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ADVISING STUDENT ORGANIZATIONS 
 

What is an Advisor? 
A person who gives advice or makes a recommendation as to a decision or course of action.  This is the most practical 
application of the term.  In a university setting this definition is expanded to often include a role model, teacher, confidant, 
resource person, and more. 
 
The Common Ground Shared by Advisors Includes: 
·  Allowing students to retain decision-making authority. 
·  Allowing students to have control over the selection of members. 
·  Giving the limelight to the group through allowing the students to receive the recognition of the organization’s 

achievements. 
·  Rewards are generally intrinsic in nature and depend upon the accomplishments/personal growth of the group. 
·  Personal opinions are removed when advising the group. 
·  Serving as a non-voting member of the group. 
 
The role of the advisor will vary from student organization to student organization and is often dependent upon the very 
nature of the personalities involved.  Primarily, the role of the advisor is not parental.  He/She needs to establish a good 
working relationship with the group based on respect and genuine caring.  Appropriate intervention, sound guidance and 
an objective perspective are all ingredients necessary for good advising.  
 
BGSU STUDENT HANDBOOK GUIDELINES FOR BEING AN ADVIS OR 
 
·  All student organizations are required to have an advisor who is a full-time staff or faculty member at BGSU. 
·  Within the context of the broader mission and policies of the University, advisors shall share insights and directions 

that allow student organizations to further their objectives and enhance the meaningfulness of organization 
membership. 

·  Specific responsibilities of the advisor shall be to:  attend meetings; provide guidance to officers; receive all financial 
statements and oversee all financial transactions of the organization; ensure that officers have a 2.00 minimum GPA; 
provide consultation concerning membership selection procedures and responsibilities; and review and sign the 
organization’s annual report. 

·  Because of the involvement of some student organizations in University governance, their advisors are appointed by 
the Vice President for Student Affairs with consultation from the organization’s student officers and other interested 
parties. 

 
Advising Responsibilities 
The specific roles and responsibilities of an advisor will vary from organization to organization and from advisor to 
advisor, but the following presents a list of general responsibilities: 
 
Leadership Development 
Through personal interaction and program development, the advisor can play a significant role in furthering leadership 
development and personal growth of members, as well as identifying new leaders for the organization.  Some specific 
developmental areas that the advisor may enhance are interpersonal communication skills planning skills and 
organizational skills.  The advisor should be available to assist with organization retreats and workshops. 
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Consultation 
The advisor should meet regularly with officers/chairpersons concerning activities and should be aware of what projects 
and events are being planned.  Through continued open interaction where ideas can be expressed freely, the advisor serves 
as a resource person to point out new perspectives and guide the group toward activities and individual performance 
worthy of a major university. 
 
Responsibilities to the Organization 
·  There must be opportunities for the educational and personal development of students who participate as members of 

the organization. 
·  If the organization is planning a program, the program should justify the expenditure of students’ time, abilities, 

energy, and dues. 
·  The advisor should be well informed about all plans and activities of the group.  This may be achieved through 

regular attendance at meetings and/or frequent consultation with student officers. 
·  The advisor should discourage domination of the group by an individual or small group of members. 
·  The advisor is responsible for providing long-term continuity within the group and should be familiar with its history, 

including major changes in the group’s program. 
·  The advisor should assist in the orientation of new officers. 
·  It is recommended that the advisor attend the events sponsored by the group and assist in setting the tone of the 

occasion. 
·  The advisor should provide direct assistance in the planning and evaluation of the overall programs. 
·  The advisor should assist in promoting student interest in evaluating programs. 
·  The advisor should assist the group in setting realistic goals and objectives each semester/academic year. 
 
Responsibilities to the Individual 
·  The advisor should encourage each individual to participate and plan group events. 
·  Group members may need guidance as they try to decide to what degree they should participate in activities.  The 

advisor should seek to assist the students in maintaining a balance between academic and co-curricular aspects of 
student life. 

·  The advisor should encourage students to accept responsibility for specific parts of the program, helping them to 
recognize the importance of their role in relation to the group’s goals. 

 
Responsibility to the University 
·  Advisors work with students and should not consider themselves as a person who directs the group’s programs and 

activities but as a person who guides the group in accordance with the purposes and educational objectives of the 
University. 

