDENT DEVELOPMENT THEORIES

Student development theories have been createzlgalbscribe the way that students develop, thethatystudents
think, and the way that students understand/pezdéi¥ world around them. As an advisor, knowingualstudent
development theories can help you understand wloenestudents are in their thought processes anydtlndy may react
to things the way they do.

Cross (1995)

African American students go through a seriesajes in their development. Cross describes hdwdzist moves
through these stages.

Stage 1: Preencounter
Students think that everyone is the same and \hiew tace as unimportant. Since being White isntbren in society, a
student in this stage is pro-White and may eveartieBlack.

Stage 2: Encounter

Something happens that shatters the way that argtuews the world in Stage 1. Maybe the studkeatvictim of a hate
crime or hears racial slurs used against themhofitst time. The student begins to seek outrmédion about their
African American identity.

Stage 3: Immersion-Emersion

The student, wanting to learn about their own eelttmmerses themselves in everything about beinigah-American.
They may withdraw completely from other ethnic gre@nd spend time with only other African-Americamdents and
student organizations. They tend to be angry armtideful.

Stage 4: Internalization
The student begins to be able to meld their vieam fStage 1 and Stage 3. They become more fleaitdeunderstand
that there are many different realities for indiadk of different races.

Stage 5: Internalization-Commitment
The student incorporates their new identity anddiways to address problems that they see aroend tihere is a
focus on the group rather than the individual.

Knowing about the stages of development for Afridamerican students can aid advisors in their unidading of this
student in your organization. It is then posstblsupport that student at the stage that theiynasgthout allowing them
to disrupt those around them.
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Helms (1995)

White students also go through a series of chaimgbeir development. Helms describes how a studiewves through
these statuses.

Phase |: Abandonment of Racism

Status 1: Contact

White students make a realization that some stadertAfrican-American. Generally these studeatemot had many
interactions with individuals who are African-Ameain and feel a mix of curiosity and anxiety ovegrgping time with
these new individuals. They begin to realize thfaican-American students are treated differerttisrt white students.

Status 2: Disintegration
The student begins to understand what it meane White and feel embarrassed about the privilegettiey are
afforded as a White person in society.

Status 3: Reintegration
The student is very conscious of their White idgntiThey accept the idea of White superiority amay act out with their
White privilege through actions against African-Aman students.

Phase II: Defining a Non Racist White Identity

Status 4: Pseudo-Independence
A student begins to understand that they are resiplerfor their own racism and tries to understahoa White people
help racism to continue. They expect African-Aroan students to do something to curb racism.

Status 5: Immersion-Emersion
The student begins to replace stereotypes thatitiiey learned with real information. They seedhifthe way they
are.” These students begin to confront racismadanthings to make change.

Status 6: Autonomy
The student internalizes what they have learneddafides a new idea of White identity.

White students in an organization may clash witlilents of color during particular stages of develept. Identifying
why a student is acting the way they are can helgdwisor to mediate the group while still respegthe student’s
current viewpoints. In time, the student will mdeea new stage of development. The importantebtée advisor is to
make sure that no one feels detached from the gtotipg this development.

Cass (1984)

Cass developed a theory of gay/lesbian/bisexualiigteto help us understand students who may haliferent sexual
orientation.

Stage 1: Identity Confusion
The student first becomes aware of thoughts arohfisethat are gay/lesbian/bisexual in nature. 3tnelent becomes
anxious and confused about these feelings.
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Stage 2: Identity Comparison

A student in this stage tries to learn more abloeir new thoughts and feelings by seeking out médron about
gay/lesbian/bisexual individuals. Their identitythe world will remain heterosexual while they toyfigure things out,
possibly trying to inhibit their feelings.

Stage 3: Identity Tolerance
A student recognizes that they probably are gayiéegbisexual. They seek out other people whdilkkeeghem to help
them feel like they are not alone.

Stage 4: ldentity Acceptance
The student spends more time with new friendsdhaay or lesbian and begins to think positivélgud being
gay/lesbian/bisexual.

Stage 5: Identity Pride
The student focuses on the issues related to lgaiyyesbian/bisexual and becomes an advocatedordblves and
others. This student may withdraw from contachviiéterosexual individuals.

Stage 6: Identity Synthesis
The world of heterosexual and gay/lesbian/biseidiliduals becomes less divided. The student sigwlividuals as
people rather than based on their sexual identity.

Students who are in any stage of Cass’s model mayrboggling with their interactions with others &variety of
reasons. This student and other students in tfenaration must learn to interact with each othesugh the changes
that are occurring in the life of a gay/lesbiarglzisal student. As an advisor, it is imperativeitavide an environment
of encouragement and understanding.

Myers-Briggs (1971)

All students have different personalities. Intéiats with students in groups can complement omg¢hen or clash based
on personality dimensions that are explained byMizers-Briggs theory. There are four continuunmgi&on which
students’ personalities can be evaluated.

Extroversion-Introversion

Extrovertsget their energy from interacting with others.eylare often the “butterflies” of the group and egpvery
social. Introvertsare social too but get their energy from selfaetiion and time alone. An introverted student gayo
a function but be happy to go home alone afterwards

Sensing-Intuition

Students who argensorgyet their information about the world through tHaie senses. The student will describe things
based on sensory perceptions. Students whintaigors rely on more concrete experiences that they canexi through
inferences and symbols. The student will desdhib®ys by making connections.

Thinking-Feeling
Students who arthinkersmake their decisions based on pure faEeselerswill evaluate situations based on more
personal circumstances and contemplate how theideawill affect others.
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Judging-Perception
Judgersare very structured and organized. They need &rdnfunction in their livesPerceiversare more free-flowing
and often thought of as visionaries.

Advisors need to be aware of the personality typigsn the organization. When individuals thinkdafieel differently,
conflict may occur. An advisor who knows his/heerdgnts will be better able to mediate conflictations.

Sanford (1967)

Sanford puts forth the idea that students neee tooth challenged and supported in their environm#rstudents
receive a great deal of support but are not chgéldnthey will not grow through new learning expades. On the other
hand, if students are constantly challenged witlsapport, they are likely to struggle and not depeis fully. It is
important to provide opportunities that support ahdllenge students in their learning process.

Chickering & Reisser (1993)

Chickering and Reisser developed seven vectorslgsatribe the way that a student develops and gasvasperson.
Students may not go through these vectors in order.

Vector 1: Developing Competence
A student develops in the areas of intellectual pet@ence, physical competence, and interpersongbei@mce.

Intellectual competencentails a student’s feeling of satisfaction whbit classes and ability to learn and think
well. Students who feel secure in their abilitythe classroom will have mastered intellectual cetapce.
Physical competends reached when students feel comfortable with biweir body and physical appearance.
Interpersonal competendecludes a student’s interactions with othersathifriendship and relationship
dimensions. Students who can hold a successfulratdre relationship with others on any plane hastemed
this competency.

Vector 2: Managing Emotions
Students develop their emotional responses by lailgto recognize and accept the emotions thgtithee. They also
learn to react to their emotions in a rational neann

Vector 3: Moving Through Autonomy Toward Interdependence

Most students come to college seeking approval fstrars so that they can fit in.  After studeims fa place where they
belong they tend to become more independent ad@mous. This vector marks student’s ability tabke to do things
on their own but also realize that accepting supfpom others can accomplish some tasks more quinhdi

productively.

Vector 4: Developing Mature Interpersonal Relationships
Students learn to find greater depth in the ratstiips that they form with others. Meaningful tielaships with peers
and significant others can be seen when a studsntdmpleted this vector.

Vector 5: Establishing Identity
Students are seeking to find out “Who am 1?”. Wtiery are comfortable with their background, tketimicity, their
sexual orientation, and have a good level of s&i@m, students are able to answer this questidhdmselves.
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Vector 6: Developing Purpose
What are the students’ goals? What do they wadotwith their lives? Students are seeking to firehning in their
lives through determining what purpose they havelfemselves.

Vector 7: Developing Integrity
Students need to be in congruence with their thisugid their actions. Values become personalinddrdernalized as
students identify their belief systems.

Chickering’s vectors do not occur in a specificards in the stages of Cross, Helms, or Cass. nAgaowing what
students are feeling or thinking because of thewetbpment may aid in assisting students in findivggr way in their
own life.

Summarized from sections of Student Developméutliege: Theory, Research, and Practice (Evansh&p & Guido-
DiBrito, 1998).

Student Learning

Students learn in a variety of ways both in andadube classroom setting. Everything that a sttitiekes in as new
information is part of the learning process. Ham gou help students to learn through their involeat in a student
organization? Kolb’s learning theory shows fodfatent ways that students learn. Providing leagractivities for
students that are different from their classrooanrigng will help them integrate their learning aagdohe curriculum and
co-curriculum.

Kolb (1984)

Students learn in four different areas:

Concrete Experience Full involvement in a learning experience (imh@ation is given in a structured format).
Reflective Observatiorn Takes place from different perspectives andthetsstudent determine their own
experiences and what they mean.

Abstract Conceptualization Ideas begin to form for the student from abstrgormation.

Active Experimentatior- “Hands-on”; Learning is carried out into action.

Students have different learning styles. Belowdascriptions of each:

Accomodators Prefer action-orientation; good at followingdhbgh with plans; adaptable to changing situations.
Divergers- Enjoy people and feeling-orientations; imagiwativalue-driven; good at analyzing.

Convergers Technical in nature (tasky); good at problenviag; can easily find practical applications.
Assimilators- Big on the ideas; good at reasoning; uses wagens in making decisions.

Summarized from sections of Student Developméutliege: Theory, Research, and Practice (Evansh&p & Guido-
DiBrito, 1998).
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ORGANIZATIONAL FOUNDATIONS

What is a Constitution?
The constitution of an organization contains thedfamental principles that govern its operation. @twastitution is the
essence of the overall purpose of the organizatiwhis not changed unless the purpose changes.

Why Have a Constitution?

By definition, an organization is a “body of persarganized for some specific purpose as a clutnumi society.” The
process of writing a constitution will serve tordfathe organization’s purpose, delineate basiecture and provide the
cornerstone for building an effective organizatidnwill also allow members and potential membiersave a better
understanding of what the organization is all atama how it functions. If one keeps in mind th&ueeaof having a
written document that clearly describes the basiméwork of organization, the drafting of the caasibn will be much
easier and a more rewarding experience.

What Should be Covered by a Constitution?
The following is an outline of the standard infotioga to be included in a constitution. The objeetis to draft a
document that covers these topics in a simpler,cée@ concise manner.

Article I. The name of the organization

Article II. Affiliation with other groups (localstate, national, etc.)

Article III. Purpose, aims, and functions of thrganization

Article IV. Membership requirements (how deterednwho’s eligible, etc.)
Article V. Officers (titles, term of office, hoand when elected, responsibilities)
Article VI. Advisor (term of service, how seled)e

Article VII. Meetings (frequency, special meetsnand who calls them)

Article VIII.  Standing Committees

Article IX. Quorum

Article X. Amendments (means of proposal, noteguired, voting requirements)

Why Have By-Laws?

The constitution covers the fundamental operatiigciples but does not prescribe specific proceslfwe operating an
organization. By-Laws set forth in detail the prdares a group must follow to conduct businessiarderly manner.
They provide further definitions to the articlestloé constitution and can be changed more eastlyeaseeds of the
organization change.

What Should Be Included in the By-Laws?
By-Laws must not contradict provisions in the cdaosbn. They generally contain specific infornaation the following

topics:

Membership (requirements, resignations, expulsights, and duties)

Dues (amount and collection procedures, any sptgal when payable)

Budget (procedure for approving, reviewing, ameggdeaic.)

Duties of Officers (powers, responsibilities, sfiedgob descriptions, procedures for filling unesga terms of office,
removal from office)

Executive Board (structure, composition, powers)
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Committees (standing, special, how formed, chasques, meetings, powers, duties)

Order of Business (standard agenda for conductiggtings)

Parliamentary Authority (provisions for rules ofler, generally Robert rules of Order-Newly Revised)
Amendment Procedures (means of proposals, notigeresl, voting requirements)

Other specific policies and procedures unique tar yoganization necessary for its operation.

Once We Have Them — What Do We Do With Them?

The constitution and by-laws articulate the purpafsgn organization and spell out the procedurdzettollowed for its
orderly functioning. Constitutions usually requa@/3 vote of the membership for adoption. By-kawmly require a
simple majority for passage. The documents shealceferred to when questions arise, reviewed diynaad utilized

in the training of new officers. The needs of augr will change over time and it is important ttfe constitution and by-
laws are kept up to date to reflect the currentesthaffairs. Make sure every new member of tiganization has a copy
of them. This will help to unify members by infdmg them about the opportunities that exist fotipgration and the
procedures they should follow to be an active, wouating member.

SAMPLE CONSTITUTION
The (insert organization name here) Constitution
Article | — Name of Organization

The name of the organization shall be

Avrticle Il — Affiliation

[If an organization has any national, state, oal@ffiliation, include that information here.] iBlorganization shall be
affiliated with (insert name of national, state]aral organization) and shall abide by its consitih and by-laws. The
constitution and by-laws shall not be in confliatwBowling Green State University policies andqedures. BGSU
policies and procedures shall take precedencetbgaronstitution and by-laws of (insert name oiliatfon).

Article Il - Purpose

The purpose of shall be ...[Orgapizsaishould be certain to include a complete statdrof purpose.
Activities and programs sponsored by the orgaromauill be expected to fulfill the organization'taged objectives. The
purpose of the organization should also be relatelde promotion of student learning and shallgwotflict with the
mission, goals, and policies of Bowling Green Staéversity.]

Article IV — Membership

Section 1: Regular membership. The membershipi®brganization shall consist of regularly etedlfull-time
undergraduate and graduate students of BowlingrGeeste University (may further qualify by any sifiec
skills, GPA, requirements, or interests a membeukhhave).
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Section 2: Non-discrimination clause. Consisteitih all applicable federal and state laws andvdrsity policies, this
organization and its subordinate bodies and offisbrll not discriminate on the basis of race,rcalge,
religion, veteran’s status, sex, national origexusal orientation or disability in its selectionraémbers.

Section 3: Dues. If members of the organizapiay dues, include information regarding when tlganization
determines the amount of dues and the approvaépsomr membership support to increase the dues.

Article V — Officers

Section 1: Officers of the organization shalldsefollows: (titles, terms of office, duties). ganizations should have the
necessary officers to run the organization and gondusiness effectively and efficiently, but notrsany
that it hinders the organization’s ability to béeetive and efficient.

Section 2: Election of officers. (Include hoviioérs are elected/selected, method of nominatiang,how balloting is
used). The Executive Board of the student orgainizavill be elected between March™&nd April 15’
for the following academic year.

Section 3: Officers shall take office on April"™3@nd shall serve for a period of one full acadeysiar.

Section 4: Officers shall not be on academic wivekrsity probation at the time of their electiard throughout their
term of office. (GPA requirement shall be 2.0 cletive average or higher.)

Section 5: Officers failing to fulfill the giveresponsibilities and duties may be removed by ttieeorganization.

Section 6: The removal of an officer requiresaarity vote of (two-thirds, three-quarters) orgaation members
following natification of the officer in questionSuch notification shall be provided in writing less than
seven days prior to the vote.

Article VI — Advisor

Section 1: Method of selecting advisor. Advisianrsstudent organizations shall be selected fioenfaculty, staff, or
administration. A graduate student/assistanbigpermitted to serve as advisor of a student azgéion.

Section 2: The advisor must take an active mkessisting the student organization achieve issiom and purpose.

Section 3: List specific duties or responsil@ktiof the advisor. The advisor should act assolabetween the Office of
Campus involvement and the organization he/shevssing.

Article VIl — Meetings

Section 1: A regularly scheduled general meethgl be held at least (specify an amount whict isast once a
semester). The officers may call additional nmegtiwhen the need arises.
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Section 2: A quorum shall consist of (x) votingmbers present at any regular or a special megtiognduct official
business. (A quorum is defined as the numberavhbers or percentage of total membership needed to
be present at a meeting in order to conduct tfi@ad business of the organization.)

Section 3: A quorum shall be present in ordelafoy official business to be conducted. Officiasimess shall include
election of officers, setting of dues, and any pthajor decisions.

Section 4: Parliamentary Authority (Roberts Rué®rder is typically used.)

Article VIII — Standing Committees (if needed)

Section 1: Standing committees (composition, agpent, function, powers, and duties,
such as membership, financimgl, publicity)

Section 2:  Appoint of committees by presidengigserson, or council.

Article IX — Quorum

Section 1: Quorum is defined as 50% of the omg@n’s total membership plus one.
Section 2: Quorum is necessary for any voting ¢lsaurs within the organization.
Article X — Method of Amending Constitution

Section 1: All amendments to this constitutioguiee notice of (specify time) prior to
being discussed and voted upon.

Section 2: The constitution may be amended byta of (two-thirds or three-quarters)
majority membership at any regular or special nmegeti
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ORGANIZATIONAL RESPONSIBILITY
Codes of Conduct
Proscribed Conduct

Any student found to have committed one or mortneffollowing acts of prohibited conduct will belgect to
sanctions:

Shared Responsibility for Infractions

Students and organizations may be held resporfsibte conduct of their guests while on Univergitemises,
at University sponsored or supervised activités] at functions sponsored by any registered studen
organization.

Organizational Responsibility

A complaint may be filed against an organizatioder the Code of Student Conduct. When a comgkfiled
naming an organization as Respondent, the presafficer and/or students affiliated with the graimll be
required to participate in meetings and hearirgyepresentatives of the group. Individuals mayp &k held
responsible for actions.