 
Taken from the BGSU Student Handbook and “Advising Student Organizations” Thundar Bolt, North Dakota State 
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 components of group dynamics and the decision making process). 
·  Know or help develop the goals of the group. 
·  Know the members of the organization and their needs. 
·  Be sincerely committed to the organization. 
·  Be available and approachable to the members. 
·  Provide appropriate feedback. 
·  Guide the group to success – share in their successes/failures. 
·  Be open to learning yourself. 
·  Know resources available. 
·  When an officer asks, “What should we do?” the question should be rephrased and handed back to him/her.  The 

advisor is there to assist the officer but not too solve 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 executive board member’s sides of an issue. 
·  Help develop team spirit and cooperation. 
·  Be their assertive self. 
·  Have a relationship with the group that allows growth and development. 
·  Attend their meetings and programs. 
·  Treat members as individuals. 
·  Serve as a resource. 
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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 point of view is lost. 
·  Impose. 
·  Do the work of the president. 
·  Be a bleeding heart. 
·  Allow the organization to become a one-person operation. 
·  Be laissez faire or autocratic. 
·  Be the parent or smothering. 
·  Assume the organization handles everything ok and do not need you. 
·  Assume the organization’s attitudes, needs, and personalities will remain the same every year. 
·  Take ownership of the group. 
·  Just sign papers for the group. 
·  Miss groups meetings or functions. 
·  Say, “I 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 becoming an advisor to a student organization.  They include the following: 
 
·  The satisfaction of helping students learn and develop new skills. 
·  Watching a group come together to share common interest and work toward common goals and an understanding of 

differences. 
·  Developing a personal relationship with students. 
·  Furthering personal goals or interests by choosing to work with organizations that reflect one’s interests. 
·  Sharing one’s knowledge with others. 
·  Observing students in and out of the classroom. 
·  Watching students move from membership to leadership roles, or from being reserved to participating fully. 
·  Being recognized for service to an organization from the student membership. 
·  Serving as a mentor for students. 
·  Networking with colleagues involved as advisors of similar organizations. 
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ADVISOR’S CHECKLIST 
 
This form is designed to help advisors and officers determine the role of advisors in student organizations. 
 
Directions:  The advisor and each officer should respond to the following items and then meet to compare answers and 
discuss any differences.  For any items that are determined not to be the responsibility of the advisor, it would be valuable 
to clarify which officer will assume that responsibility.  For each statement, respond according to the following 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 activities. 
 
_____ 4.  Explain University policy when relevant to the discussion. 
 
_____ 5.  Help the president prepare the agenda before each meeting. 
 
_____ 6.  Serve as a parliamentarian for the group. 
 
_____ 7.  Speak up during discussions with relevant information or when the group is likely to make a poor decision. 
 
_____ 8.  Attend conferences with the organization’s students. 
 
_____ 9.  Be quiet during general meetings unless called upon. 
 
_____10. Assist organization by signing forms that require your signature. 
 
_____11. Take an active part in the formulation of the group’s goals. 

 
_____12. Initiate ideas for discussion when he/she believes they will help the group. 
 
_____13. Be one of the group except for voting and holding office. 
 
_____14. Require the treasurer to clear all expenditures with you before making financial commitment. 
 
_____15. Request to see the treasurer’s books at the end 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 they are distributed. 
 
_____19. Receive a copy of all official correspondence. 
 
_____20. Store all group paraphernalia during the summer and between officer transitions. 
 
_____21. Keep the official files in his/her office. 
 
_____22. Inform the group of infractions of its bylaws, codes, and standing rules. 
 
_____23. Keep the group aware of its stated objectives when planning events. 
 
_____24. Mediate interpersonal conflicts that arise. 
 
_____25. Be responsible for planning a leadership skill workshop. 
 
_____26. State perceptions of his/her role as advisor at the beginning of the year. 
 
_____27. Let the group work out its problems, including making mistakes and “doing it the hard way.” 
 
_____28. Insist on an evaluation of each activity by those students responsible for planning it. 
 
_____29. Take the initiative in creating teamwork and cooperation among officers. 
 
_____30. Let the group thrive or decline on its merits; do not interfere unless requested to do so. 
 
_____31. Represent the group in any conflicts with members of the University staff. 
 
_____32. Be familiar with University facilities, services, and procedures. 
 
_____33. Recommend programs, speakers, etc. 
 
_____34. Take an active part in the orderly transition of responsibilities between old and new officers. 
 
_____35. Meet with treasurer monthly to reconcile financial 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 member of the organization and the organization’s advisor.  Often the 
organization member will be an officer, such as a president or treasurer. 
 
What is the Purpose of a One-On-One Meeting? 
One-on-one meetings are important for ensuring an organization is running smoothly.  The time can be used to obtain 
information or discuss an issue with a specific member of the organization. This is an opportunity for the advisor to get to 
know a member on a personal level and assist the student in furthering his or her own leadership ability through a 
mentoring and teaching role.  
 
Tips for One-On-One Meetings: 
·  Ask students what they wish to accomplish in their meetings with you.  Make sure they understand the purpose of the 

meeting. 
·  Consider having one-on-one meetings in a variety of places.  For formal settings where information is the primary 

goal of the meeting, a quiet work space may be best.  Less formal meetings could be held outside or over lunch. 
·  Establish a weekly day and time for meetings so that you and the student are not constantly adjusting your schedules. 
·  Offer assistance where needed, but make sure that you are providing opportunities for organization leaders and 

members to learn for themselves. 
·  Provide encouragement whenever possible.  Negative points should always be countered with positive points. 
·  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 to lead.  As an advisor, your role should be primarily to answer 

questions and troubleshoot any major problems that may occur. 
·  Ask open-ended questions.  These will elicit better responses than ones where “yes” or “no” provide an adequate 

answer. 
·  All members of the organization should have questions about things that are going on.  Instead of asking “Do you 

have any questions?” pose the statement as “What questions do you have?” This implies that it is okay to ask. 
·  Conflict can and will occur.  Learning about confrontation and conflict management is important in helping the group 

through these situations. 
·  Appreciate the “value of silence.”  Points may occur in meetings where no one speaks up at first.  Filling this silence 

can hamper creativity or make those who take a longer time to process things feel alienated.   
·  Be the detail person.  When the group feels that they have thought of everything, pose questions to them that will help 

them see the small details they may have forgotten. 
·  Be supportive.  As an advisor, you may not like every idea that the group decides.  However, as long as they are not 

breaking any University policies, help them to move in the direction they wish to move. 
·  Allow the group to make mistakes.  Rescuing the group will not make the group stronger.  Learning from a mistake 

will ensure that the group plans better for future events and facilitate greater student learning. 
·  Encourage the officers to delegate responsibilities when possible.  All members need to feel valuable and have some 

ownership in the organization. 
·  Encourage group respect and appreciation through role modeling. 
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 
 
The Family Educational Rights and Privacy Act (FERPA) is a Federal law that protects the privacy of student education 
records.  The law applies to all schools that receive funds under an applicable program of the U.S. Department of 
Education. 
 
FERPA gives parents certain rights with respect to their children’s education records.  These rights transfer to the student 
when he or she reaches the age of 18 or attends a school beyond the high school level.  Students to whom the rights have 
transferred are “eligible students.” 
 
Parents or eligible students have the right to inspect and review the student’s education records maintained by the school.  
Schools are not required to provide copies of records unless, for reasons such as great distance, it is impossible for parents 
or eligible students to review the records.  Schools may charge a fee for copies. 
 
Parents or eligible students have the right to request that a school correct records which they believe to be inaccurate or 
misleading.  If the school decides not to amend the record, the parent or eligible student then has the right to a formal 
hearing.  After the hearing, if the school still decides not to amend the record the parent or eligible student has the right to 
place a statement with the record setting forth his or her view about the contested information. 
 
Generally, schools must have written permission from the parent or eligible student in order to release any information 
from a student’s education record.  However, FERPA allows schools to disclose those records, without consent, to the 
following parties or under the following conditions: 
 
·  School officials with legitimate educational interest; 
·  Other schools to which a student is transferring; 
·  Specified officials for audit or evaluation purposes; 
·  Appropriate parties in connection with financial aid to a student; 
·  Organizations conducting certain studies for or on behalf of the school;  
·  Accrediting organizations; 
·  To comply with a judicial order or lawfully issued subpoena; 
·  Appropriate officials in cases of health and safety emergencies; and 
·  State and local authorities, within a juvenile justice system, pursuant to specific State law. 

 
Schools may disclose, without consent, “directory” information such as a student’s name, address, telephone number, date 
and place of birth, honors and awards, and dates of attendance.  However, schools must tell parents and eligible students 
about directory information and allow parents and eligible students a reasonable amount of time to request that the school 
not disclose directory information about them.  Schools must parents and eligible students annually of their rights under 
FERPA.  The actual means of notification (special letter, inclusion in a PTA bulletin, student handbook, or newspaper 
article) is left to the discretion of each school. 
 
Why Does FERPA Matter for Student Organization Advi sors? 
Confidentiality is very important.  Information that you know about a student through advising a student organization of 
which they are a part should not be communicated to parents unless the university determines that their life is in danger or 
that they will commit a crime.  Developing trust with the students you advise is paramount on the confidences they feel 
you will keep. 
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SUPPORTING DIVERSITY IN STUDENT ORGANIZATIONS 
 
How will diversity amongst your members (sex, race, creed, ethnic groups, religion, etc.) enhance your organization? 
 
A diverse membership benefits organizations in many  ways. 
·  Organizations should be representative of the population they serve.  Having a diversified membership helps to ensure 

all viewpoints are heard and actions of the group benefit the entire constituency. 
·  An organization with diverse members can provide a unique learning experience.  Students in these organizations 

have a setting in which to interact with and learn about people different from themselves.  American society is 
becoming increasingly diverse, and students will need to be able to interact with a variety of people.  Involvement in 
student organizations with diverse members is an opportunity to gain experience in working and relating with others. 