HAZING

In keeping with its commitment to a positive acadeemvironment, the BGSU community is uncondititynapposed to
any situation created intentionally to produce rakat physical discomfort, embarrassment, harassroendicule.
Respect and cooperation among peers within regtudent organizations is a guaranteed rightathatudents
possess, regardless of gender, race, creed, religitor, or sexual orientation. Hazing is a cedation and a crime in
Ohio.

Hazing encompasses any action or activity whiclsam contribute to the positive development oéespn; which
inflicts or intends to cause physical or mentahihar anxieties; and/or which demeans, degradefisgraces any person
regardless of location, intent or consent of pgrdists. Hazing can also be defined as any actigituation that
intentionally or unintentionally endangers a studenadmission to or affiliation with any studesrganization.

Ohio’s Hazing Law
Cases involving hazing or alleged hazing may bedoded to the Attorney General’s office for prodemu

Hazing is a third degree misdemeanor. In the evkdéath or serious injury, actions can rise ®ftlony level with
definite imprisonment terms imposed for convictions

Section 2903.31 of the Ohio Revised Code
A. As used in this section, hazing means doing angfaabercing another, including the victim, to do/act of
initiation into any student or other organizatibattcauses or creates a substantial risk of cansémgal or
physical harm to any person.
B. No person shall recklessly participate in the hguhanother person.
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Section 2307.44 of the Ohio Revised Code

Any person who is subjected to hazing, as definathiision A of Section 2903.31 of the Revised Gaday commence
a civil action for injury or damages, including n@rand physical pain and suffering, that resdtrfithe hazing. The
action may be brought against any participanteénhazing, any organization who tolerated hazinge.fidgligence or
consent of the plaintiff or any assumption of tis& by the plaintiff is not a defense to an actiwmought pursuant to this
section.

It is possible for students to be prosecuted irSttate of Ohio, sued in civil court, and disciptingy the University
simultaneously.

Is it Hazing?
If you are unsure of whether an activity is haziagk yourself the following questions:
1. Is alcohol involved?
2. Are new members of the organization being askedfedito do activities that the seniors in the oizgion
would refuse to do?
3. Does the activity risk emotional or physical abuse?
4. Do you have any reservations describing the agtigityour parents, to a professor, or Universitycidl?
5. Would you object to the activity being photograpli@dthe BG Newsor filmed by the Toledo 11 news?

If the answer to any of these questions is YESathity is probably hazing.

Adapted from Death by Hazing, 1988.

Dr. Will Keim, a noted author and national lectytegis a similar approach in making decisions réggndhether hazing
has occurred:

1. If you have to ask if it's hazing, it is.
2. If in doubt, visit with your advisor. If you arenable to discuss this with your advisor, you haveryanswer.
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CHARACTERISTICS OF AN EFFECTIVE STUDENT ORGANIZATIO N

Core Activities of an Effective Organization
Accomplishing its goals and purpose statement ssiom.
Maintaining itself internally and externally.
Developing and changing in ways that improve ifeativeness.
Facilitating student involvement and learning.

There are eight essential characteristics of aesstal organization.

Members Know Each Other Well

This characteristic, which provides a means of taathcommunity building within an organizationthe keystone on
which all of the remaining characteristics are touil must be present and continuously renewdtkiforganization is to
function effectively. Some effective ways to acgbish this is include having retreats, creating taerelationships, and
facilitating team-builders. Organizations may aibade up the group into subgroups with four-teefimembers so that
each week, each subgroup does something togefthersubgroups should be changed every few weeltsasdifferent
members have the opportunity to interact with d#fe members throughout the year.

Members Are Involved in Defining Organizational Goals

The more involved members are in planning groupsgdlae greater the commitment will be by memberaahieving
those goals. Examples of how to accomplish thikigre asking for input and creating committeestrdés are a great
way to get members involved and engaged in defitiieggoals.

Members Help to Generate Ideas

While it may be quite simple for a few group leadter produce ideas for special programs, this ditkesto develop a
sense of ownership and participation among othmugmembers. Involve the entire group in brainstogideas and
then narrowing those ideas down into goals.

There is a Commitment to Group Decision-Making
People support programs they help to create. Wvglthe group in decision-making helps to insufalbmeasure of
group participation and support.

Skills, Resources and Liabilities of the Group and Community Are Identified

Many groups are often rich in natural resourcesskilts available through members. Likewise, thevarsity campus
and surrounding community are a rich source oftaddil resources. Take advantage of the Offic€arhpus
Involvement's Resource Library, other student oizgtion ideas, and University staff. In additianthis, it might be
helpful to do a SWOT (Strengths, Weaknesses, Oppiti¢s, and Threats) analysis.

Systematic Problem Techniques Are Used

Resolve conflicts when they appear. Do not waithiem to fester. For example, if one sees timbhlem might erupt
at a meeting or an event, attempt to get thosel@&dpo are arguing away from everyone else and thelm to resolve
their differences. Stress the importance of comisimg. If the organization is unable to resolsguies, consult your
organization advisor and the Office of Campus Imgoient.
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The Group Effectively Communicates its Mission and Projects to its Members and the Community

The timeline with which a group communicates toeoshoutside the group and members inside the drasp
implications for such important factors as recraitthof members and attendance at functions spahbgréhe group.
For example, each organization should have a PRgliations (PR) Chairperson to coordinate PR ferailganization.
PR can be externally via the BG News, press retegassters, flyers, websites, and marketing e-m&R can also be
done internally via newsletters, meeting minutesl, lestprocs.

The Group Participates in Periodic Evaluation and Assessment

Groups need to become accustomed to routinely atmatua variety of aspects of group life, rangirapi the way
meetings are handled to assessing the succegsadicular project or program. This might requareoutside facilitator.
The organization should work with the group’s advit determine the most effective means to asfésstiveness.
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EVALUATE YOUR ORGANIZATION

The following organization and member statemente lieen selected as the ingredients most ofterdfiunighly
successful organizations. Rate your own orgamigdti each area so you can see the areas thatombedtrengthened in
order for your organization to be stronger. Thisvity would be helpful to complete in a group atrious transition
points during the year or at the beginning of néficexs terms at a retreat.

4 = Organization does exceptionally well at this.

3 = Organization is satisfactory, but room for imyEment.
2 = Organization is sometimes okay, but often weak.

1 = Organization needs a great deal of improvement.

10.

11.

12.

13.

14.

Group’s goals are clearly defined atleace a semester and reflect the interests sedbra# the group
members at that time.

Group’s desire and acceptance of chargenthusiastic and accepted by officers and menati&e.

Officers AND members have a strong wstdading of the group’s purpose and there is argng
orientation program for broadening knowledge.

There is a high degree of member invobrg and willingness to assume responsibility.

Officer training is comprehensive indieship and group operations information, witha#fs being
challenged to reach beyond “what was done bytaeious officer(s).”

There is strong leadership, influencd,saupport exerted by advisors by instilling a de8ir constantly
be better.

The organization’s membership growttogbphy is one of “making friends continually.”

The group has a program that buildagtocommitment, friendships, and awareness.

The group has financial stability arsasible plan for group operations.

The group has a high level of respetiaastrong reputation on campus with studentd, stafl faculty.
The group demonstrates the ability ledeeand work well with other campus organizations.

The group has an awareness of pot@ntialems and the ability to solve them before thegome
problematic.

The group has officers who are ableitiostand and impose peer group pressure.

Members are committed to the organiaatio

Adapted from Leadersheets, University of Alabama
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PROGRAM PLANNING RESOURCES

The use of University space and facilities is idlgsh for the support of the instructional progranthaf institution and to
enhance the learning environment for studentsor®kpriority is given to programs sponsored anddocted by
University academic and administrative departmentsrganization affiliated with those departmerBgyond these two
priorities, use of campus space is permitted favidies that are intended to serve or benefiteh@re University
community. This policy pertains to space and fied that have been designated as reservable n\afidicable, a
rental or service fee may be charged for certa@icaspr facilities.

The University reserves the right to determinetiime, place, and manner of use of space and fasiko as not to
interfere with the mission and regular operatiomthefinstitution. The use of University facilitiaad grounds must at all
times conform to the following regulations anddodl, state, and federal laws.

Taken from the Student Handbook, Bowling Greere &iatversity
ROOM RESERVATIONS

Always select and reserve the desired sjgdieORE a contract is signed with performers or an evepuiblicized. This
process may vary from location to location, bus ialways best to reserve the location at leasinomeath prior to the
program and even further in advance for major eszent

Academic Facilities
To reserve a room in an academic building (Olscadgmna Hall, etc.), contact the Bowen-Thompson &ttitnion
Administrative Office, 231 Union, 372-9000.

Classes scheduled in academic buildings shallged@edence over use of the space by organizatibms.space
requested will be assigned if:

The intended use is in keeping with the educatipngboses of the University.

The intended use does not conflict with use by ead programs or academic organizations.

The space has not already been reserved by aravtarization.

Anderson Arena
To reserve, contact Athletics, Perry Stadium (s@&), 372-2401.

Bowen-Thompson Student Union
To reserve a room in the Bowen-Thompson Studenbtjm@ontact the Administrative Office, 231 Unioi@239000.

Dining Centers

To reserve space in a dining facility, contact énsity Dining Services, 372-6951.

Priority for use of space in dining facilities isvgn to programs and activities which are condutigtlniversity Dining
Services. Rental fees may be assessed for udidafiities. Most events sponsored by correspogdhall governments
and student organizations will not be charged tatdee for space.
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Eppler Hall Gymnasiums
To reserve the gymnasiums in Eppler Hall, contaetSchool of Human Movement, Sport, and Leisureig$,) 119
Eppler Center, 372-7234.

The Eppler North and South gyms are utilized byGb#ege of Human Movement, Sport, and Leisure iggifbr classes
and other instructional purposes, and are also Ig@utercollegiate athletics. They are availadohea limited basis for
department and student organization use.

Eva Marie Saint Theatre
To reserve, contact the Theatre Department, 33&h3dall, 372-2222.

Gish Film Theater
To reserve, contact the Curator, 218G Universitl, 332-4474.

Ice Arena
To reserve space in the Ice Arena, contact 372-2264

Intramural Fields
To reserve the Intramural Fields, contact Intrat8pmrts, 130 Perry Field House, 372-2464.

Kobacker Hall
To reserve, contact the College of Musical Arts311Moore Music Center, 372-8171.

Perry Field House
To reserve space in the Perry Field House, cottiadPerry Field House, 372-7512.

Prout Chapel
To reserve Prout Chapel, contact the Bowen-Thom@sodent Union Administrative Office, 231 Union,239000.

Prout Chapel may be available for certain studeg@mization meetings and ceremonies, in accordaitbehe policies
which have been set forth for the building.

Residence Halls
To reserve space in a residence hall, contact thee@f Residence Life, 440 Saddlemire Studen¥i8es Building, 372-
2011.

Students who live in residence halls and residéatiegovernments have first priority for all resmbe hall facilities.
Student organizations may use residence hall fiasilduring the summer or at other times when sizaaeailable for
workshops, institutes, short courses, special eyand conferences.

Student Recreation Center
To reserve the Student Recreation Center, contmtedtional Sports, 102 Student Recreation CeBii@r2711.

The Student Recreation Center includes all fagditvithin the Recreation Center, plus the outdandssolleyball court
and deck area adjacent to the Recreation Centevwtddor basketball courts between Kreischer andittaan
Quadrangles.
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CAMPUS GROUNDS

Policy

Student organizations desiring to use campus gsyunduding painting the spirit rock must complateapplication for
grounds-use. Grounds-use request forms are @dtiat231 Bowen-Thompson Student Union and mushdge at least
ten University working days before the day of tise.uEach use must be requested in this mannenp@agrounds
located to adjacent residence halls or small gliwinm units are reserved through the Office of idence Life, 222
Saddlemire Student Services at Conklin.

Campus grounds approved through the Office of Resid Life are as follows:
Old Fraternity Row Courtyard
Conklin Courtyard
Rodgers Hall Courtyard
Founders Hall Courtyard
McDonald Hall Courtyard
Offenhauer Towers Courtyard

Selected ground areas are available for activiiasare sponsored by registered student orgamm=atiAcademic use by
departments and colleges has priority, and assigtsnmeay be changed or cancelled if conflicts dgvelih regular
academic programs. Grounds adjacent to acaderiitiniys are not normally reservable when classesrasession, or
if the activity taking place will disrupt acadendc other operations of the University.

The Assistant Vice President for Student Affaird &ean of Students, or a designee will review giliaations for
grounds-use, except for those listed above. léssary, the Dean of Students or designee will migktor contact the
representative of the organization applying for elseampus grounds to answer any questions comgethe request,
and to determine the propriety of the particula.us

In reviewing grounds-use applications, only grounge requests which are consistent with applicebigersity
regulations as well as local, state, and federes laill be approved.

When the application for grounds-use is granteshadtl specify the boundaries of the areas to bd,ubke date for which
the use is approved, the time at which the reservédr the use expires, and any special proviscmrgerning the use of
the space.

Student organizations which are granted the usp&dific campus grounds are subject to the follgwequirements:

- Use of amplification equipment must be in accoraanith the policy found later in this manual (sea@ified
Sound policy).
No structure may be erected on campus grounds wtifiraor written approval. The approval must bewsed at the
time the activity is registered.
The failure of an organization to provide the Bowdrompson Student Union Administrative Office witbtice of
cancellation of a proposed activity or event asieéao University working days prior to the everaywesult in the
denial of a future permit for use, unless the cHatben is necessitated by events reasonably beyloadontrol of the
organization.
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Appeal
Denials of applications for grounds use by anyhefd¢ontact persons or offices listed in this pofi@gy be appealed to the
Office of the Vice President for Student Affairs.

Taken from the Student Handbook, Bowling Greere &iatversity
USE OF AMPLIFICATION EQUIPMENT

Policy

The use of loudspeakers or any other type of aieglihusical or sound instrument on the Universityugds is by
permission only. Applications for permission t@ wsnplification equipment must be made in the BeiMeampson
Student Union Administration Office. Each use mhestegistered separately. No recurring applicatiwall be made.

Applications must be completed within five Univeysivorking days before the intended use in ordeeteive full
consideration.

Restrictions

- The use of amplification equipment for solicitatipmrposes, and the erection of any temporary strestor
equipment of any kind on campus grounds must canforall campus grounds use provisions and be parteof
the application for use of the space.
The use of amplification equipment or loud speakerot permitted in the vicinity of classrooms idgrregularly
scheduled class hours.
Sound equipment must not disrupt normal functidrti® University including academic buildings, tlesidence
halls or disturb the surrounding community. Bamddtions and/or functions involving the amplificatiof music are
restricted, with exceptions approved by the Aseistace President for Student Affairs and Dean wofdénts, to the
following times:

Friday 5pm to Midnight
Saturday 1pm to Midnight
Sunday 1pm to 5pm

Outdoor dances and concerts may be held in apptoeatdons only with prior approval by the Office$tudent Life
and in accordance with all applicable policies.

The number of outdoor band requests granted omgi@eyn evening may be limited, within the discretafrthe Office
of Student Life.

Other special events such as pep rallies, ceresomieecreational activities which include the asbands and/or
amplification equipment may be held in approvedatmmns, only with prior approval of the Office ofulent Life.
Depending on the time of year or weather condititims placement of speakers and the volume ofrtiited
sound may need to be regulated either prior taudnd the course of all outdoor functions, whichize
amplification equipment. The Office of Studentd_dnd Office of Public Safety shall make such deiteations.
Failure of a sponsoring organization to comply vélirequirements shall be cause for the immedetaination of
the function and subject the group to approprigeiplinary action.

The appropriate use of loudspeakers for officiaMarsity activities inside academic buildings, orthe campus as
part of the academic instructional programs isrdeiteed and approved by the Office of Academic AHai

Taken from the Student Handbook, Bowling Greere $iatversity
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PAINTING THE ROCK

Policy

The Rocks located in the grassy area near the Kreischad@ngle. Guidelines for painting tReckare as follows:

- Students must call the Bowen-Thompson Student UA@iministrative Office at 372-9000.
A reservation request form will need to be completdich includes the requested date, organizatéone) a contact
person for the event, and their contact information
All organizations must provide their own paint asugpplies.
Paint should only be on thiRock The sidewalk, lampposts, grass, or buildingsosurding theRockshould not be
painted. The organization will be held financiasponsible for the cleaning cost associated avittolation of this
policy.
When it is painted, thRockmust be in good taste and in accordance with thsiom of BGSU. Keep in mind that
what is painted on thRockreflects you, your organization, and the Univegrsit
The organization painting tieockassumes liability for any individual who may beined during the course of this
activity. The organization will also be responsibbr the actions of any member during the coufgheoactivity.
TheRockmay be reserved for painting between the hoursG&fpim and 11:00pm.
Only one organization may paint tReckper day to allow each organization’s creationdgwigwed.

Taken from the Student Handbook, Bowling Greere &iatversity
DISRUPTION OR OBSTRUCTION OF UNIVERSITY ACTIVITIES OR FUNCTIONS

Policy
The University is a forum for ideas and their exxd@ Such exchange can only occur in a scholaalyr if order is
maintained and standards of decorum and good batend recognized by all. Therefore, any campusatestration
conducted for the purpose of expressing opiniorte@participants must:
- Be conducted in an orderly manner.
Not prohibit vehicular or pedestrian traffic.
Not interfere with classes, scheduled meetingstsyand ceremonies, or with other educationalge®es of the
University.
Not be held within University buildings, resideigaeas, or on University grounds of the campusauit specific
written authorization from the appropriate admiigve official responsible for scheduling and gagig space in the
desired facility.