·  A diverse membership will bring multiple and varied perspectives and ideas to a group.  
·  Some groups wonder why certain people do not attend their activities and meetings.  Usually it is because the 

organization does not reflect diverse interests.  Having a diverse membership can help attract diversity because 
various ideas and needs are reflected in the activity or program. 

·  Having a diverse membership has a “snowball” effect when trying to recruit new members from a variety of 
backgrounds.  An organization will seem more supportive and friendly to someone if they can identify with current 
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 be rejected each time they decide to come out to a new person or group. 
·  Balancing who knows and who does not among family members and peers if they are not out to everyone. 
·  Deciding whether or not to be out to roommates. 
·  Hearing people make comments, jokes, and mean statements and deciding whether or not to intervene. 
·  Having to listen to comments based on the prevailing assumption that everyone is straight until proven otherwise. 
·  Listening to professors/instructors give examples in class that all relate to heterosexual experience.  Figuring out how 

to find relationships – we arrange plenty of places for men and women to meet socially, but it is much harder for 
GLBT students (and others) to have opportunities to form positive relationships. 

·  Seeing few (positive) public role models – most are stereotypical (on TV, in movies, etc.). 
·  Never being demonstrative with a partner in public.  
·  Being the butt of verbal and physical harassment and assault. 
·  Deciding whom to trust.  This is not just an issue of whether or not to come out to someone, but potentially a real 

safety issue.  Matthew Shepherd accepted a ride home with two men who killed him for being gay. 
·  Having to face profound issues of self-acceptance and related anxiety.  Suicide statistics for young gay people are 

higher than that of the heterosexual population. 
 
Taken from NACADA Region V presentation by Jane Alexander 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 “homosexual.”  The overwhelming majority of gay men and lesbians do 
not identify with or use the word “homosexual” to describe themselves. 

·  Use non-gender specific language.  Ask “Are you seeing someone?” or “Are you in a committed relationship?” 
instead of “Do you have a boyfriend/girlfriend?” or “Are you married?”  Use the word “partner” or “significant other” 
instead of “boyfriend/girlfriend” or “husband/wife.” 

·  Do not assume the sexual orientation of another person even when that person is married or in a committed 
relationship.  Many bisexuals, and even some gay men and lesbians, are in heterosexual relationships.  And do not 
assume that someone who is transgendered is gay or that the person will seek to transition to become heterosexual. 

·  Do not assume that a gay, lesbian, or bisexual person is attracted to you just because they have disclosed their sexual 
identity.  If any interest is shown, be flattered, not flustered.  Treat any interest that someone might show just as you 
would if it came from someone who is heterosexual. 

·  Challenge your own conceptions about gender-appropriate roles and behaviors.  Do not expect people to conform to 
society’s beliefs about “women” and “men.” 

·  Validate people’s gender expression.  For example, if a male-born person identifies as female, refer to that person as 
“she” and use her chosen name.  If you are unsure how to refer to a person’s gender, simply ask that person. 

·  Speak out against statements and jokes that attack GLBT people.  Letting others know that you find anti-GLBT 
statements and jokes offensive and unacceptable can go a long way toward reducing homophobia. 

·  Educate yourself about GLBT history, culture, and concerns.  Read GLBT publications such as Ohio’s Gay People’s 
Chronicle, The Advocate, and Out Magazine.  See movies that are by and about GLBT individuals. 

 
Adapted from the Gay Alliance of the Genesee Valley, Rochester, NY 
 
ISSUES AROUND COMING OUT 

 
The term “coming out” (of the closet) refers to the process of developing a positive lesbian, gay, or bisexual identity.  It is 
a long and difficult struggle for many individuals because they often have to confront the homophobia and biphobia they 
learned growing up.  Before they can feel good about who they are, they have to challenge their own attitudes and move 
from the negative end of the Riddle Homophobia Scale (repulsion, pity, and tolerance) to feelings of appreciation and 
admiration.  It often takes years of painful work to develop a positive lesbian, gay, or bisexual identity.  Additionally, 
individuals need to decide when and to whom they will disclose their sexual identity.  At times, they are 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 Want to 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 part of themselves 
·  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 affect the 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 because you are a close friend or family member and they want to have an 

honest and genuine relationship with you. 
·  They may feel that you are a person who will be understanding and accepting, and so they trust you with this very 

personal information. 
·  They may not be sure how you will react, but they prefer to be honest and are tired of putting time and energy into 

hiding their identity. 
·  They may decide to come out to you before they really know you, in order to establish an honest relationship from the 

beginning. 
·  They may come out to you because some aspect of your professional relationship makes it difficult to continue to hide 

their sexual orientation. 
·  They may come out to you because you are in a position to assist them with a concern, determine their access to 

certain resources, or address policies, which affect their life. 
 
Ways That You Can Help When Someone Comes Out to Yo u 
·  Remember that the person has not changed.  They are still the same person you knew; you just have more information 

about them now than you did before.  If you are shocked, do not let the shock lead you to view the person as suddenly 
different. 