Taken from the Student Handbook, Bowling Greere $iatversity

PROTECTED SPEECH

Policy

Bowling Green State University is committed to itheal and constitutional rights associated witledi@m of speech. It

is a given that the University, in its entiretycsnsidered to be an environment where free spéeelfree expression of
ideas and thoughts, and the free exchange of apogours throughout the campus proper.
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In an attempt to provide a place for those whordesn open facility for the expression of thouggéas, and opinions, a
specific area on the campus is designated as tted®d Speech Area. This space may be used withgistration or
permit. The existence of a designated Protecteg @pArea does not preclude free speech from aogurr any other
area on campus. The normal activities of the Usit)emay not be impaired and mean of entranceexitdo facilities
may not be impeded as a result of the expressifre®@fpeech. In addition, pertinent policies @tired in the Student
Handbook are to be followed.

The designated Protected (Free) Speech Area ietboaitside of the Bowen-Thompson Student Unione Space is
designated by a sign and is available to all tliesgring to express free speech and thought.

Taken from the Student Handbook, Bowling Greere &iatversity
GUEST SPEAKER

It is the policy of the University to foster a spof free inquiry and to encourage the timely dission of a broad range of
issues provided that the views expressed are stagstly and are subject to critical evaluation.thivii our prevailing
standards of decency and honesty, this policy sieatlonstrued to mean that no topic or issue isootroversial for
intelligent discussion while preserving an orgadigeciety in which change is accomplished by pescéémocratic
means.

Taken from the Student Handbook, Bowling Greere &iatversity
EVENT SECURITY

Events planned and/or sponsored by student orgamrizaenrich the lives and interests of all commumniembers. A
major responsibility of sponsoring organizationtignsure that all appropriate safety and ligbpitecautions have been
incorporated into the planning and implementatibev@nts. Generally, paid security is requiretheje-scale events or
events that may lead to the disruption of the Uit environment. Examples include events whégehml is available,
events with non-BGSU students in attendance, evaaisiring during late evening hours, events opehé campus
community, or events with a history of large ati@mce.

Taken from the Student Handbook, Bowling Greere &iatversity
UNIVERSITY ALCOHOL POLICY

Bowling Green State University recognizes thatdeeision to use alcoholic beverages is a perstmate; however, this
choice must be made in accordance with the lavilseo6tate of Ohio. In addition, the mature angaasible
consumption of alcohol must be consistent withrttigsion and core values of the University and itoadance with the
Bowling Green State University Code of Student Gand The Code prohibits the use or possessiottohalic
beverages except as expressly permitted by thahawJniversity policy.

All laws of the State of Ohio, ordinances of thiy cif Bowling Green, regulations of the Ohio Depant of Liquor
Control, and policies and regulations of Bowlinge&n State University must be observed and enforced.
Alcoholic consumption shall not be the sole foctiary event.

Alcoholic beverages must be served by designathididuals. Participants may not serve themseMesangements

for the sale and/or serving of alcoholic beveragast be made through University Dining Services.
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Individuals sponsoring the event are responsibi¢aking measures to ensure that alcoholic beveragenot
accessible or served to persons under the legal ®je requires verifying age on entry to the évarchecking
those who may drink alcohol where it is servedrs®®s serving or checking alcohol may not consurpgar to
serving.
Non-alcoholic beverages must be present at alltevadrall times.
Sponsors will provide solid food in order to moderthe effects of alcohol consumption and will dou to have
food available as long as alcohol is being served.
The entry or exit of persons with alcoholic bevermagt events where alcohol is served is not pexhitt
No social event shall include any form of drinkicantest in its activities or promotion.
Alcohol must stop being sold at least one hour feefioe end of the event.
Publicly distributed materials, including advertrgents for any University event, shall not make nefee to the
availability of alcoholic beverages.
The following is a list of places on campus whédoslaol can be served. These facilities have oaocypéimits set by
the Bowllng Green Fire Department, which must bieveed.

Bowen-Thompson Student Union

Designated Doyt Perry Stadium Locations*

Designated Ice Arena Locations*

Fine Arts Building

Guest House

McFall Center

Mileti Alumni Center

Moore Musical Arts Center

President’s House

Olscamp Hall

* Designated locations are determined by the Aaststice President for Student Affairs and Deaswfdents.

Violations of these regulations related to the arsé sale of alcoholic beverages will result in indiage termination of
the event and referral for disciplinary action.

Inspection of events where alcohol is being sewiidccur by an appointed designee of the OffiEStudent Life
and/or Campus Police.

Requests for exception to the locations listed abraust be directed to the Assistant Vice PresiftgrStudent Affairs
and Dean of Students.

Special Regulations for Public Events

- A public event is an event at which beer or winsdkl.
There must be a minimum of two police officers prasat all times, hired by the sponsoring groupe Tequired
number of officers present will be determined by Bepartment of Public Safety.
The proper permits for this event must be obtaingth the Ohio Department of Liquor Control.
These events may not be scheduled from Sundayumsday and starting the weekend prior to exam weddss
otherwise approved by the Office of Student Life.
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Special Regulations for Private Events
A private event is an event at which alcohol ivedrbut not sold. A defined guest list must be sttiechand
approved with registration materials.
Admittance to the event is limited to persons angdhbest list.
The individual who registered the event assumeseagonsibility for monitoring the event.

Taken from the Student Handbook, Bowling Greere &iatversity
UNIVERSITY CATERING

To plan catering for an organization event on casnfallow the steps outlined below:

- Contact the Bowen-Thompson Student Union AdminiistegOffice to reserve a room or space on campus.
Contact Catering Arrangements (372-6951) to plaa feervice for the event. Please make arrangerasrdarly as
possible as a minimum of 16 days is required froentime you sign a food contract to the day upoitivthe event
is held. 16 days is required to order and recspezific food products and prepare those prodbuet®tganization
has requested. For events scheduled less thaay$thdfore an event, organizations will be restddb a limited
menu based on items routinely stocked.

Organizations should be prepared to provide tHevimhg information to the Catering Planner: contaébrmation
for organization representative; date and timénefdvent; location of event; type of event; typsafice requested
(seated dinner, buffet, reception); billing infotina.

CANDLE POLICY

Sponsoring groups that wish to use candles, in¢cégrsterns, oil lamps, or other open flame devaresstrongly
encouraged to use battery-powered candles. Usandies and other open flame devices is subjebetéollowing
requirements at Bowling Green State University.

Open flame devices can be used only in Olscamp ta&IBowen-Thompson Student Union, and Prout Ghape

A sponsoring group that wishes to use an open fiao request a Candle Permit from the University Safety
Officer. Candle Permits for a registered studeganization must be signed by the faculty or staffisor.

The sponsoring group or University department olntgi a Candle Permit is responsible for meetingigrons of the
Candle Policy, which includes event-specific infatian appearing on the Candle Permit (such as typabpers, and
placement of devices).

The Candle Permit must be requested at least t&ndss (10) days prior to the event.

Open flame devices are not permitted in or with degorations.

Open flame devices are not permitted in areas bg@tcupants to stand, or in aisles or exit areas.

An approved fire extinguisher shall be availabl¢hi@ immediate area where open flame devices aak us

A person or persons who have been trained in ta@ifire extinguishers shall serve as a fire waktchughout the
event. This person will look for and correct paiglrfire hazards, activate fire alarms if theraire, and use
portable fire extinguishers on small fires if tben be done safely.

Open flame devices shall be extinguished immedjiafér the candle permit has expired.
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University Dining Services can provide candles thieo open flame devices as part of catered ever@dsicamp Hall,
the Bowen-Thompson Student Union, and Prout Chdpel.sponsoring group must obtain a Candle Perefhiré
Dining Services can provide this service. Dinirgg\ices will use the following set-up:
- Candles will be securely fixed in sturdy candleleotdor floated in water containers, and placed nora

combustible surface.

Candles will be surrounded by a hurricane lampyoa bimilar non-combustible enclosure. The flamenca

be above or outside the enclosure.

Incense (stick or cone) will be placed and secored sturdy, non-combustible surface, and surratdibgea

glass hurricane type lamp or a similar non-combiegnclosure.

Dining Services can use food fuel (e.g., Sternad)@ndle warmers without a candle permit.

University departments may issue additional retibris to the Candle Policy, subject to approvahefFire Safety
Officer. Direct questions to the Fire Safety Offic@epartment of Environmental Health and Safetywing Green State
University, 419-372-2171.

VEHICLE SMASHING

Policy
The Department of Environmental Health and SafatyRisk Management have the following requiremémtsehicle
smashing events at Bowling Green State University.

The vehicle must be placed by a commercial towmgmany.

The vehicle and all debris must be removed by angeroial towing company from the site before darklmnday of
the event. Sponsoring organizations are respanfiblthe cost of cleaning up any materials thag remain after a
commercial towing company removes the vehicle.

The vehicle must be secured in a manner so tdaeg not move with force.

The fuel tank and all associated fuel supply systemthe vehicle must be removed.

The battery and all fluid materials (lubricantspliog materials, brake fluids, windshield washduson, and fluids
used for shock absorption) in the vehicle shalldmoved.

The vehicle shall be free of devices having medadlyi stored energy; this includes, but is not fedito, airbags,
shock absorbing bumpers, and air shock absorbers.

Mercury switches shall be removed from trunks, lpathd other areas of the vehicle, and taken tolB&S
Department of Environmental Health and Safety éaycling.

All glass will be removed from the vehicle includimirrors, headlights, taillights, and side markiiggts.

Air must be removed from the tires to help stabilize vehicle and to prevent the sledgehammer fiong back at
the contestants.

The vehicle must be placed on two sheets of plastica minimum thickness of ten mil and extendatdeast ten
feet beyond the edge of the vehicle on all sides.

A barrier must be placed around the vehicle atrdamim distance of ten feet from the edge of thetla

The sponsoring group must supervise the event.

The sponsoring group must have someone on sitecwitient first aid training and appropriate firgt aupplies.
The sponsoring group must have a phone or radsiterthat can be used to make emergency calls.
Contestants must be at least 18 years of age.

Only one contestant at a time will be allowed iedildle barrier.
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Contestants must wear full-length pants, a shat tovers the upper torso, and shoes (not sandags)testants must
wear a hard hat, gloves, and either safety glagsadull-face shield. Sponsoring groups can attriEzavironmental
Health and Safety for information on appropriatevgl, safety glasses, and hard hats.

Sledgehammers must be in sound condition and ctdokguently during the event.

Each contestant must sign a hold harmless agreement

BTSU UNION TABLE POLICY AND PROCEDURE
BTSU Union tables are available to all registeredient organizations by following the following refgation procedure.

Registration Procedure

A reservation form available from the Bowen-Thomp&tudent Union Administrative Office must be coetptl and
signed by an authorized representative and sulthiteapproval. The signed and approved request i® considered a
contract. Space may be reserved up to seven daysoiw. Consecutive week reservations are notitted. Space is
reserved in order of dated submitted requestshtEadple spaces are available. Location is detexdhon a first come,
first served basis. Prospective users of tableesfiafeit their space if not in use within one hotithe starting time
specified on the request form. Repeat failureatucel a table reservation 24 hours prior to cotechtime may result in
loss of privilege to use contact table space.

Available Equipment

One table and two chairs are provided for eachpse@ne T-stand per table may also be requestedudsts for the use
of additional equipment (to be supplied by the aigation or the Union) must be made when submittifegreservation
request.

Policy Governing Use

- The name of the using organization must be display&gns are to be displayed on a T-stands dreatiatle.
Posting on walls, columns, or windows is not petenit
At least one member of the sponsoring organizatiast be present at the table for the duration eféservation.
More than two representatives at one time is disgead.
Blocking traffic will not be permitted.
The distribution of literature is to be made frdma table only.
Credit card solicitation is not permitted.
The use of audio/visual equipment is subject tormpproval by the Bowen-Thompson Student Union
Administrative Staff.
Contact tables must remain in designated area.
The Director of the Bowen-Thompson Student Unioa designee, must approve items for sale.
The sale or distribution of any material that isially or sexually offensive to members of the BG&nmunity is
not approved.
The sale of food items, including baked goods,ldricandy, etc., is subject to approval by the BeWbompson
Student Union Director, Dining Services Directartlte Environmental Health and Safety Office.
Eating meals at the table distracts from the ptasen an organization wishes to make and is disged.
Please leave the table and floor area clean.tekiis must be removed when the table is unoccupied.

Taken from Bowen-Thompson Student Union PolicyPandedure Manual
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MEDIA SERVICES

Instructional Media Services (IMS) offers a variefyservices including equipment rental, graphts §production of
slides, overheads, posters), photography (presemtait slides), video production (copying and aueltiting), and
production (self-service lab for making overheddm)sparencies, copies, laminating).

Bowen-Thompson Student Union
To order equipment for the Bowen-Thompson Studeriot) contact 231 BTSU, 372-9000.

Olscamp Hall
To order audio-visual equipment for Olscamp Halhtact the Media Specialist, 118 Olscamp Hall, 8923.

Other Locations
To order equipment for other locations, contactNteglia Specialist, 102 Education Building, 372-2882

ADVERTISEMENT (SIGNS, BANNERS, CHALKING, ETC.)

Students, faculty, staff, and other members ofthiversity community may place posters, noticedyars on
University kiosks and general-purpose bulletin bdeanly. All postings must be sponsored by a Unsite
organization, department, or office. There is neting permitted on departmental boards within ac@d buildings
without the permission of that particular departinédon-university groups or individuals are petettto post on
University kiosks only.

There is no posting permitted in locations othantthose designated in this policy. Specificdtgre is no posting
permitted on doors, trash cans, cigarette buttdrs|dvindows, light poles, trees, telephone pdiasdding signs, any
other areas of a building, whether inside or oetsat any other object or area. Use of bulletinrdedor
departmental use only will be in accordance withrnles of the department.

Banners may be hung from the exterior of Univensfsidences with the approval of the director efpharticular
living unit. Banners, sandwich boards, lawn sigmg] other self-standing, temporary forms of adsement must be
approved by the Assistant Vice President for Studdfairs and Dean of Students before being posted, must not
violate any other University policies. Bannersc(sed with rope) may only be hung in the Businedmiistration
Building Mall or the Bowen-Thompson Union Mall, such areas as permitted by the Assistant Vice dRrssfor
Student Affairs and Dean of Students. These it@ust be removed upon conclusion of the event. eServe these
areas for posting banners, contact the Bowen-Thomgsudent Union Administrative Office.

Distribution or posting of advertisements, inclugliable tents, within University residences andmdjriacilities
other than the Bowen-Thompson Student Union Difédlities shall be in accordance with the Commyihiting
Standards, found in the Student Handbook, andb&ithpproved and distributed by the Office of Rasidelife.
Distribution or posting of advertisements includiagle tents within the Bowen-Thompson Student braind
campus facilities will be approved and distribubgtthe Bowen-Thompson Student Union staff. Thi intlude
placing a stamp on posters, notices, and flyersXtended posting.

Applying messages directly on the surface of boddior other University property is prohibited.

The use of chalk by registered student organizatinsidewalks is permitted. Messages must eaat twenty feet
from the entrance of any University building. Mages or information that violate University polise subject to
removal at the expense of the advertiser. Thetiskalk on buildings or any other University prdyeas prohibited.

Taken from the Student Handbook, Bowling Greere $iatversity
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TABLE TENTS

Permission/Procedure

- All table tent approvals for the Bowen-Thompsondsiit Union must be approved at the Information &enBring
two copies of the proposed table tent, prior totprg. One copy will be kept at the Union. Themwd copy will be
stamped and returned to the organization as pfdabte tent approval.
All table tent approvals for University Dining féites must be approved at the Office of Residdrfe Bring six
copies of the proposed table tent, prior to proti®©ne copy will be kept in the Office of the REsice Life. The
other five copies will be given to the manager atredining facility ((McDonald, Founder’s, Kreisch€ommons,
and Galley).
Each organization assumes the responsibility dfifgp$able tents on the tables.

Design Requirements
The layout of the table tent should be formattedwo® 1/2” by 11" card stock, landscape view.
All table tents should measure 8 1/2" by 5 1/2tdatal. (4 1/2” by 5 1/2” folded). Two table temtal fit on one
sheet of 8 1/2” by 11" paper.
All table tents should be printed on 67# card stmc&7# cover stock.

CONTRACTS

What is a Contract?

- An enforceable agreement between two parties, anzou.
An agreement in which one party agrees to giveampeshing in exchange for something else (i.e. @reymives up
service, performance, and one party gives up maetey),
Legally binding and can be settled in court of law.

Why Do We Have Contracts?
Protect ourselves.
Protect our clients (performers, speakers, prosider
Insure clear understanding of expectations andlatas for program or event.
Serve as a record of what was said/promised.
Insure a legally binding agreement.
Present professionalism on part of organizatiopaot of Provider.

Typical Uses for Contracts at Bowling Green State U niversity
- DJ Service

Band

Facility Rental

Catering/Food Service

Speaker

Performer

Fundraising Company

Vendor
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General Notes
A contract should not be signed by an organizatithout consulting the faculty/staff advisor.
The Office of Campus Involvement must be consybiear to signing a contract.
Ample time should be allowed for the contractinggass as there may be multiple drafts and chahgésvill need
to be made.
Student organizations and its leadership assuntieeatisks of a contract.

Basic Contract Terminology and Elements of a Contra  ct

Acts of God — Gives organization a way out of the contradishster occurs.
The Purchaser (you) may terminate or temporarilypgnd performance of any part of this agreemeritouit notice
in the event of an emergency, which would makeehermance not feasible.