·  Do not ask questions that would have been considered inappropriate before their disclosure. 
·  If you would like more information, ask in an honest and considerate way.  If you show a genuine and respectful 

interest in their life, they will most likely appreciate it.  Some good questions to ask are: 
·  How long have you known that you are lesbian/gay/bisexual? 
·  Are you seeing anyone? 
·  Has it been hard for you having to hide your sexual identity? 
·  Is there some way that I can help you? 
·  Have I ever offended you unknowingly? 

·  Do not assume that you know what it means for the person to be lesbian, gay, or bisexual.  Every person’s experience 
is different. 

·  They may not want you to do anything necessarily.  They may just need someone to listen. 
·  Consider it an honor that they have trusted you with this very personal information.  Thank them for trusting you. 
·  Clarify with them what level of confidentiality they expect from you.  They may not want you to tell anyone else, or 

they may be out to others and not concerned with who finds out. 
·  If you do not understand something or have questions, remember that people who are lesbian, gay, or bisexual are 

often willing to help you understand their life experiences. 
 
Adapted from the Northern Illinois University Safe Zone Program and from Vernon Wall and Jamie Washington, 1989 
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STUDENT DEVELOPMENT THEORIES 
 
Student development theories have been created to help describe the way that students develop, the way that students 
think, and the way that students understand/perceive the world around them.  As an advisor, knowing about student 
development theories can help you understand where your students are in their thought processes and why they may react 
to things the way they do. 
 
Cross (1995)  
 
African American students go through a series of stages in their development.  Cross describes how a student moves 
through these stages. 
 
Stage 1:  Preencounter 
Students think that everyone is the same and view their race as unimportant.  Since being White is the norm in society, a 
student in this stage is pro-White and may even be anti-Black. 
 
Stage 2:  Encounter 
Something happens that shatters the way that a student views the world in Stage 1.  Maybe the student is a victim of a hate 
crime or hears racial slurs used against them for the first time.  The student begins to seek out information about their 
African American identity. 
 
Stage 3:  Immersion-Emersion 
The student, wanting to learn about their own culture, immerses themselves in everything about being African-American.  
They may withdraw completely from other ethnic groups and spend time with only other African-American students and 
student organizations.  They tend to be angry and/or prideful. 
 
Stage 4:  Internalization 
The student begins to be able to meld their views from Stage 1 and Stage 3.  They become more flexible and understand 
that there are many different realities for individuals of different races. 
 
Stage 5:  Internalization-Commitment 
The student incorporates their new identity and finds ways to address problems that they see around them.  There is a 
focus on the group rather than the individual. 
 
Knowing about the stages of development for African American students can aid advisors in their understanding of this 
student in your organization.  It is then possible to support that student at the stage that they are in without allowing them 
to disrupt those around them. 
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Helms (1995)  
 
White students also go through a series of changes in their development.  Helms describes how a student moves through 
these statuses. 
 
Phase I: Abandonment of Racism 
 
Status 1:  Contact 
White students make a realization that some students are African-American.  Generally these students have not had many 
interactions with individuals who are African-American and feel a mix of curiosity and anxiety over spending time with 
these new individuals.  They begin to realize that African-American students are treated differently than white students. 
 
Status 2:  Disintegration 
The student begins to understand what it means to be White and feel embarrassed about the privilege that they are 
afforded as a White person in society. 
 
Status 3:  Reintegration 
The student is very conscious of their White identity.  They accept the idea of White superiority and may act out with their 
White privilege through actions against African-American students. 
 
Phase II: Defining a Non Racist White Identity 
 
Status 4:  Pseudo-Independence 
A student begins to understand that they are responsible for their own racism and tries to understand how White people 
help racism to continue.  They expect African-American students to do something to curb racism. 
 
Status 5:  Immersion-Emersion 
The student begins to replace stereotypes that they have learned with real information.  They see things “the way they 
are.”  These students begin to confront racism and do things to make change. 
 
Status 6:  Autonomy 
The student internalizes what they have learned and defines a new idea of White identity. 
 
White students in an organization may clash with students of color during particular stages of development.  Identifying 
why a student is acting the way they are can help an advisor to mediate the group while still respecting the student’s 
current viewpoints.  In time, the student will move to a new stage of development.  The important role of the advisor is to 
make sure that no one feels detached from the group during this development. 
 
Cass (1984) 
 
Cass developed a theory of gay/lesbian/bisexual identity to help us understand students who may have a different sexual 
orientation. 
 
Stage 1:  Identity Confusion 
The student first becomes aware of thoughts and feelings that are gay/lesbian/bisexual in nature.  The student becomes 
anxious and confused about these feelings. 
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Stage 2:  Identity Comparison 
A student in this stage tries to learn more about their new thoughts and feelings by seeking out information about 
gay/lesbian/bisexual individuals.  Their identity to the world will remain heterosexual while they try to figure things out, 
possibly trying to inhibit their feelings. 
 