Americans with Disabilities Act (ADA) — The organization is responsible for ADA compliafiicr the facility you use
for the event (i.e. wheelchair ramps, handicappedssible seating, interpreters required).
It is the responsibility of the Purchaser to exsecieasonable effort in assuring the facilities aceessible to
people with disabilities in a manner consistentwtite guidelines of the ADA, provided that the Rfer (them)
uses reasonable effort to determine and reporthéoRurchaser any special needs that may exist.

Additions and Deletions — Making amendments (changes) to the contractkeNdare preparations are in place as to
how to handle them such as preparation time, wbrkeambers, money, etc. Let the other party know tmhandle
changes and vice versa.
Request for additional facilities, equipment natlirded in this agreement, are subject to avail&piliAny additions
or deletions...must be initialed by a representatif/eoth parties...to be considered valid.

Assignment — Means the contract is between your organizatrahthe Provider only, and no part of the agreemmamt
be sub-contracted out to some other Provider.
This agreement may not be assigned or transfegi¢iter in total, or in part, by either party withbthe prior
written consent of the other party.

Cancellation — Clearly defines conditions that must be satisifi¢kde event is cancelled/contract breached. Make to
set deadlines for payment/non-payment of the contoa both parties. Include clauses for cancelfaincluding
advertising costs, rental fees, and other purchas¢decame the other party’s responsibility @ ¢lrent of cancellation.
If Provider cancels this contract...it shall be lialib the Purchaser for direct costs incurred
specifically in preparation for the event.

Deposits and Payments — University policy is that no deposits or paynsestiould be made prior to delivery of service.
Clear expectations and consequences should be i=gjdrds to payments.
At the time the reservation is made, a deposithellequested. For example, this deposit musebeived no later
than...If payment is not received by this date, ttowiBer reserves the right to cancel the event.

Indemnity and Damages — Covers injuries or damages that may occur a¢vWleat. The Provider agrees to hold
Purchaser harmless for anything that happens to.tHehe Provider agrees to pay for any damagestiwair during the
event. Bowling Green State University does naivalfor indemnities.
Provider shall indemnify and hold Purchaser harralés any injury, loss, or damage sustained by Rl@vor an
employee or agent of Provider while utilizing Puaehr facilities or equipment hereunder, providedrsunjury,
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loss, or damage is not caused by the negligenBaiahaser or an employee, agent, or student adtiritgpe normal
course of his/her employment or agency.

Insurance — Most contracts ask for some sort of insuranctherpart of the Purchaser in case of accidentsaganetc.
One million dollars in coverage is standard. Stideganizations are covered in activities by thévgrsity insurance
policy.
Prior to event, Purchaser must furnish, at Purchissexpense, a Certificate of Insurance with a ariion dollar
limit (non-cancelable during event).Certificatelnfurance must name the Provider as additionaliedyarty.

Program Details/Services — A detailed outline of all expenses that are iiredias part of or in addition to the contracted
amount. This includes the following:

Hospitality— Catering/meal costs for Provider.

Travel— Transportation costs for Provider and/or Pravédpersonnel and equipment.

Equipment- Purchases/rentals of any equipment (A/V or otiexnor supplies needed for the event.

Set-ups- Designated facilities and their layouts, capesjtand restrictions.

Timeline- Itinerary information for flights, check-ins,sad-check, or any other events up to and inclutlieg

contracted event.

Representation and Promotion — Section addresses all materials related to piogthe event and determines any
restrictions the Provider may have in terms of pybam. Be sure to obtain sample materials fromRhmvider
designated to appear as promotion.

University Regulations- Address all concerns and makes Provider awaknafersity policies. The following are a few
things to consider:
Safety— Make sure all safety issues are addressed ainihty is provided where necessary. If campuspadre
required, be sure to contact them at least threxdksverior to the event and before the contradpisesl.
Alcohol — Alcohol cannot be used at a University evenhauit specific written permission from the Univeysihd a
licensed distributor. Alcohol cannot be purchasétl University funds.
Curfew/Quiet Hours- This is especially important for outdoor even®onsideration must be given to residence halls
and academic buildings so as not to interrupt ¢hand studying. Approval for amplified sound mbstsecured. See
sections in this manual that addresses outdooeggaervation requests and the use of amplifieddsou
Food Sales and Concessienblniversity Dining Services must be used forattnts on campus unless permission is
given otherwise by Dining Services. Organizationsst get permission from Environmental Health aafity to sell
their own food at events (food handling and prefi@maguidelines).
Signage- Be aware of the University posting policies dmene and how to post signage.

Student Organization Contracts
If the artist has a contract, then the organizastoould add their contract as a “rider.” If théstrdoes not have a
contract, then the organization should issue ttwitract.
The organization must have a contract with antatti confirm arrangements and have documentabiopgyment.
The artist may also have a rider, which is usualtgchnical and/or hospitality rider. It specifiagigs they need
such as equipment, staffing, and food.
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Basic Information Needed:
Name of Provider.
Representative’s name, address, and phone numtibeferovider.
Date, time, and place of performance.
When the Provider will arrive.
Type of show (comedy, lecture, concert, etc.).
How long the performance is; amount they are bpaid.
What the organization is providing (sound, lighusgjector of some kind, stage, etc.).

If the Artist Provides a Contract:
Check basic information to make sure it matches goutract.
Make sure your organization can provide everythmetuding technical requirements.
Look at clauses in general which seem to be comrdylet their favor.
Remember that almost any item in a contract or iglaegotiable.
If your organization cannot do something, be uptfaeith the Provider's representative, and see \ahatnatives can
be worked out.

PLANNING ACCESSIBLE EVENTS
To help make sure your organization’s event is ssibée to all, please use the following guidelines.

Access to Information
Make sure all promotional materials, handouts, lwoes, invitations, etc. can be made availabldtanraative
formats for people with disabilities.
Be sure to inform the campus and/or community sf éivailability with a statement similar to theléaling example:
This(registration, form, brochure, etcadn be made available in alternative format for pleowith disabilities. To
request this item in enlarged print, in Braille, oassette tape, or on a computer disk, con(ta@ine of person in
organization).

Programmatic Access

- Inform the campus community and public that accoehtions can be made for people with disabilitiesnojuding
the following sample statement on promotional mater
Please indicate if you need special services, @sgige, or accommodations to fully participate ifsthrogram by
contacting(name of person in organizaticat)(phone number and TTY numbeflease notify us bfa ten-day
deadline is deemed reasonable).
The facility you are planning to use for the ev@&mbuld be barrier-free. This is especially impottahen selecting
an off-campus site for the event.
There should be appropriate space for wheelchatimge
Appropriate seating should be arranged for indigldwvho need to see interpreters.
Restrooms and entrances should be accessible.
Make sure you arrange for appropriate accommodstgurch as interpreters, in advance.

Please contact Disability Services for Student9{312-8495) if you need assistance in arrangingnferpreter services,
site analysis for accessibility, alternative formaterials, or special accommodations assistarasebon availability of

staff).
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PROGRAM PLANNING CHECKLIST

Check Feasibility
Check for available dates.
Possible conflicts?

Budget Resources
Sum of all program expenses $
Money currently available
Anticipated Income

&

Human Resources
Assess skills of group members.
Will outside help be needed?

Completion Person Projected
Date Responsible Expense
Preparation Tasks
Facility Reservations
Food/Catering
Contracts/Agreements
Financial Arrangements
Request for Purchase Form

Equipment Requirements
Audio-Visual
Public Address
Tables/Chairs/Stage
Podium
Set-Up/Decorations
Transportation
Lodging
Safety/Security
Hospitality
Ticket-Takers
Clean-up

Publicity
Posters/Flyers
Letters/Announcements
Newspaper Ads
News Releases
Radio/TV Ads
BGSU Web Events Calendar
Table Tents
Handbills

Other
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Event Tasks
Review Checklist
Assist Last Minute Problems
Follow Up
Return Equipment
Close Out Financial Records
Program Summary
Evaluation of Program
Thank You Notes
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RECRUITING NEW MEMBERS

New members energize an organization and ensuaethéhorganization can continue to function amvéh As the
number of student group’s increase, the competfiomew members intensifies. Therefore, it isical to have a clear
purpose and to education the membership on theizajeon’'s goals and mission.

Getting Started

The first step in planning a recruitment drivedddok at your organization: you have to know thedoict before you can
sell it. The best way to run an unsuccessful cagnpa to be unsure of the goals and objectivegaf own group.
What is your purpose? What are the future plart@froup? Who is your audience and interestetests? Knowing
the answers to these questions will help you define and how to recruit prospective members.

Build a profile of the person you want to recruitlass standing? Grad students? Male or femilafdr specific?
Interests or hobbies? A residence hall? A pddiatollege or department? Grade point averagdfat\Wwiedium will
most likely appeal to this person? Posters? Musleep this profile in mind when you advertise.

Think of the things your organization has to offeprospective members. Fun? Prestige? Leagegosissibilities?
Developing interpersonal skills? Academic expearéear networking with professionals in field ofdy@ Be sure to
incorporate what you have to offer into your puibjic

Publicity

The publicity for your recruitment drive will reqeiyour best effort in many areas, including cregti budgeting, and
time management. Do not be afraid to delegateoaityh Organize committees for publicity and otheeas. Get the
whole group involved. The group will work bettéeiveryone is given a role in planning and impletimenthe drive. If
your members are pleased with your organizatiod (haeir role in it), they will do a much better jobpromoting the
organization.

Be creative. Your publicity is more likely to beztive if it is noticed. Make a realistic budgetd stick to it. Any
publicity must be cost-effective to be successtikite out a time-line of all deadlines to be mBe sure to plan the
entire campaign well in advance (i.e., when isdéadline for getting the publicity to the printerample time is
available to promote the event?).

Keeping Your Prize...Retaining Your Members

Above all, your new members (like your old memberil) need to feel like they belong in the grouget them involved
in the organization. Get to know them. Help thgghto know the organization. Let them know tigirt contributions
are needed and appreciated. Following these stéigsad to a more enjoyable and rewarding expergfor both new
and returning members and for the organization.

Adapted from Leadersheets, University of Alabama

Components of a Successful Recruitment Campaign

Recruitment Should Be Personal

Recruit by word of mouth, one-to-one interactiogse of faculty and staff, and creative publicityndtv that people are
not necessarily coming to you. Imagine if the BG8btball team recruited by hanging up fliers aedding out some
messages via the marketing listproc. They probablyld not have a very good team!
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Recruitment Should be Systematic
It must be organized, logical, well timed, and@é&nt. Plan for fall recruitment in the spring &od spring recruitment
by November.

Recruitment Should be Specific
Identify a target group. Identify needs and mdtova Know what you have to offer.

Recruitment Should be Meaningful
It should fulfill the needs of the members as vaslthe organization.

Recruitment Should be Year Round
It does not end after an increase in committeedttiece has been accomplished. Recruitment musirtimuous.

Remember this simple five-step process when raoguit

Meet a person.

Be intentional and genuine in forming a frigmg@swith the person.
Introduce the person to your friends in theaoigation.

Introduce the person to the organization.

. Ask the person to join the organization.

arwbOE

PLANNING A RETREAT

Why Should an Organization Have a Retreat?

Organization retreats enable student organizatmbsiefly get away from the distractions of workdaschool to focus on
the needs and goals of the organization and theidudl members of the organization. Planningtfa future will
enable an organization to operate more efficiegig effectively.

Establish the Purpose for the Retreat
- Team Building Skills
Problem Solving
Socializing
Training and Skill Development
Planning
Officer Transition
Communication
Revitalization
Goal Setting
Orientation
Conflict Resolution

Who Plans the Retreat?
Officers
Advisors
Members
Committee
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Determine Who the Retreat is For
Executive Board

New Members

New Officers

Committee Chairs

Entire Membership

Selectlng a Facility: On Campus or Off Campus
Purpose of the retreat and importance of settimgesavironment.
Location convenience and needs of the organization.
Some inexpensive alternatives include meeting rommsampus and local churches.
When looking for an off campus retreat locatiomsider nearby summer camps, state parks, or heigisneeting
rooms.
Be sure to check availability, accessibility, amd@nmodation. Do not forget about costs and cotgra

Transportation
If the event is off campus, members should be pexviwith adequate and safe transportation.

Food and Drink
Before deciding on a menu, consider cost, coolaegifies, dietary considerations, preparation time

Selecting the Best Format
Create an agenda complete with a backup plan.
Workshops presented by an “expert.” Examples aeladvertising, program planning, fundraising, geting, etc.
Experiential exercises: teambuilding, brainstormic@mmunication skills, ropes course, etc.
Recreational exercises: softball, capture the thagketball, volleyball, etc.

Selecting the Facilitators and Presenters

Organization officers, members, faculty advisoezrng, alumni members, University staff or facultyage excellent
candidates to facilitate the retreat. It is oftecommended that organizations utilize an outsagdditator that is not as
familiar with the organization.

Planning the Retreat

Have members sign up to participate on committ&=mmember, people support what they help to creatggested

committees include:
Transportation
Recreation
Speakers
Food/Drink
Clean-up
Atmosphere
Lodging
Teambuilders
Budget
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Resources in Developing Workshops and Exercises
Office of Campus Involvement (staff and resourbealiy)
Exclamation Points
Faculty/Staff Advisor
Alumni
University staff and faculty

Evaluating the Retreat
Create an evaluation form. Ask members what theydht of the experience. What would they changétat would
they keep the same? What did they learn? Rateoient, speakers, activities, etc.

Sample Retreat Schedule
BGSU Undergraduate Basket Weaving Club
Organizational Retreat
February 28

What to Bring:
Sleeping bag or linen and blanket

Towels and personal toiletries
Pillow hat of any kind

Clothes that you can get dirty
Your imagination and open mind
Comfortable walking shoes

Travel Information:
We will meet in the Bowen-Thompson Student Urparking lot at 8:00am on Saturday, February 28. vile
return to campus at 5:00pm on Sunday, March 1.

Agenda: Day One

8:00am Depart Bowen-Thompson Student Union Rgrkot
9:30 am Arrive Shaker Lake

10:00 am Icebreaker

10:30am Communication Skills Exercise

11:20 am Basket Weaving Workshop

12:00 noon Lunch

1:00 pm Icebreaker/Energizer

1:15 pm Creativity Exercise

3:15 pm Free time

5:00 pm Dinner

6:15 pm Free time (except for the clean up crew)

7:00 pm Team Activity

9:00 pm Free time

1001 East Wooster Street Bowling Green, Ohio 43403-0160 fax 419-372-0477

222 Saddlemire Student Services at Conklin phone 419-372-2011 www.bgsu.edu



BGSU.

BOWLING GREEN STATE UNIVERSITY

Office of Residence Life/Greek Affairs
Division of Student Affairs

GROUP DYNAMICS

By understanding the stages of group developmeadérs can assess the needs, plan future direcimhaddress both
the groups’ and the individual's needs. Understandroup development aids leaders in determingadjstic
expectations for group behavior.

Tuckerman Model of Group Development
-Sequential
Stages occur in a specifically stated order.
-Developmental
Issues and concerns in each stage must be resoloeder for the group to move to the next stage.
-Thematic
Each stage is characterized by two dominant theamesreflecting the task dimension and one rafigdhe
relationship dimension.

The four sequential stages of how a group relatdsbacomes united are forming, storming, norming, @erforming.

Initial Stage: Forming

- Task behavior is an attempt to become orientede@obals and procedures of the group.
Information is critical at this stage.
Relationship issues and concerns can be sped opaking leadership roles clear and getting the groambers
acquainted with each other.

Ex: If a group is in this stage, make sure toudela lot of icebreakers/teambuilders and socigéreito get people
acquainted with one another.

Second Stage: Storming
Involves resistance to task demands and hostilitglationships.
Members challenge the group’s leadership.
Excessive storming leads to anxiety and tensiorer@@s suppressed storming leads to resentmenitarddss.
Conflict resolution is often the goal, but learntanflict management is just as important becaaseew situations
develop, the group may briefly return to this stage

Ex: Have the members write down their frustratiofith the group on paper. Then have them tear ffagers up and
start off fresh and new without dwelling in the paBerhaps you could contact someone who spessaltizconflict
mediation and hold a session with them.

Third Stage: Norming
Characterized by cooperation.
Task themes include communication and expressiole wbhesion is the relationship theme.
Team building efforts increase unity and incredsered responsibility.

Ex: Group think may be common in this stage. Hgvimrembers challenge the process and ask queshionklde
encouraged.
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Fourth Stage: Performing
Encourages cooperation.
Task theme is problem solving and the relationgingme is interdependence.
At this stage, the group is functioning efficienttyachieve group goals.
Group members assume roles that are necessarigigvagoals, learning independence with dependence.
It is beneficial to encourage a continued develagaleheme for the group to stimulate problem savi

Ex: When the group is in this stage, it would li®ad idea to plan a retreat. This could be a fonsetting new goals
and encouraging members. While some groups witiotjump from forming to performing immediately to
accomplishing a task, others will consistently reve storming. The thing to remember is thatsteges are sequential,
and even if the group jumps around, the leadesstiencourage and help the group no matter wiaagesthe group is in.
After determining what stage the group is in, itebbe valuable and beneficial for the officers addisor(s) to meet to
make plans for group growth.

Effective Group Practices
Members do not ignore or ridicule seriously inteshdentributions.
Members check to make sure they know what a spe@aéans before they agree or disagree.
Each member speaks only for himself/herself argld#éters speak for themselves.
All contributions are seen as property of the graage used or not used as the group decides.
All members participate, but in different and coempéntary tasks.
Whenever the group senses it is having troubléngettork done, it tries to find out why and worksresolve the
problem.
People support what they help to create. The gnoaiges decisions together openly rather than bguttef
The group attempts to use consensus decision-makiowgever, when a vote is taken and some memizen®d
agree with the decision, it is important for allmigers to value the process, accept the decisiaivemognize that
their preferences may not always be selected.
The group brings conflict into the open and death

BASIC NEEDS OF PEOPLE IN GROUPS
Leader! If you want my loyalty, interest, and befforts as a group member, you must remember that...

I need a sense of belonging. | want to feel likelbng, | need to know that no one objects to neg@nce and that |
am sincerely welcome. | also need to know tham h@nestly needed for my total self and not jusify hands, my
money, etc.

| need to have a part in planning the group gbdé}.need will be satisfied only when | feel that idgas have had a
fair hearing. My involvement leads to an investingfrinterest, time, and responsibility on my partan become a
resource to others by sharing my ideas and vicgaver

I need to feel that the goals are within reachtaatthey make sense to me.

I need to feel that what | am doing contributebuman welfare — that its value extends beyond tbegmjitself; that |
am doing something for others.

| need to participate in making the rules of theugr— the rules by which together we shall live amdk toward our
goals.

I need to know in some clear detail just what igemted of me so that | can work confidently.
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| need to have responsibilities that challenge, dha within range of my abilities, and that cdmtite toward reaching
our goals.

I need to see that progress is being made towardadhl we have set.

I need to be informed.

I need to have confidence in our leader — confiddyased upon assurance of consistent fair treatmesaignition
when it is due, and trust that loyalty will brimgcreased security.

I need to be able to use acquired skills.

I need to gain recognition and status.

I need to feel valued and respected.

I need to gain skills that will help me personalhyd professionally grow.

I need to use work and leisure time effectively.

I need a “communicative” environment. This envir@mt includes trusting, caring, and listening foderstanding.

HOW TO RECOGNIZE AND REWARD MEMBERS

Recognition of members is an important factor indtimg the enthusiasm, dedication, and motivatfame&mbers.
Without the numerous members that have chosernrtdhje organization throughout the years, the degdion would not
exist. Itis the members that make the organingtimssible. Membership recognition should be tegral part of an
organization.

The following are some recognition guidelines. aBkedo not limit yourself to these. Look at althed possibilities
available for acknowledging members.

What to Recognize
- Too often success is all that is recognized. Rikkg should also be recognized, even if the effonot successful.
Achievement
Participation
Spirit
Dedication
Involvement
Completion of project or event
Initiative

When to Recognize
- At special events/banquets
As close to the incident as possible
Publicly
At meetings
Formally and informally
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How to Recognize
- Awards certificates
Visibly
Pat on the back or handshake
Applause
Verbal praise
Letters/notes
Gifts

Who to Recognize
- Members

Advisors

Faculty and staff

Administration

Community

Parents

Officers

Alumni and friends of the organization

Business and corporations who have helped the i@ag@onm

Peers, fellow students, other student organizations

Anyone connected with the organization or who telpdd the organization

Recognition needs to be genuine and timely. Almember that little or insignificant things do meted to be
recognized because then recognition loses itsteféaess.

MOTIVATION

Ten Commandments of Motivation
- Share responsibility, remembering that as you ta&dit for the success, you must also share thadai

Understand that as a leader you can give authamityallow others to contribute to their own suceaeswell as your
success.

Constantly remind yourself that only through papition can others make their jobs meaningful.
Communicate the why as well as the what to induseunderstanding and cooperation become a habit.
Evaluate accomplishments on the basis of the seaattieved rather than on the activities engaged in
Sincerely be humble, knowing that most people woatter succeed than fail at their jobs.

Seek always to set a good example, and throughcergeyood performance you will reap great rewards.
Force yourself to set goals and priorities for yjalr so others can build their goals toward these.

Be objective, fair and honest in your actions aeéds, realizing the mantle of leadership is yours.

Light the way for change, knowing that putting yelf in the other person’s shoes is the greatésvfga leader.
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The GRAPE Theory of Motivation
Growth — Being able to increase one’s skills and pet@ncies; performing new or more complex tasksigyaating in
training programs.

Recognition — Promotion within the organization avfien appropriate; praise for achievements; feedfizatk positive
and constructive criticism); receiving an awardniad reference to an individual’'s activities; tgpitistened to.”

Achievement — The opportunity to solve a problensee the results of one’s efforts; to reach gdesdne has
established to create a “whole” tangible product.

Participation — Involvement in the organizationatideon-making, planning, and scheduling one’s ovamkyand
controlling one’s own work activities.

Enjoyment — Having fun in a warm, friendly, and sagjve environment.

Motivation may be one of the most difficult taskkeader faces. Some days it seems hard enougdt ymarself
enthused and excited about the group’s meetingtvitst, but as a leader, it is your responsibilibymotivate the
members of your group in order to accomplish things

Some Hints on Motivation
- Start with yourself
Be motivated and enthusiastic yourself
Be a good listener
Be considerate
Be consistent
Be organized
When you are wrong or make a mistake, admit it
Do not be upset by little hassles or frustration
Never forget that the leader is a role model
Take It To The Individual
Criticize and approve constructively
Criticize in private
Praise in public
Play up the positive
Give weight to the fact that people carry out tlogin best ideas
Use every opportunity to build a member’'s sensenpbrtance in his/her work
Give honest credit where credit is due
Avoid domination or forcefulness
Let members know where they stand and why
Make personal contact before and after meetingstourage participation
Help others think better of themselves throughbatactivity
Encourage shy members to participate and speak up
Express it to the group
Make the members want to do things — inspiratioceitive, recognition
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Get to know members and determine how they wabé tacknowledged, recognized, and utilized
Show interest in and appreciation for others

Let members know your plan, even at the early stage

Delegate responsibility for details to members

Make your wishes known by suggestion or request

When you make a request or suggestion, be supgtaie your reasons for it

Show members you have confidence in them and exipect to do their best

Ask members for their counsel and help

If an idea is adopted or rejected, tell the origpnavhy

Share your goals, sense of direction, and prowideeshing to strive for and achieve
Keep members informed on matters affecting them

Give members a chance to take part in decisiomdcpiarly those that impact them
Utilize small groups and place members on comndtteat interest them

Continue to reassess members’ needs and providehmaignges to them

Avoid assigning unnecessary tasks

Encourage sharing without criticism or judgment

Brainstorm new goals, programs and projects

Establish a genuine feeling for and/or a senselafrging to a group

Provide a valuable learning experience as a restiite activity

Help others think better of themselves throughbatactivity

Remember to express your appreciation to your mesnbe

Be open to feedback, both positive and negatiwen fmembers

Always remember, people support what they helpdate

Adapted from LeaderBits, the University of Kangxs,Sara Boatman’'s GRAPE Theory of Motivation, dotin K.
Trocke's Ten Commandments of Motivation.
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DELEGATION

Delegation is...
the process of entrusting part of the work of panggs and administrative assignment to others.

Whv Don't | Delegate Better?
| can do it better myself.
| cannot trust my committee workers.
| am reluctant to take a risk.
| do not have time to involve others.
| cannot delegate something | do not know how tongself.
| feel my workers resent being followed up on iaittwork.
| cannot bring myself to delegating “busy work.”
| cannot delegate to my friends.
Everyone is already busy.

Whv Do My Committee Workers Resist Delegation?
They do not know how to do the task.
They have a fear of criticism.
They lack confidence in their ability.
They do not understand what is wanted.
They do not have the time.
They do not like doing it.
They feel the incentive offered is inadequate.
They already feel overwhelmed.
They have done it before.

Delegation is Important Because lt:

- Provides more opportunities for people to be abgtiiresolved.
Distributes workload.
Motivates members by giving them value and imparntan
Helps organizations run more smoothly.

What and When to Delegate
Tasks and responsibilities that keep repeating seéres.
Decisions that are made frequently.
Details that take up large chunks of time.
When someone has particular qualifications thatldvmatch the task.
When someone expresses interest in the task.
When you already have desighated committees todamase responsibilities.
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What and When Not to Delegate:
Situations that require a change in someone’s behav
A decision that involves someone else’s moral.
The ‘hot potato”, or a difficult situation
Something that is complex and is the responsibilitthe leader.
Something you would not be willing to do (the mémvark).

Methods for Delegating:
Ask for volunteers — interest and belief in someisnene of the greatest motivators for success.
Suggest or encourage someone who would be gobd tdgk. Silence in response to a request fontedtus does
NOT necessarily mean a lack of interest. Oftgmeraon will not volunteer because she/he lacksceglfidence or
has not given it much consideration.
Specifically ask someone. The person can alwaginge
Spread the fun and responsibility around — good gitse people status and value. Make sure the paoe do not
always get the good tasks.

Guidelines for Effective Delegation:

- Plan before you delegate. Determining what caddbegated is often complicated, but use an 80 peroé. No
one can do the job as well as you (or so you thisk)delegate when the job can be completed te@Bfpt of your
satisfaction. Critical issues may demand yourgeabattention, but everything is not critical. BsEugene
Griessman says in “Time Tactics of Very Succed3&dple”: “You should do only that which only younodo!”
Decide to whom to delegate. This is either somedm® can do the job now or someone you are willogain so
they ultimately can take responsibility. Do noledmte to someone just because they happen to$e al hand. Do
not skip levels without checking with a person’pexvisor. Decide whether the person needs coacl@ogsider his
abilities, experience, and degree of willingness.

Communicate the delegation in writing. Tailor thek to the individual. Back up the oral preseataand avoid the
“I did not know” syndrome. Resolve deadline omopity conflicts immediately.

Follow up. Use your personal organizer to renyiad when the task is due. Leave no doubt as td ydwaexpect
to be achieved by the review or completion datesi® the tendency to let jobs be delegated bag&uo

Reward successful completion. Praise is oftenrtbst effective reward. Send a thank-you note fobavell done.
For unsuccessful or partly successful assignmestgew the errors and keep a positive approachttod ones.
Remember to praise in public and correct in private

Choose the appropriate people by interviewing dadipg your members carefully. Consider their timnéerest, and
capabilities. Specific responsibilities to be deled to a particular person must be appropriatthégrowth or
developmental needs of that person at the time.

Explain why the person(s) was (were) selectedifertask.

Delegate segments that make sense; not bits aocelspié a task.

Discuss the task at hand. Discuss ideas; mutgsatipossible goals and objectives. Whenever desgjive those
who will be responsible for carrying out a programoice in the decision-making. Do not lower std; Do not
insult people!

Define clearly the responsibilities being delegétedach person. Explain what is expected of gregn(s) and what
the bounds of authority are. Be sure agreemaetished as to areas where the person can funotiely.f

Give accurate and honest feedback. People wamioiw how they are doing and they deserve to kndhis is both
an opportunity for complimenting work and encounaggrowth. Allow for risk-taking and mistakes.
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Support your officers and chairpersons by sharifigrimation, knowledge, and plans with them. fhiredible how
many errors are made simply because of lack ofrimition and communication. Share their failuresvals as
successes.

Really delegate. Most responsible people do nptemiate someone looking over their shoulder angagarts of
their assignment before they have a chance ta dasithe leader, it is hard for you to let go. lé&mting does not
eliminate work; it simply changes it. As you dedegjappropriately, a multiplier effect occurs; timee spent doing a
job can be spent enabling others to do numerouss job

Just remember... The person who insists on doingheireélf what could have been done through othewasting
valuable time. Can you afford it? If you do thkale thing yourself, you are insuring that the rtéwe you will have no
choice but to do it again, since no one else lehhosy.

BRAINSTORMING

Be creative and refrain from criticizing ideas.

Visualize the extreme opposite of the situatidnyoll are trying to find a way to get into somethipicture instead
ways to get out.

Look at the space around the problem rather theupttbblem itself. If a committee member is no kmngpntributing
like they used to, analyze their behavior in thetegt of their larger life.

Reverse the objective. If you have a high groupdver and want to change that, look at ways t@erage turnover.
Identify behaviors of turnover and what you cart@encourage it. Then you have developed a ligtiofjs you can
work to change.

Assume that all of your information is wrong — thathing is, as it appears to be — that fact tioficand fiction is
fact. Challenge your working assumptions by tryting opposite.

Try something new. Do something you have neveedmiore. The more alien to you, your way of &fed your
work habits, the better.

Brag. You might discover some hidden talents sirds by forgetting modesty and humility for a shp@riod of
time and allowing yourself to brag about your dig§; they are usually much greater than you ajlowrself to
believe.

If you always manage to keep a stiff upper lip amg on cheerfully in the fact of all adversitiebange. Admitting
your concern will help others understand therepsodlem. Making it worse than it is might exgjteu to do some
creative problem solving and to exert effort toesthve day.

Reverse the physical characteristics of every olgjied person in the problem. Alter sizes, coldesisity, capacity,
purpose, weight, flexibility and priority.

Expect the unexpected.

Be someone else. Put yourself in another persbrges to gain a perspective on why they are asatteey
Encourage everyone to talk about anything and ¢vieiy that comes to their mind. Preface the disicusby saying
that there are no stupid questions.

Make connections with the brainstorming. For exi@miptwo people have made similar suggestionaneat them
somehow.

Webstorm. Pick a subject and then branch off séithat is resembles a spider web.

Adapted from Whole Brain Thinking by Jacqueln WoldBriscilla Donovan, pp. 102 - 105.
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GUIDELINES FOR EFFECTIVE LISTENING

Be an active listener. Give nonverbal cues (ssahoalding your head and eye contact) to the pesgeaking so that
he/she knows he/she has your undivided attenfrespond to what the other person has said. As#tigns of the
speaker by paraphrasing what he/she has told A&gaid interrupting. Let the other person finiskeaging while you
listen for details instead of just waiting to geuy point across.

Be open-minded. This means being flexible andnyglto change your ideas. Do not assume you hiatieea
information and facts you need, especially wherother person has not finished his/her story. dther person may
know something you do not.

Judge content, not delivery. Even if a persortestsitand stammers, the content of his/her messayg be valuable.
Avoid getting angry just because the other persigi®as are not in agreement with yours.

Find out why another person holds opinions and they came to believe certain ideas and came tadfipec
conclusions.

Show that you are sympathetic by recognizing theroperson’s feelings and concerns.

Listen for key ideas. Facts serve as document&tioideas of broader significance.

Work at listening. Expend effort to concentrat@mmvhat the speaker is saying. Establish eye coraad attempt
not to drift off while a person is trying to getreessage across to you.

Resist external distractions. Aside from disti@udiinside your head, external distractions alse @ be resisted.
Capitalize upon thought speed. The average ragpaxch is 125 words a minute (for English). Wiektnd
therefore listen, at almost four times that spegd.careful not to let your mind wander while yaa waiting for the
person’s next thought.

Check to be sure you understand the language used.

Check to be sure everyone involved in the situaBariear on agreements made.

“Seek first to understand, then to be understo(icvey, 1989)

GOAL SETTING AND ACTION PLANNING

Goals
Goals are plans for the future. They outline wherne want to go and are your direction for the yeHney state what
your group wishes to accomplish. Goals shouldvaduated and changed from time to time.

y Set Goals?

Wh

To give direction, provide a course of action fouygroup

To motivate members

To clarify and communicate what your group is stigvfor

To define your group

To provide a basis for measurement of successamhgplishments
To save time by allowing your group to plan andoare for the future
To become more aware of problems in time to devstidptions

Objectives

Obj

ectives are descriptions of exactly what iseadbne, which are derived from your goals. Theycear, specific

statements of measurable tasks that will be acdehgul as steps toward achieving your goals. QObgscare short-term
and have deadlines. Each goal may have a numlodyjextives.
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Steps for Setting Goals
1. Brainstorm goals as a group.
Evaluate past group successes and failures.
Address new things the group wishes to accomplish.
Choose from the list those goals to focus orthfe coming year.
Prioritize the chosen goals.
Break each goal into the steps necessary th iea
Many groups fail to reach their goals because tleegot follow through with the action stages oflgoa
setting.
5. Move into action and begin working on each stepessary to achieve the goal.
Set timelines/deadlines for each step
Identify what is to be done (Your objective)
How will it be accomplished?
What are the resources available (people, monetgriaks)?
Who will carry it through?
When will it be accomplished?
What results are expected and how will they be oreas
6. Contlnually evaluate your progress.
7. Be flexible; realize that your goals might chano meet new circumstances.

pwn

ATTRIBUTES THAT ASSIST IN GOAL ACHIEVEMENT

Flexibility —This means being willing to change or modify goal s when original goals become blocked.
A goal suited to a particular point in time may not be appropriate when circumstances change.

Specific, Written Goals- This process promotes commitment. When a gaadrbes written, it becomes concrete,
tangible, and easy to focus on. Deadlines produegeget and can provide a sense of achievement meée

Ownership- The serious effort needed to achieve most gealsficult to muster if the goal is not “right"an owned by
the individual or group.

Realistic Goals- Goals should challenge and stretch the individugroup, and not become a constant source of
frustration. One should consider past performamzkavailable resources in setting goals.

Positive Attitude- State goals in positive terms. Not achievigpal should not imply failure. A positive enviroant
encourages goal achievement.

Support— Asking for help is a means of utilizing resowewailable. Accepting help can assist an ind&fdiu being
successful.

Planning— Consideration of potential problems will helpniaking decisions concerning how a goal might éeaed.
Account for the reactions of others indirectly itwam with an individual’s plans.
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ATTRIBUTES THAT HINDER GOAL ACHIEVEMENT

Rigidity — It is clinging to a goal not possible or praatie using its pursuit as an excuse for not workingealistic
goals.