Stage 3:  Identity Tolerance 
A student recognizes that they probably are gay/lesbian/bisexual.  They seek out other people who are like them to help 
them feel like they are not alone. 
 
Stage 4:  Identity Acceptance 
The student spends more time with new friends that are gay or lesbian and begins to think positively about being 
gay/lesbian/bisexual. 
 
Stage 5:  Identity Pride 
The student focuses on the issues related to being gay/lesbian/bisexual and becomes an advocate for themselves and 
others.  This student may withdraw from contact with heterosexual individuals. 
 
Stage 6:  Identity Synthesis 
The world of heterosexual and gay/lesbian/bisexual individuals becomes less divided.  The student views individuals as 
people rather than based on their sexual identity. 
 
Students who are in any stage of Cass’s model may be struggling with their interactions with others for a variety of 
reasons.  This student and other students in the organization must learn to interact with each other through the changes 
that are occurring in the life of a gay/lesbian/bisexual student.  As an advisor, it is imperative to provide an environment 
of encouragement and understanding. 
 
Myers-Briggs (1971)  
 
All students have different personalities.  Interactions with students in groups can complement one another or clash based 
on personality dimensions that are explained by the Myers-Briggs theory.  There are four continuum planes on which 
students’ personalities can be evaluated. 
 
Extroversion-Introversion 
Extroverts get their energy from interacting with others.  They are often the “butterflies” of the group and appear very 
social.  Introverts are social too but get their energy from self-reflection and time alone.  An introverted student may go to 
a function but be happy to go home alone afterwards. 
 
Sensing-Intuition 
Students who are sensors get their information about the world through their five senses.  The student will describe things 
based on sensory perceptions.  Students who are intuitors rely on more concrete experiences that they can connect through 
inferences and symbols.  The student will describe things by making connections. 
 
Thinking-Feeling 
Students who are thinkers make their decisions based on pure facts.  Feelers will evaluate situations based on more 
personal circumstances and contemplate how the decision will affect others. 
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Judging-Perception 
Judgers are very structured and organized.  They need form and function in their lives.  Perceivers are more free-flowing 
and often thought of as visionaries. 
 
Advisors need to be aware of the personality types within the organization.  When individuals think and feel differently, 
conflict may occur.  An advisor who knows his/her students will be better able to mediate conflict situations. 
 
Sanford (1967)  
 
Sanford puts forth the idea that students need to be both challenged and supported in their environment.  If students 
receive a great deal of support but are not challenged, they will not grow through new learning experiences.  On the other 
hand, if students are constantly challenged without support, they are likely to struggle and not develop as fully.  It is 
important to provide opportunities that support and challenge students in their learning process. 
 
Chickering & Reisser (1993)  
 
Chickering and Reisser developed seven vectors that describe the way that a student develops and grows as a person.  
Students may not go through these vectors in order. 
 
Vector 1:  Developing Competence 
A student develops in the areas of intellectual competence, physical competence, and interpersonal competence. 
 

·  Intellectual competence entails a student’s feeling of satisfaction with their classes and ability to learn and think 
well.  Students who feel secure in their ability in the classroom will have mastered intellectual competence. 

·  Physical competence is reached when students feel comfortable with both their body and physical appearance.   
·  Interpersonal competence includes a student’s interactions with others in both friendship and relationship 

dimensions.  Students who can hold a successful and mature relationship with others on any plane has mastered 
this competency. 

 
Vector 2:  Managing Emotions 
Students develop their emotional responses by being able to recognize and accept the emotions that they have.  They also 
learn to react to their emotions in a rational manner. 
 
Vector 3:  Moving Through Autonomy Toward Interdependence 
Most students come to college seeking approval from others so that they can fit in.   After students find a place where they 
belong they tend to become more independent and autonomous.  This vector marks student’s ability to be able to do things 
on their own but also realize that accepting support from others can accomplish some tasks more quickly and 
productively.  
 
Vector 4:  Developing Mature Interpersonal Relationships 
Students learn to find greater depth in the relationships that they form with others.  Meaningful relationships with peers 
and significant others can be seen when a student has completed this vector. 
 
Vector 5:  Establishing Identity 
Students are seeking to find out “Who am I?”.  When they are comfortable with their background, their ethnicity, their 
sexual orientation, and have a good level of self-esteem, students are able to answer this question for themselves. 
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Vector 6:  Developing Purpose 
What are the students’ goals?  What do they want to do with their lives?  Students are seeking to find meaning in their 
lives through determining what purpose they have for themselves. 
 
Vector 7:  Developing Integrity 
Students need to be in congruence with their thoughts and their actions.  Values become personalized and internalized as 
students identify their belief systems. 
 
Chickering’s vectors do not occur in a specific order as in the stages of Cross, Helms, or Cass.  Again, knowing what 
students are feeling or thinking because of their development may aid in assisting students in finding their way in their 
own life. 
 
Summarized from sections of Student Development in College:  Theory, Research, and Practice (Evans, Forney & Guido-
DiBrito, 1998). 
 
Student Learning 
 
Students learn in a variety of ways both in and out of the classroom setting.  Everything that a student takes in as new 
information is part of the learning process.  How can you help students to learn through their involvement in a student 
organization?  Kolb’s learning theory shows four different ways that students learn.  Providing learning activities for 
students that are different from their classroom learning will help them integrate their learning across the curriculum and 
co-curriculum. 
 
Kolb (1984)  
 
Students learn in four different areas: 
 

·  Concrete Experience – Full involvement in a learning experience (information is given in a structured format). 
·  Reflective Observation – Takes place from different perspectives and lets the student determine their own 

experiences and what they mean. 
·  Abstract Conceptualization – Ideas begin to form for the student from abstract information. 
·  Active Experimentation – “Hands-on”; Learning is carried out into action. 

 
Students have different learning styles.  Below are descriptions of each: 
 

·  Accomodators - Prefer action-orientation; good at following through with plans; adaptable to changing situations. 
·  Divergers - Enjoy people and feeling-orientations; imaginative, value-driven; good at analyzing. 
·  Convergers -  Technical in nature (tasky); good at problem solving; can easily find practical applications. 
·  Assimilators -  Big on the ideas; good at reasoning; uses observations in making decisions. 

 
Summarized from sections of Student Development in College:  Theory, Research, and Practice (Evans, Forney & Guido-
DiBrito, 1998). 
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ORGANIZATIONAL FOUNDATIONS 
 
What is a Constitution? 
The constitution of an organization contains the fundamental principles that govern its operation. The constitution is the 
essence of the overall purpose of the organization and is not changed unless the purpose changes.   
 
Why Have a Constitution? 
By definition, an organization is a “body of persons organized for some specific purpose as a club union or society.”  The 
process of writing a constitution will serve to clarify the organization’s purpose, delineate basic structure and provide the 
cornerstone for building an effective organization.  It will also allow members and potential members to have a better 
understanding of what the organization is all about and how it functions.  If one keeps in mind the value of having a 
written document that clearly describes the basic framework of organization, the drafting of the constitution will be much 
easier and a more rewarding experience. 
 
What Should be Covered by a Constitution? 
The following is an outline of the standard information to be included in a constitution.  The objective is to draft a 
document that covers these topics in a simple, clear, and concise manner. 
 
Article I.   The name of the organization 
Article II.   Affiliation with other groups (local, state, national, etc.) 
Article III.   Purpose, aims, and functions of the organization 
Article IV.   Membership requirements (how determined, who’s eligible, etc.) 
Article V.   Officers (titles, term of office, how and when elected, responsibilities) 
Article VI.   Advisor (term of service, how selected) 
Article VII.   Meetings (frequency, special meetings and who calls them) 
Article VIII.   Standing Committees 
Article IX.   Quorum 
Article X.   Amendments (means of proposal, notice required, voting requirements) 
 
Why Have By-Laws? 
The constitution covers the fundamental operating principles but does not prescribe specific procedures for operating an 
organization.  By-Laws set forth in detail the procedures a group must follow to conduct business in an orderly manner.  
They provide further definitions to the articles of the constitution and can be changed more easily as the needs of the 
organization change. 
 
What Should Be Included in the By-Laws? 
By-Laws must not contradict provisions in the constitution.  They generally contain specific information on the following 
topics: 
 
·  Membership (requirements, resignations, expulsion, rights, and duties) 
·  Dues (amount and collection procedures, any special fees, when payable) 
·  Budget (procedure for approving, reviewing, amending, etc.) 
·  Duties of Officers (powers, responsibilities, specific job descriptions, procedures for filling unexpired terms of office, 

removal from office) 
·  Executive Board (structure, composition, powers) 
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·  Committees (standing, special, how formed, chairpersons, meetings, powers, duties) 
·  Order of Business (standard agenda for conducting meetings) 
·  Parliamentary Authority (provisions for rules of order, generally Robert rules of Order-Newly Revised) 
·  Amendment Procedures (means of proposals, notice required, voting requirements) 
·  Other specific policies and procedures unique to your organization necessary for its operation. 
 
Once We Have Them – What Do We Do With Them? 
The constitution and by-laws articulate the purpose of an organization and spell out the procedures to be followed for its 
orderly functioning.  Constitutions usually require a 2/3 vote of the membership for adoption.  By-Laws only require a 
simple majority for passage.  The documents should be referred to when questions arise, reviewed annually, and utilized 
in the training of new officers.  The needs of a group will change over time and it is important that the constitution and by-
laws are kept up to date to reflect the current state of affairs.  Make sure every new member of the organization has a copy 
of them.  This will help to unify members by informing them about the opportunities that exist for participation and the 
procedures they should follow to be an active, contributing member.  
 