General, Unwritten Goals This shows evidence of a lack of commitmentdal @chievement. Most goals are not
realized without a written plan.

Pleasing Them Setting goals to please others and trying tot thedr expectations rarely works.

Unrealistic Goals- Failure can be ensured by asking too much afelheA destructive pattern of behavior could tesu
that is difficult to recover from.

Negatives- Stating goals in negative terms cannot restdccomplishment. Avoiding tasks because of fedaibire
will not challenge an individual. Dwelling on whae cannot do detracts from what one can do.

Seeking Disapprovat Sharing ideas with people who will ridicule osigoals is not smart or productive.

Ambling Along- Letting life happen rather than crafting thetihegion. “If you do not know where you are goimgw
will you know when you have arrived?”

Adapted from Leadersheets, University of Alabama

TEAMBUILDING

What is a Team?
A team is a coordinated group of individuals orgadito work together to achieve a specific comnmad.g

Teams Do the Following:
Teams develop clearly defined roles, duties, asdawesibilities.
Teams have clearly defined rules and expectatimnteém operation.
Teams develop clear and well-defined goals.
Teams have coordinated and collaborative methadscimomplishing the work.

Characteristics of an Effective Team
A clear, elevating goal
Have a goal that is clear and motivates membeds the best for the team.

A results-driven structure
Have a clear sense about the roles and respotisgiif each team member.

Competent team members
Team members need to be adequately trained arghadsdio roles that best fit their talents.
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Unified commitment
“All for one and one for all.”

A collaborative climate
Operate in a climate of support, not defensiveness.

Standards of excellence
Establish high standards and reach for the stars!

External support and recognition
Find support from other organizations and membgtseoUniversity community and remember to recogral
accomplishments.

Principled leadership
Spread leadership throughout your group!

Enhancing team effectiveness
- Develop and clarify group goals.
Learn the strengths of each team member.
Clarify group expectations and set ground rulesstaddards.
Identify barriers that keep the group from achienitis goals.
Use effective communication skills.
Develop a plan to accomplish the goal.
Put the plan into action.
Evaluate the plan and the procedures.

TEAM ROLES
Group Task Roles
Initiator-Contributor

Proposes new ideas or approaches to problem solving

Information Seeker
Asks for clarification of suggestions or facts.

Opinion Seeker
Asks for clarification of values/opinions expressed

Opinion Giver
Provides facts, examples, stats pertaining to probl

Elaborator
Provides examples based on his or her own expesenith a possible solution to a problem.
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Coordinator
Tries to clarify relationships among ideas and ssggns provided.

Orienteer
Summarizes what has occurred and tries to keepdomused.

Evaluator-Critic
Judges the evidence and conclusions of group.

Energizer
Tries to motivate the group to action.

Group Building/Maintenance Roles
Encourager
Offers praise and understanding of others’ suggestand ideas.

Harmonizer
Mediates disagreements.

Compromiser
Attempts to resolve conflicts by reaching an acalelet decision among the group.

Gatekeeper/Expediter
Encourages less talkative group members to paateignd limits lengthy contributions of over-eageyup members.

Standard Setter
Helps to set standards and goals.

Group Observer
Keeps records of the groups process and evaluates i

Follower
Goes along with suggestions and ideas of group reessnb

Individual Roles
Aggressor
Destroys or deflates status of others, tries te takdit for others’ contributions.

Blocker
Negative, stubborn, and disagreeable to others.

Recognition Seeker

Seeks the spotlight through boasting own achievénen
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Self-Confessor
Use group as audience to report personal sligiesings, etc.

Playboy
Cynical, nonchalant member who does not really ahmit the group or their involvement in it.

Dominator
Asserts authority by manipulating group memberatmpting to take over, uses flattery or assetiglavior to
dominate situations.

Understanding group roles helps you to be a mavdyative member of your organization. When youarsthnd how
you act and realize why some act other ways, ithedp you to understand how to address other psogtides.
Individual roles obviously take away from the tedot if a team is not working well we often taketbose roles. By
taking on roles that promote teambuilding, it mayesyour team!

Types of Power
There are five types of power. Each has diffengfituential factors:

Legitimate Power
Being elected, appointed, or selected to lead apgro

Referent Power
Being well liked.

Expert Power
A member’s knowledge and information.

Reward Power
Providing rewards for desired behavior.

Coercive Power
The ability to punish another.

The use of power can be positive or negative iea@ig group success as each organizational mestizend assess
their motivation and use of power to effectivelymher hinder a group.

If you are interested in specific teambuilding aitiés for your organization, stop by the Office@impus Involvement
and take a look at the resource library.

Handout created from notes compiled from Commuimigab Small Groups: Principles and PracticBg Steven A.
Beebe & John T. Masterson
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ICEBREAKERS

What Do Icebreakers Do?

- Introduce Members
Create a Comfortable Environment
Explore Thoughts and Feelings
Break up Cliques
Release Tension
Encourage Interaction
Acquaint
Kick Things Off
Evoke Laughter, Fun
Re-Energize
Share Information

Icebreakers are activities designed to foster &nteyn among members. They are particularly useftiie initial stages
of group development, but can be effective in latages to challenge assumptions, break up cligmelsgeal with
problems. At the conclusion of each icebreakamatshould be time given for discussion of the fieni® the group.
There are hundreds of ways to “break the ice”. Heedust a few ideas.

STAGE 1: GETTNG TO KNOW YOU

At this stage, group members know very little abeath other. Focus on names and low-risk disatosur

M&Ms: Pass around a bag of M&M candies and have everiake some. Each person must tell one thing dbouor
herself for each piece of candy taken (can alsddoe with a roll of toilet paper and the numbesa@fiares taken).

Name Game: State your name and some bit of information apetat this information about each person preceging
Grab Bag: Pull out an object from a bag and explain how goeisimilar to it.

Make “Do-It-Yourself” Nametags or Inside/Outside: Use a paper bag and magazines; cut out thingsilieg how
others see you (outside) and how you really aneifffade of bag).

Matched Pairs: Tape the name of one member of a famous paaadb person’s back. Participants have to find their
“mate” by asking other people “yes” or “no”.

People Bingo: Make bingo cards with titled squares like “hagdl in a foreign country”, “owns a pair of cowbaydts”,
etc., and find people who fit each description.
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STAGE 2: GETTING TO REALLY KNOW YOU

The group may experience different things as i@atiips are formed and group roles are establisRedus on getting
to know what each member is feeling.

Continuum: State a value and have participants share wheyedare on a scale of 1 to 10 (e.g., “Honesty fsoirrant”
or “this group is my #1 priority”; 1=disagree, 1@rae). Be careful to make sure group members tjudge each
other’s answers as good/bad, right/wrong.

Gift Game: Have each member tell what gift he/she would gi@aeh member.

Social Activities

Group Consensus Activities: An activity where the g roup must come to agreement among multiple
options for how to proceed (i.e, Whitewater, Outbac kK, etc.)

Set Group Goals and Expectations

STAGE 3: BEGINNING TO WORK

Group moves toward cooperation and better commtiaita

Positive Bombardment: One member sits in the middle of circle while otheambers say positive things about him/her

Pat on the Back: Members write positive things about other memioer$post-it notes” and put them on each other’s
backs.

Group Consensus Activities

Personal Shields/Coat of ArmsOrganization members draw a crest and designrést with photos, symbols, and/or
words to best reflect who he/she is.

STAGE 4: WORKING TOGETHER
The group focuses on problem solving, interdepecelesnd reaching goals.
Murder Mystery exercises, etc. where the group has to work togédhfend the solution.

Role-playing: Members take on roles other than their own (Igefd#ower, tension-breaker, etc.) and work togetto
reach a goal.

“I Wish | Could...”: Members share skills they wish to develop and bthers in the group can provide support.
Group Self-Diagnosis and Evaluation

Nonverbal Problem Solving:(broken squares, puzzles, etc.)
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TIME MANAGEMENT

What is Time Management and Why Should | Care About it as a Member of an Organization?

Managing time means investing time into decidingiwou want out of life, including what you wantt@df being a
member of an organization. This concept of margagine assumes that you have clearly focused vandgoals for
your work, family, studies, social activities, amdst important, yourself.

How Well Do You Manage Your Time?
- Do you prioritize things from most important to $€amportant?
Do you accomplish what needs to get done duringlély®
Are your assignments always turned in on time?
Do you use your free time efficiently?
Do you tackle difficult and unpleasant tasks withprocrastinating?
Are you working up to your potential?
Do you spend enough time planning?
Do you prepare a daily “to do” list?

Think About Your Behaviors With Regard to the Quest  ions Below
Do you prioritize your “to do” list?
Do you keep an up-to-date planner/schedule book?
Are you up to date on personal paperwork?
Do you let interruptions sidetrack you from daigks?
Do you spend too much time on trivial matters?
Do you wake up in the morning ready to tackle #sks$ of the day?

Tips to Help You Manage Your Time

Plan- Start each day by making a general schedulespitkific emphasis on one or two thing you wouke lio
accomplish including things that will achieve loregm goals. The more time you spend planning geprahe less time
you spend running around at the last minute. Ussendar. Analyze tasks and break them downmaoageable parts.

Take Breaks- Working for long periods of time can decreasergy, as well as increase stress, tension, andibore
Switching from a mental task to a physical task maovide relief. Merely resting can also incregsar efficiency,
reduce tension, and most importantly, benefit yaailth.

Avoid Clutter— In most cases, clutter can hinder concentrai@hcause frustration and tension. When you foud y
desk becoming chaotic, take time to organize. Relnee you can only effectively work on one thingdime, so
concentrate all of your efforts on the most impatiane. Clearing or organizing your desk nightipd be a standard
practice.

Avoid Perfection- There is a difference between striving for eberede and for perfection; the first being attitude,
gratifying and healthy, while the second is ofteattainable and frustrating.
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Learn to say “NO™ Learn to decline, tactfully yet firmly, requesiisit do not fit with your goals. If you explaimat
your motivation is not to get out of work, but #@ve time to do a better job on the really importhirigs, you will have a
good chance of avoiding unproductive tasks.

Do Not Procrastinate Decide to change habits immediately, but daat on too much too quickly.

Delete Time Wasting Activities and Hab#df you are wasting your time in activities ttoatre you, divert you from your
real goals, and sap your energy, make changepasitive direction or delete them from your schedul

Delegate- Learn to delegate the challenging and rewartdisks, along with sufficient authority to make demns.

Avoid the Workaholic Syndrome Do not let work interfere with the really impant things such as family, friends, and
enjoyment.

OVERCOMING PROCRASTINATION

Procrastinators Have...
Emotional blocks — erroneous beliefs, fears, swpeen expectations, loss of control
No start-up routine
Guilt from wasted time
No end in mind when completing a project
Fatigue

Non-Procrastinators Have...
Positive thoughts and realistic expectations
Smart start-up routine
Good time management skills
Fall back plans
Self rewards for reaching goals

Why is it so Easy to Procrastinate?

Emotional Blocks
Superhuman Expectations — You overcrowd your sdbedyiou neglect recreation, sleep, and exerc¥ssu are
fatigued in mind and body when you finally sit dotnstudy. You think something is wrong with yohen you
become unfocused. Pacing yourself so that yodioet your homework and studies is important.
Erroneous Belief — Do you believe that learningasy? That smart people do not have to study?niogganything
new takes time and effort.
Fear of Failure — You fear you will not measure djhis is realistic. Everyone has fallen short ynimes. To
manage fear:

1. Do not deny it, face it.

2. Separate information about your performance fronomr yeelings or ideas of self- worth. Information
tells you how to improve; it does not say anythabgut whether you are an okay person. This is the
secret of professionals. They learn to judge faekllas information, not as an indictment of their
person. Professionals use information to impraowéta grow.
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3. Set realistic expectations for yourself. Thinkémms of small steps. Do not let a big project
overwhelm you. Break it down and start, one steptane.
Loss of Control — It is easy to feel that you haeecontrol over your daily life. Manage feelingdass of control

by:
1. Analyzing what you tell yourself.
2. Becoming a lawyer for the defense and arguing watlrself about unrealistic, unconscious demands.
3. Replacing unrealistic, negative self-talk with rs@@t, positive statements.
Bad Habits

Letting Time Slide By — Do you set a time to stunywork on a project and mark it on your calend®® you make
daily “to do” lists?

Fooling Around — Do you have a habit of planningiybme, or do you fool around?

Misjudging Time — Do you assume that you can ripulgh a project in no time at all, and thereforaitwntil the
last minute to start? Is starting too late a hidsiyyou?

Complaining — Do you habitually complain about gtiing you have to do? Some of us do it to getgatimy, but a
lot of us do it because everybody else does. Thigigm is that this thinking reduces our motivatéosmd makes it
harder to get to work.

Solutions to Procrastination
Start Projects with Positive Thoughts — Whenever lyegin a project, think positively about overalbs.
Develop a Routine — Whenever you begin a new prdjecit planning a major event or studying fotass, you
should have a routine. Some people begin studymesby reviewing their previous days’ class nobéisers use
tricks like “putting on a thinking cap.” Rememb#he purpose is to form positive habits that dont@rhose first few
minutes and create a bridge that carries you hme@toject.
Set a Specific Goal — Having a specific goal makeasier to get right to work on a project. Tejtgg a goal that
can be accomplished in twenty minutes and thengiveself a stretch break or reward yourself in savay.
Do Not Stop Without a Fight — If you do have a penib getting into a project, tell yourself that ywill try for ten
more minutes, and only then will you stop. Typligayou can get into it during that time. If yod that you are
having “one of those days” and you really cannetcemtrate, then do something else, but not befouesglect
another time to work on the project.
Pat Yourself on the Back — When you have accomgtistour goal, acknowledge the good you have ddfeke
positive and realistic statements about your actisimpents.

Adapted from Tip Sheet No. 19, Overcoming Proanatitin, Division of Student Services, Taggart Stuenter, Utah
State University

“To Do” List Tricks
The Charles Schwab Priority List Method
Write down your upcoming duties.
Write down a number beside each duty to indicatielwis more important.
Do each duty in order of its assigned importance.
Do not go on to the next one until the precedinty deicompleted or when you have done as much asgold for
the present period of time.
Any uncompleted duties at the end of the day bedomeriority for the next day.
Add to the list.

1001 East Wooster Street Bowling Green, Ohio 43403-0160 fax 419-372-0477
222 Saddlemire Student Services at Conklin phone 419-372-2011 www.bgsu.edu




BGSU.

BOWLING GREEN STATE UNIVERSITY

Office of Residence Life/Greek Affairs
Division of Student Affairs

CLOSURE

Don’t be dismayed at goodbyes. A farewell is nresmgsbefore you can meet again. And meeting agdtier, moments
or lifetimes, is certain for those who are friends.
- Richard Bach

The year passes so quickly and all of the suddestrtiine to say good-bye to the friends made inmganization and to
recognize the year's activities. It is often etsforget about “closing out” the year. Organizatufficers and other
leaders should work to find a way to end the yeaoathly. The following are some ideas for an eaaiel more
memorable “good-bye” as well as celebrating theigimaccomplishments.

Ways to Say Goodbye and Celebrate Achievements
Have a picnic or pot luck
Have an awards banquet
Evaluate the year
Set goals for the next year
Have a gift exchange
Solicit nominations and present funny awards
Write farewell notes/cards to each other
Give a memento to members — button, shirt, mudupedn a frame, etc.
Make a scrapbook highlighting the past year’s event
Create coupons for members to give to one another
Have a t-shirt signing party
Have a graduation party for departing members
Have a good-bye movie night
Create certificates for all members
Have a slide show of activities from the year
Plan a reunion over the break or when school resume
Share three things you will miss about each peirstime group
Have a retreat with the new officers to share etadus of the year, answer questions, review tgarration’s
mission and purpose, and give advice
Make “credit cards” for each member (cards thatttie good qualities or skills each person has - Biwve you
credit for being a great organizer and for beirggpghace maker during meetings.)
Share one thing you learned from being a memb#reogroup
Create an address book and include everyone’s suauideess — photocopy for all
Have a candle pass by forming a circle and whogets the candle has an opportunity to talk abouatt wie
organization and/or individual member means to hen/
Have one final meeting to send off members whahateeturning next semester. Put post-its on thosebers’
backs and have everyone else write why they a@add®y including their strengths.

In conclusion, it is important to say good-bye nd ¢he year on a celebratory note. Keep in miati tiot everyone in
your group will like sentimental activities, so &their feelings into consideration before planrang activities.

Adapted from LeaderBits, The University of Kansas
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OFFICER TRANSITION

Benefits of a Thorough Leadership Transition

- Provides for a transfer of significant organizatibknowledge. Organizations will not need to reinivthe wheel
each year but instead build on previous year gaadsaccomplishments.
Helps to minimize the confusion that occurs with t€hanging of the Guard.” While new officers toyfigure out
what is going on, precious time can be lost todilganization. This time lag effects the whole mership and
definitely diminishes the group’s ability to accdimsp tasks or goals.
The process of a formal transition can give thgoia leaders a sense of having completed thef; jplsense of
closure.
Leadership transition ensures that the valuablériboions of the experienced leaders will be mitl.
The shared information and knowledge helps thelradership have more confidence, experience, altsl gkbe
more effective in their roles.
Opportunity for the newly elected leaders to Idaom others and potentially avoid some challenggsroblems.
Provides an opportunity to build on successes @igs.

When to Start a Transition
Begin early in the year to identify emerging leadi@rthe organization.
Encourage these potential leaders by developirgppal contact, helping them to develop skills, gatig
responsibilities to them, sharing with them thedjis of leadership, clarifying job responsibilgidetting them know
that transition will be orderly and thorough, anddeling an effective leadership style.
When new officers have been elected, orient theyather as a group with all of the outgoing officefhis gives the
new officers an opportunity to understand eachr&ghieles and to start building their team. In toeses, individual
officers may also need to meet with their predemefss detailed information.
Transfer knowledge, information, and materials seagy for the new leadership to be successful.

Transition Checklist

Complete an end of semester report handauirtcludes the following statements:
List other officers/chairpersons with whom you wadkand the projects involved.
List specific successes realized during your termffice and the reasons for their success.
List any problems or disappointments you encoudtasepart of your office and suggest ways of angjdir
correcting them.
List supplemental materials or sources of infororagou found most helpful.
Include specific alumni, or faculty/staff contaatsjversity/college officers, community resourcets,
Comment on the timetable applicable to your offiGve suggestions for increasing efficiency and
effectiveness.
List any other suggestions you feel would be helgfyour successor in carrying out the resporitidsl of
this office.

Schedule a one-on-one meeting with youespanding incoming officer.
Share with him/her effective leadership ijealand skills.

Share problems and helpful ideas, procedanesrecommendations.
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Write and share reports containing tradstiacieas or completed projects, continuing
projects, and concerns or ideas never carried out.

Go through personal and organizational fdgsther — clean out the appropriate files.
Acquaint new officers with physical enviramh supplies, and equipment.
Introduce related personnel (advisors, ctsitatc.).

Let them know about important annual datek as deadlines for paperwork, SBC
funding, national conventions, etc.

Update and organize officer notebook andb@xghe content to the new leader.

Explain the following documents or detdilgttare important for their position:
- Constitution and by-laws

Job description/role clarifications

Organizational goals and objectives (including pras years)

Status reports on ongoing projects

Evaluations of previous projects and programs

Previous minutes and reports

Resources/contact list

Financial books and records, along with budgets

Mailing lists

Historical records, scrapbooks, and equipment

Mailbox room (424 Union)

Paint/poster room (406 Union)

Check supplies and materials that the offemds. Explain to the officer how to get
supplies and where to get them.

Encourage them to keep all relevant infolondh a binder so that they can then pass it
down to the leader the following year.

Set a date and time for a second one-omaee¢ing in which the following is
discussed:
Goals from previous year
Set objectives for new goals
Set a time to meet and check with each other duhedirst month in office.
Set a time for outgoing officer to introduce newadr to key resource people on campus
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DEVELOPING AN AGENDA

Why Have an Agenda?
Informs people on what to expect at the meeting.
Members can prepare for the meeting.
Provides an order for dealing with issues at a imget
Ensure that a meeting is effectively managed.

Methods for Developing an Agenda
One Persor The organization leader sits down and writesatienda for the next meeting.

Input from others- Written or verbal input from other members. Thare two ways this can be accomplished.
The agenda is written by the leader and then thabees are asked if there are other things that teelbd added.
The leader puts out a “Call for Agenda Items.” &hen the topics submitted by members of the orgdion,
the agenda is compiled. The leader may also adusito the agenda.

Executive Committee The executive committee meets before the metdidiscuss and develop the items that will be
on the agenda.

Total Group- At the beginning of the meeting, the group deiees the agenda for the meeting.

Formats
Formal or Standing The main points stay the same from meeting tetimg.

Informal or Flexible- The agenda may look different from meeting tetimg. All important items will be discussed, but
the format will be changed for the group’s develepiror need.

Prioritized— A list of items to be dealt with, discussed,agd, or announced in order of importance.
Timed- This method can be applied to previous formétadds a time limit to each item.
Descriptive— Gives plenty of information to the group so tltay be more prepared for the meeting.

Sample Agenda

1. Callto Order

2. Roll Call

3. Approval of Agenda

4. Correction and approval of Minutes
5. General Announcements
6. Officer Reports

7. Committee Reports

8. Old Business

9. New Business

10. Special Issues

11. Adjournment
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TIPS FOR RUNNING A MEETING

Before the Meeting

- Define the purpose. If you cannot define the psepao not meet to just meet.
Develop an agenda. Distribute the agenda, backgrimiormation, lengthy documents or other matdrsefbre the
meeting so that members can come prepared.
Choose an appropriate meeting time. Meetings aoly er too late will not be productive. Set aditimit and stick to
it. Members have other commitments. They wilht@re likely to attend meetings if the meetingsgaductive,
have a purpose, and are to the point.
If possible, arrange the room so members face etheln. If the group is small, use a semi-circleiatle. If the
group is large, use U-shaped rows. The leadelhaile better control if he/she is centrally locaté#dhen reserving a
room in the Bowen-Thompson Student Union, the Usiiardif will arrange the room as you request.
Have a location that is suitable to the group’s siA small room with too many people gets stufig areates tension.
Use visual aids for interest.
Be sure everyone knows when and where the meetlhigeaheld.

During the Meeting

- Start the meeting on time.
Greet members to make them feel welcome.
Serve refreshments if possible.
Have icebreakers (energizers).
Stick to the agenda.
Encourage group discussion and feedback.
Keep conversations focused on the topic.
Keep minutes of the meeting for future referena @distribute to members.
Listen when members are talking.
Give recognition for accomplishments.

Concluding the Meeting
Summarize agreements reached at the end of thengeet
Follow-up assignments. To help guarantee thapaadsi taken on a decision, it is important to know:

Who is responsible for carrying out the deci8ion
What is to be done?
How is action to be carried out?
When should the work be completed?

Tie up loose ends. Sometimes it is impossiblete@cevery item on the agenda. To avoid hastysiew that may

be regretted later, table unresolved issues Umgihext meeting.

Plan the next meeting. Set the date and timpodéible, know the location for the next meeting.

After the Meeting
Write up and distribute minutes within two to thicaeys.

Discuss any problems during the meeting with off&€eand advisor(s); brainstorm ideas for
improvements.

Follow up on delegated tasks. Make sure the paraderstands the responsibilities.
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Give recognition and appreciation to excellent amely progress.
Put unfinished business on the agenda for themegting.
Conduct a periodic evaluation of the meeting.

Thlngs to Watch Out For in a Meeting
No clear, agreed upon agenda.
Leaving the outcome of the meeting to fate. A mngemust have a facilitator. An identified faclior will help
make sure that the organization is making progoessentified goals.
Meeting lacks purpose and structure. Where dagsrteeting fit in the overall organization planake time for the
planning process.
Mixing purposes creates confusion and chaos.
Too many agenda items. Do not set your organizatpfor failure with too ambitious of an agenda.
Shifting focus. Stay on the same subject.
Lack of visual helpers. Find a way for particigatu follow the subject as the meeting proceeds.
Unclear or incomplete action items or descriptioRg1 down the who, what, when, where, why, and hothe
meeting.
Missing key people.
Meeting being dominated by one or two people.
Not taking time to assure mutual understandingarhehe issues facing other members. Explain position.
Uneven participation. Varying levels of understagd
Premature motions. Do not make a motion untiledenda item is adequately discussed and analyzgdu are
unable to agree on the problem, you probably aablerio agree on the solution.

PARLIAMENTARY PROCEDURE

Parliamentary law has evolved as a set of procedhed protects the individual and the group inrteeercise of free
speech, free assembly, and the freedom to uniaegemizations for the achievement of a common diris based on
common sense and courtesy. In order to conductgm@anization’s business in an orderly and tinfakhion, the
following basic rules of procedure should be folkmly For specific questions on the more technspéets of
parliamentary law, refer to Robert’s Rules of Ordétewly Revised

Basic Principles of Parliamentary Procedure
- Only one subject may claim the attention of theeadsdy at one time.
Each proposition presented for consideration igledtto full and free debate.
Every member has rights equal to every other member
The will of the majority must be carried out, ahe tights of the minority must be preserved.
The personality and desires of each member shauiddrged into the larger unit of the organization.

Motions

The proper way for an individual to propose that ghoup take a certain action is by “making a motiorl he following
is the process for handling a motion:

1. A member rises and addresses the presidingeofior recognition.

2. The member is recognized.

3. The member proposes a motion (I move that...)
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4. Another member must second the motion.
5. The presiding officer states the motion toahsembly.
6. The assembly can now discuss or debate th@mo@®nly one person at a time may speak.
He/she must be recognized by the presidirigesffo speak. Preference should be given to:
The person who proposed the motion.
A member who has not spoken yet to the motion.
A member who seldom speaks to one who frequentlyeades the assembly.
The presiding officer should try to alternate bedwé¢hose favoring and those opposing the motion.
7. The presiding officer takes the vote on theiomot Voting can be done by voice, show of
hands, or balloting.
8. The presiding officer announces the resulthefvote.
9. The floor is now open and another motion caproposed.

Amending a Motion

The purpose of the motion “to amend” is to modifipation that has already been presented in sucinaen that it will

be more satisfactory to the members. Methods enaling:
By addition or insertion — to add something totingion which it did not contain.
By elimination or by striking out — to subtracteiminate something from a motion that was originghrt of it.
By substitution — this method is a combinationtd first two methods, since in amending by sulishii something
is stricken and something is inserted in its platke substitution portion may consist of a worghaase, a clause, or
an entirely new motion.

Types of Amendments
Amendment of the First Rank — an amendment to tbkgom
Amendment of the Second Rank — an amendment tantlemdment. The amendment to the amendment musiymod
and relate directly to the amendment and not torthim motion, otherwise it is out of order.

No amendment beyond that of second rank is possibis never in order to propose more than oneradment of each
rank at one time. If one desires to amend twors¢pand unrelated parts of a motion, this mustdres by two
amendments of the first rank, and one must be wgped before the other is proposed. It is posshievever, to have a
motion, one amendment to the motion (amendmerteofitst rank) and one amendment to the amendraemtrfdment
of the second rank) before the assembly at oncgil tHe amendment of the second rank has beeml wgien, no other
amendment of the second rank is in order. Ungildimendment of the first rank has been voted upmnther
amendment of the first rank can be proposed.

Order of Voting on Amendments

Amendments are voted upon in inverse order; thalhésone of second rank is voted on first.

- Discussion is held, and the vote is taken uporathendment to the amendment (amendment of secoky ran
Discussion is called for, and the vote is takennuih@ amendment to the motion (amendment of fansky
When the vote on this has been taken, discussion thie original or main motion as amended is opamedwhen
completed, a vote is taken upon it.
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TIPS FOR PARTICIPATING IN A MEETING

Before the Meeting

Dur

Know the purpose of the meeting so you can detertnagw you can contribute to the meeting’s success.
Review the agenda carefully. It will acquaint yeith the specific issues to be discussed.

Ask questions before the meeting about anythingdamuoot understand. Questions show your concerthéo
success of the meeting.

Research any available background information leefoe meeting so you can be a more valuable meetamber.

ing the Meeting

Support the group’s efforts.

Get involved in discussions. Speak when you haweeshing worthwhile to say (but keep your remad<the point
and as brief as possible).

Encourage others to stick to the issue.

Be creative.

Express your feelings. Let others know how you &eut their ideas. Be careful that your remalsiot become a
personal attack.

Share your thoughts. Holding back when you havelea robs the group of your knowledge. It alsevpnts you
from further developing your idea.

Take notes. Brief, accurate notes can be helpfiihg and after a meeting.

Take a positive approach. Keep an open mind. Vdheorganization member shares an idea, look &ovdtue in
that idea.

Practice Good Meeting Manners

Arrive on time. Latecomers may delay the meetamgate confusion, or break the flow of business.

Avoid unnecessary interruptions. In most casesneltalls and messages can wait until the meetiogar. Turn
off your cell phone or at least turn off the ringer

Observe specified time limits. This will allow etts a chance to speak and helps ensure thatusbkiss the agenda
are covered.

Refrain from distractions. This includes whispgrto your neighbor, doodling, shuffling papers, etc

Stay until the end. Important follow-up plans aften made during the final minutes of a meeting.
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WRITING EFFECTIVE MINUTES

Minutes from a meeting are an official record @ husiness of an organization. Minutes give caoiitirto procedures,
traditional activities, etc. They also inform meznbwho were not in attendance. Minutes are ugefollowing up with
assignments and decisions and are very helpfuhimpng the agendas for future meetings.

Minutes should include:
The name of the organization/committee.
Type of meeting that is being held (i.e. execubward, project team, etc.).
The date of the meeting.
The location of the meeting.
The name of the presiding officer and secretany kglter at the end of the minutes with signatin@va typed or
printed name).
Notation of the reading and previous minutes and tiheey were approved (approved as read or apprased
corrected).
List of attendees and those absent.
All of the major motions (except those withdrawngagoints of order or appeals, whether sustaindédsbrand all
other major decisions.
Motions and resolutions need to be taken verbatitchstiould be read back during the meeting to matethey have
been accurately recorded.
Committee and officer reports — pertinent inforroati
Adjournment.

Ideas for Writing Minutes

- Use full names, not nicknames.
Do not be embarrassed to ask the officers to eatatotion if you do not understand.
State whether or not the motion was carried. Turaber of votes is not necessary unless it is requiy your by-
laws.
Make any corrections to the minutes immediatelyteethe mistakes are forgotten.
Record what is done, not said. Summarize impodesaussions if knowing why a decision was readkegcessary
to understand the decision.

COMMITTEES
What is a Committee?
Committees are the backbone of the organizatidrey provide for careful study and analysis in hagthe organization

make good decisions.

Committee Types
Permanent Committee Formed to handle work that is a regular, magot pf the organization’s function.

Temporary Committee (sometimes task forces or ad-hoc committee®rmé&d for a project or task that is only a one-
time deal. Make sure the project really requiresmmittee.
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Advantages of Committees:
A small group can consider, plan, and carry ouassignment more effectively than a large and umlyietganization.
It can meet more often, deliberate more efficierdlyd work more rapidly.

Greater freedom of discussion, more informal praced Delicate, troublesome, or embarrassing questre more
easily handled.

Effective committees do not just happen — theyaatembination of good purpose, a good leader, and ghembers.

Good Purpose

Nothing ruins a committee’s efforts like the ladkaomeaningful purpose. Without a clearly statedsonable set of
goals, the committee will not have the focus itdse® be successful. Some organizations suffer fom many
committees.

Good Leader
The primary duty of the leader is to guide the gfsuliscussions. He/she should encourage everybeeta participate
in the meetings and keep track of the discussmouding on the matter at hand.

Qualifications for Leader (Chairperson) of Committe e
Good discussion leader who can coordinate ideasa@end)y.
Understands committee assignments and is comnbittied
Knowledge and experience is essential for somepi®;
Willingness to devote necessary time to assignment.

Method of Selection
The committee goal should be understood by thé imanbership before the chairperson is selected.
Group support is more forthcoming when the membprgarticipates in the selection of the committeaic
The method of selection should convey an attitifdemportance and prestige. Do not ask for volurgesthout the
benefit of a good discussion of qualifications.

Suggestions for Leading a Committee

- The committee should set its own goals. Do nobisepyour goals. Goals should be decided on bwkiwde group in
discussion.
All decisions should be made by the committee.nBiobe tempted to make decisions for the group.n@dry to
impose your standards on the group no matter hotiag it is.
Be informal. As far as possible, do away with mgtand hand raising.
Be active. Set an atmosphere that encourages @dirticipate. Do little talking yourself. Askegstions. Accept
opinions of all members without criticizing them.
Evaluate. Help the committee evaluate how it imglowhether it is solving its problems, accomgilighits goals, etc.
Sitin a circle. Sit with the committee, not ioffit of the committee, at a separate table, etc.
Give all the facts to the committee. Have confieim the committee. Do not keep any facts froenabmmittee.
Trust the committee to make the right decision.
Think and say “we” not “I” or “you.” Think in tersiof “our committee.”
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Good Members

Committee members should be carefully selecteces@&lare the people that will be solving problemdlfe entire
organization. They should be somewhat knowledgeiaihe area of the committee’s responsibilitypminittee
membership should be diverse without being incoibfgat Try to get people with different opinions the committee —
when these people agree on a solution, the orgamzenows it is a good one.

Each member must feel that the work of the commigémportant and that the organization will gateention to the
committee’s report. Committee members must hasenge of valuable participation and belonging, @lwith
recognition for their work.

Making a Successful Committee
- Studies have found that the optimal size of a cdtemis around 4-6 people.
The committee should receive a clear statemertiteoptoblem, with limits if appropriate.
The committee should receive the date the progedgtie and the form it should take.
The committee should avoid minor details. A cormeeitcan get all wrapped up in a hassle over miataild that
need not be discussed in the committee meeting.

Handling Committee Reports
Adopted— The organization binds itself to any opinior@ausions, recommendations, or resolutions coethin the
body of the report.

Filed — Received without commitment.

Postponed- To be considered at a later date.
Referred- To be studied by an executive officer or group.
Returned- Returned to committee because the report ignptete or unfinished.
Rejected- Report is not acceptable.
QUALIFICATIONS FOR THE TREASURER POSITION
For an organization member to be qualified to badurer, that person should meet the followingificetions:

Have an academic and co-curricular schedule tHaheti interfere with his/her duties as treasurer.

Have some familiarity with accounting procedure®@mwilling to study and learn.

Be conscientious, prompt, efficient, and one whyspzaareful attention to details.

Be able to schedule his/her duties, such as estatifice hours, and then adhere to that schedule.

Be willing to work closely with and to accept sugtiens from the organization’s advisor and/or budge
administrator.

Have a minimum 2.00 cumulative GPA or the GPA regpliby the organization’s local or national comsitin,
whichever is higher.

Be in good disciplinary standing with Bowling Grestate University.

Be a full-time BGSU student.
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ROLE OF THE TREASURER

The treasurer for each organization is responsioléour very important tasks:

Budget. The treasurer’s job is to prepare and manage tpnaation’s budget. Be sure to follow the budgetvoid
overspending.

Keep the booksThe treasurer’s job is to make sure that he/shévays aware of how much money the organization has
how the organization’s money is used, and how targge money for the organization. This means its@surer must:

Collect all money due to the organization and deeadiscash, checks, and money orders in the omgdioin's account
as soon as possible.

Make out duplicate receipts, duplicate depositm@goand keep accurate records of all receipteapdnditures.
Receipts should be kept between 5-7 years frorddte of expenditure.

Pay all accounts and disbursements by check oaghrthe organization’s University account.

Monitor the follow-up of delinquent accounts anéehe advisor and/or budget administrator inforwicithe state
of those accounts.

Inform the organization. The treasurer must keep the members of the arg@@om and the budget administrator
informed of all financial matters concerning thgamization. Present a montHigancial report to the organization
comparing actual revenues and expenditures toutigdh figures. In addition, the treasurer shoutivigle an annual
report at the end of the academic year detailihgxgdenditures and revenues.

Train the incoming treasurer. At the end of the treasurer's term, he/she shaiklel the time to train the incoming
treasurer with the policies and procedures that imei$ollowed and to acquaint that person withdheent standing of
the organization's finances in on-campus and/ecaffipus accounts. Some key features of a suctéssfsition
program include:
- Establish a shadow period for the new treasuréesshe may observe and gain an understanding of the
responsibilities involved with the position.
The current and incoming treasurer should meethegevith a financial consultant in the Office cdu@pus
Involvement.
The current and incoming treasurer should meet thighfaculty/staff advisor and/or budget administrao review
the most recent financial statements.
Notify the Office of Campus Involvement of the charin officers.
Pass on this resource guide to the new treasakéngtthe time to go over the material in the bméspecially the
forms.
Be sure to highlight important dates such as wH&@ finding forms are due.
Discuss the challenges that were faced by the mutneasurer and offer advice on how those chadlemgight be
addressed in the future.
If the organization has an off-campus account,upe ® change the signature lines on the accoumflect the new
officers.
Inform the incoming treasurer of any outstandintgbiDo not leave any surprises for the new trears he
minimum expectations of a transition program shdaddutlined in the organization’s by-laws.
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END OF ACADEMIC YEAR/SUMMER RESPONSIBILITIES

Avoid opening and closing accountsMake sure that the appropriate officers (predidaoe president, and treasurer)
are given bank account numbers belonging to thenizgtion and that the necessary signature caedsoanpleted and
signed. Completing these forms will allow busin&sbe transacted with a minimum amount of intetitup

Plan ahead. If an organization requires the membership taappall expenditures, have all purchases apprbeéare
or during the final meeting.

Make arrangements for summer bill payments.Purchases charged for end of the year banquetsvemds come due
the end of May/early June when most students hefttedmpus. It is imperative that arrangementsiade for the
payment of those invoices.

Remember, organizations whose bills are more thdy days past due can lose their registered statitinsthe
University.

GUIDELINES FOR FINANCIAL MANAGEMENT AND ACCOUNTABILITY

Student organizations interested in requestingarsity funding or accessing funds in a Universitgaunt are
required to have their president and/or treasutend a treasurer’s workshop or complete an alteenalan
approved by the Coordinator of Student Organizafiervices prior to submitting a request for fundamgl/or
accessing University funds.

All funds allocated to the organization from Unis#gy-controlled sources must be maintained in avehsity account
and spent in accordance with all University poBcaad procedures. If a student organization resdilniversity
funding, they are not permitted to have a non-Unsityg account for those funds.

In order for an organization to access funds atkxt#o it through the University funding proce$® brganization’s
president and/or treasurer must attend an infoomatession (Treasurer’'s Workshop) on Universitgiriitial policies
and procedures offered by the Office of Campuslirerment.

Organizations without a University account mustmtein records of how their funds are generateddisiolirsed.
This includes an account of the amount of funds mfethods by which funds are generated and expeadddn
account of the amount and object of expenditu@ganizations are to keep receipts for moneys algeband issue
receipts for moneys collected. Organization fusiasuld be disbursed through the use of checks aincaish. Al
checks must have the signature of the advisor ardfiicer, preferably president, vice presidentreasurer.

The Office of Campus Involvement may conduct arfmal review of any registered student organizatuith a
University account for the purpose of upholding 8tedent Budget Committee (SBC) policies and/owvErsity
rules and regulations, as well as State and Feldaval

Organization members shall have the right to know their organization’s money is spent. The sosianed
amounts of organization revenues and the objecimdsamounts of organization expenditures shall lagspublic
knowledge. The treasurer of the organization giralide monthly financial reports and an annuadficial
report/audit to the members and the advisor.

Organizations must pay all debts incurred in thmaaf the organization within thirty days.

Student organizations can seek advisory suppottaimmtract negotiation from the Office of Campugdlvement.
However, the student organization is solely resjida$or any contracts entered into by the orgaivzeor any debts
incurred by the organization.
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BASIC ORGANIZATIONAL BUDGETING

One of the tasks that face a treasurer is thategfgeing a budget. A budget can be made for a semés an academic
year, or for a calendar year.

What is a Budget?

It can help refine goals that reflect the realistisource environment.

It can compel members of the organization to usddgiefficiently.

It can provide accurate information to adjust, gp@land evaluate programs and activities.
It can aid in decision making.

It can provide a historical reference to be useduture planning.

Basic Components of a Budget

A statement of the organization’s goals, objectiaed priorities.
A specified time period to which the budget applies

A method of reviewing budget plans and procedures.

An estimated detailed income breakdown.

An estimated detailed expense breakdown.

Developing a Budget

Begin preparations a month or more prior to theelof the current semester/year.

All organization members should be involved witimgoaspect in the developing of a budget. Ask effico submit
budget proposals for their position.

Review past budgets and financial statements obrip@nization.

Prepare an outline of the organization’s planneuities for the upcoming semester/year.

Do careful studies, investigations and researdbrading, cost, resources, etc.

Determine available funds (carry over balance fpyavious year, cash on hand, funds in the banérest, etc.).
Estimate expected income and when it is expectée tvailable (dues, fundraising, SBC funds, etc.).
Define needed expenses (advertising, rentals,ipgirsupplies, etc.).

Get price quotations on certain expenditures; @égertain responsibilities to members.

Rank order by their relative importance; whichatgs are the wisest expenditures of funds.

Choose and decide which programs to initiate; debmlv much is available to allocate.

Negotiate as necessary. Eliminate unessentiaheioees or limit certain expenditures.

Revise, review, coordinate, cross-reference anddlseemble into a final budget; the budget musteléle to
anticipate conditions that might have been overtao#turing the planning process.

The budget should have line items (sub-categoaiegpposed to just general categories.

Vote to approve the budget.
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Managing a Budget

Once approved, the budget should be closely managed

Set and maintain a minimum cash balance. This nusti®ild be based on a percentage of your orgamzatotal
revenue (five to ten percent is a good rule of thyym

Formulate general policies and procedures needachieve objectives.

Keep an accurate log of financial transactionsafine and expenses). Maintain this log in a recomkb Check and
balance the records periodically.

Set up internal controls (approval process for dpgnorganizational money) designed for safeguandsaccurate
accounting; this encourages adherence.

Control costs. Allow only approved expenditures.

Assess budget at regular intervals during the biedigeeriod.

After the budget period has elapsed, determinetit@ome of each expense and revenue. Judge ded/ine actual
cost in order to establish priorities for the nextigeted period.

FREQUENTLY USED PHONE NUMBER LIST

BG News

BG 24 News

Bowen-Thompson Student Union
Bowling Green Sentinel

Bursar

Business Office

Campus Activities, Office of
Catering

Disability Services
Environmental Health and Safety
Fact Line

IMS — Olscamp

Information Center (Union)

ITS (Hayes Hall)

Key Yearbook

Marketing and Communication
Materials Handling

Residence Life

Risk Management

Stamper’s

Student Life

Student Organization Suite
University Police (non-emergency)
WBGU-FM
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419-372-2601
419-372-2601
419-372-9000
419-352-4611
419-372-2815
419-372-2311
419-372-2343
419-372-6951
419-372-8495
419-3721217
419-372-2445
419-372-6993
419-372-2741
419-372-2911
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419-372-2716
419-372-2121
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SUGGESTED READING LIST

Leadership

Powerful Leadership: How to Unleash the Potentiain Others and Simplify Your Own Life
Eric Stephan, R. Wayne Pace
Published by Financial Times Prentice Hall Books

The more you manage your employees, the more depéetitey become-and the tougher your life becoritas.the key
paradox of management- and Powerful Leadershigshalp cut right through it. This book distills sevpowerful
leadership principles into a natural, efficientimgmete approach to unleashing your employees’ pialenand your own.
These principles simplify your life, reduce youressts, and transform management into an opporttoritynprecedented
personal growth.

Exploring Leadership: For College Students Who Wahto Make a Difference
Susan R. Komives, Nance Lucas, Timothy R. McMahon
Published by Jossey-Bass

Exploring Leadership fills a gap in the literatafdeadership, providing a carefully crafted studgmde structured to the
needs of leadership training courses for studdihtselps students assess their own potentiakf@iérship, gives them a
concise grounding in major leadership conceptstl@adries, and takes them through a contemporadgtship approach
that equips them for the challenges of providiraglership in groups, communities, and organizations.

Leading Out Loud: Inspiring Change through Authentic Communications, New and Revised
Terry Pearce
Published by Jossey-Bass

As the cycle of change increases its speed, ldaigezemmunication is becoming more important theer e Since the
original publication of Leading Out Loud in 1996etdevelopment of a leader’'s message has becoongiea to
success as the delivery of that message. In éwsamd revised edition of his highly praised wdr&rry Pearce explains
how the events of recent years, including the mftion revolution, worldwide focus on terrorismgdahe revelation of
corporate scandals, have significantly increasedrtportance of authenticity in leadership to bilglgalty in
organizations.

Discovering the Leader in You: A Guide to Realizig Your Personal Leadership Potential
Robert J. Lee, Sara N. king
Published by Jossey-Bass

This book is based on a simple point: leadersHgsrshould be filled by people who deliberatelyide¢hat they want to
be in them. To that en®jscovering the Leader in Yaiffers a unique system of self-discovery thattyeshows how
you can attain the leadership position you wargbd®t J. Lee and Sara N. King, who developed thigs@ach from their
experience at the widely renowned Center for Cvedteadership, help potential leaders examine devednt paths in
the context of who they are as individuals. Thayve how you can connect your inner self to the dedeaf leadership
by using a set of questions that will help you tg&ar career in new directions. You will gain deegight into what
leadership means to you personally as you retaie iwantrol over your career choices and, subselyuachieve more
personal success.
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Encouraging the Heart: A Leader’s Guide to Rewarding and Recognizing Others
James M. Kouzes, Barry Z. Posner
Published by Jossey-Bass

All too often, simple acts of human kindness aterobverlooked and underutilized by people in lesttie roles. The
authors document how true leaders encourage andatethose they work with by helping them findithaice and
making them feel like heroes. Recognized exparthe field of leadership, authors James Kouze<Bamd; Posner
show us that, through love, leaders can encoueagkindeed allow those around them to be their besj. Both
practical and inspirational, Encouraging the Hegarés readers a thoughtful approach to motivatiatividuals within an
organizational structure.

The Leader’'s Change Handbook: An Essential GuideotSetting Direction and Taking Action
Published by Jossey-Bass

“Full of useful ideas about how to lead organizatiansformations. This book can make it happgRichard F.
Teerlink, chairman, Harley-Davidson, Inc.)

“As a practitioner | look for books that make serthat have a theory base that is innovative asdahaapplications
orientation that helps me contribute to my orgatmza This compilation richly and clearly providiesth.” (Patrick
Canavan, senior vice president and director, Glbbatership and Organizational Development, Mo#jrol

7 Habits of Highly Effective People
Stephen R. Covey

Stephen R. Covey'’s incredibly successful bookpathway to wisdom and power. It offers a revoludicy program to
breaking the patterns of self-defeating behaviat Keep us from achieving our goals and reachimdudkest potential,
and describes how to replace them with a prindipteised approach to problem-solving.

Teambuilding

Team Work and Group Dynamics
Greg L. Stewart, Charles C. Manz, Henry P. Sims
Published by Jossey-Bass

Never underestimate the power of an effective teAsitoday’s businesses increasingly structure vaookind teams, it is
more important than ever for students to understgodp processes. Through the research summadesaae studies of
this text, students will learn valuable theory aedelop a rich picture of teams in action. Blegdineory and practice in
areas such as team design, team social procensgdgamn effectiveness provides them with a realigéw of how teams
function in actual work organizations. The combimraof research and case examples also showsnésuaew to help
teams become more effective. Because key conaepipecifically presented in and applied to bissirgettings,
students can gain a real-world perspective of vagg can influence teams. They will not only lettre complex issues
associated with teams, but they will also devetmpstto succeed as designers, leaders, and members.
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The New Why Teams Don’t Work: What Goes Wrong andHow to Make It Right
Harvey Robbins, Michael Finely
Published by Berrett-Koehler Publishers

The move to teams has largely failed, say HarveybiRs and Michael Finley, mainly because teams sedvas are
failing to think through the human implicationsteming. The New Why Teams Don’'t Work is a handoo team
members and team leaders to maintain the highsstipe level of team intelligence-the skills, atties, and emotional
flexibility to get the most out of a team’s inhetelifferences.

Describing what teams are really like not how thaght to be, the book teaches people how to waykther to make
decisions, stay in budget, and achieve team gdatdbins and Finley show, for instance, how tohjgtlen agendas on
the table, clarify individual roles, learn whateaembers expect and want from each other, chbeseght decision-
making process, and much more.

Updated throughout, the book includes completely material on team intelligence, team technologjlaboration vs.
teamwork, team balance, teams at the top, the ¢é@ame, plus all new and updated examples.

101 Ways to Make Meetings Active: Surefire IdeasotEngage Your Group
Mel Silberman
Published by Jossey-Bass/Pfeiffe

Think about your last meeting. Was it boring? Jénavho attend stale meetings are as bored with #seime people
responsible for running them. “Dull and deadlyhisver the way to get things done. In his lateskbactive training
specialist Mel Silberman packs 101 tools, tips, tmothniques guaranteed to brighten your next mgetifou will move
the action along while successfully fulfilling gene business goals and objectives. This is a resdor everyone!

22 Keys to Creating a Meaningful Workplace
Terez, T.
Published by Adams Media Corporation

Imagine a workplace that brings out the best impfeoThe world has changed, and so has the warkfol oday’s
employees want more-they are on a mission to fijud @ahat is challenging, stimulating, and fulfifj. In 22 Keys to
Creating a Meaningful Workplace, professional ctiastt Tom Terez has identified the most effectivays/to build a
motivated and productive team, no matter whatsesises.

Diversity

Creating the Multicultural Organization: A Strategy for Capturing the Power of Diversity
Taylor Cox, Jr.
Published by Jossey-Bass

As businesses, schools, and other organizatiorsmincreasingly diverse, the people charged wightong change
within these organizations need proven methodkef@raging diversity as a resource. But how dotyansform an
organization with a deeply rooted monolithic cudtimto an organization that is multicultural? Thaok captures
leading-edge theory and practice to offer a systien@mprehensive model for change that will hedp unleash all of
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the human potential that exists in your organizati@Vith detailed examples, an in-depth case stdidgussion questions
in each chapter and much more, Creating the Muiitical Organization shows you how to:

Understand why many past efforts to manage diyehsive failed
Implement strong leadership of diversity changeresf

Leverage research and develop measurement plans

Create effective ongoing education

Align management practices and policies with thalgof multiculturalism
Follow through to ensure sustainable results

Higher Education Leadership: An Analysis of the Gader Gap

Luba Chliwniak

Published by Jossey-Bass

Many believe that, by closing the leadership gastitutions would become more centered on proadtsn(viewed as
feminized concerns) rather than focused on tasétatcomes (attributed to masculine leadershif)is Teport explores
the past and present of women'’s roles in highecatitin, analyzing the lack of women’s leadershig #e reasons
behind the phenomenon.

Suggested GLBT books

Cromwell, Jason. Transmen and FTMs: Identitiex]i&s, Genders, and Sexualities. University ofidlis Press, 1999.

Evans, Nancy J., and Vernon A. Walls, eds. Beyanldrance: Gays, Lesbians, and Bisexuals on Camfsogerican
College Personnel Association, 1991.

Feinberg, Leslie. Trans Liberation: Beyond PiniBtue. Beacon Press, 1998.
Transgender Warriors: Making History from Joamof to RuPaul. Beacon Press, 1996.

Howard, Kim, and Annie Stevens, eds. Out and Al@ampus: Personal Accounts by Lesbian, Gay, Bideand
Transgendered College Students. Alyson, 2000.

Ochs, Robyn, ed. Bisexual Resource GuideEdition. Bisexual Resource Center, 2001.

Sanlo, Ronni L., ed. Working with Lesbian, Gays®iual, and Transgender College Students: A Haidtow Faculty
and Administrators. Greenwood Press, 1998.

Windmeyer, Shane L., and Pamela W. Freeman, edorOgaternity Row: Personal Accounts of Being @ag
College Fraternity. Alyson, 1998.

Secret Sisters: Stories of Being Lesbian and Biskix a College Sorority. Alyson, 2000.
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