SAMPLE CONSTITUTION 

 
The (insert organization name here) Constitution 
 
Article I – Name of Organization 
 
The name of the organization shall be _______________________________. 
 
Article II – Affiliation 
 
[If an organization has any national, state, or local affiliation, include that information here.]  This organization shall be 
affiliated with (insert name of national, state, or local organization) and shall abide by its constitution and by-laws. The 
constitution and by-laws shall not be in conflict with Bowling Green State University policies and procedures.  BGSU 
policies and procedures shall take precedence over the constitution and by-laws of (insert name of affiliation). 
 
Article III - Purpose 
 
The purpose of _______________ shall be …[Organizations should be certain to include a complete statement of purpose.  
Activities and programs sponsored by the organization will be expected to fulfill the organization’s stated objectives.  The 
purpose of the organization should also be related to the promotion of student learning and shall not conflict with the 
mission, goals, and policies of Bowling Green State University.] 
 
Article IV – Membership 
 
Section 1:   Regular membership.  The membership of this organization shall consist of regularly enrolled full-time 

undergraduate and graduate students of Bowling Green State University (may further qualify by any specific 
skills, GPA, requirements, or interests a member should have). 

 



 
 
 

1001 East Wooster Street 
222 Saddlemire Student Services at Conklin 

Bowling Green, Ohio  43403-0160 
phone 419-372-2011 

fax 419-372-0477 
www.bgsu.edu 

 

 
 

  
 Office of Residence Life/Greek Affairs 

Division of Student Affairs 
 
 
 

Section 2:   Non-discrimination clause.  Consistent with all applicable federal and state laws and University policies, this 
organization and its subordinate bodies and officers shall not discriminate on the basis of race, color, age, 
religion, veteran’s status, sex, national origin, sexual orientation or disability in its selection of members. 

 
Section 3:   Dues.  If members of the organization pay dues, include information regarding when the organization 

determines the amount of dues and the approval process or membership support to increase the dues. 
 
 

Article V – Officers 
 

Section 1:   Officers of the organization shall be as follows:  (titles, terms of office, duties).  Organizations should have the 
necessary officers to run the organization and conduct business effectively and efficiently, but not so many 
that it hinders the organization’s ability to be effective and efficient. 

 
Section 2:   Election of officers.  (Include how officers are elected/selected, method of nominations, and how balloting is 

used).  The Executive Board of the student organization will be elected between March 15th and April 15th 
for the following academic year. 

 
Section 3:   Officers shall take office on April 30th and shall serve for a period of one full academic year. 
 

Section 4:   Officers shall not be on academic or University probation at the time of their elections and throughout their 
term of office.  (GPA  requirement shall be 2.0 cumulative average or higher.) 

 
Section 5:   Officers failing to fulfill the given responsibilities and duties may be removed by the active organization. 
 

Section 6:   The removal of an officer requires a majority vote of (two-thirds, three-quarters) organization members 
following notification of the officer in question.  Such notification shall be provided in writing no less than 
seven days prior to the vote. 

 
Article VI – Advisor 
 

Section 1:   Method of selecting advisor.  Advisors for student organizations shall be selected from the faculty, staff, or 
 administration.  A graduate student/assistant is not permitted to serve as advisor of a student organization. 

 
Section 2:   The advisor must take an active role in assisting the student organization achieve its mission and purpose. 
 

Section 3:   List specific duties or responsibilities of the advisor.  The advisor should act as a liaison between the Office of 
 Campus involvement and the organization he/she is advising. 

 
Article VII – Meetings 
 
Section 1:   A regularly scheduled general meeting shall be held at least (specify an amount which is at least once a 

 semester).  The officers may call additional meetings when the need arises. 
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Section 2:   A quorum shall consist of (x) voting members present at any regular or a special meeting to conduct official  
  business.  (A quorum is defined as the number of members or percentage of total membership needed to  
  be present at a meeting in order to conduct the official business of the organization.) 
 

Section 3:   A quorum shall be present in order for any official business to be conducted. Official business shall include 
election of officers, setting of dues, and any other major decisions. 

 
Section 4:   Parliamentary Authority (Roberts Rules of Order is typically used.) 
 
 
Article VIII – Standing Committees (if needed) 
 

Section 1:   Standing committees (composition, appointment, function, powers, and duties,    
                   such as membership, financing, and publicity) 
  
Section 2:   Appoint of committees by president, chairperson, or council. 
 

Article IX – Quorum 
 

Section 1:   Quorum is defined as 50% of the organization’s total membership plus one. 
 

Section 2:   Quorum is necessary for any voting that occurs within the organization. 
 

Article X – Method of Amending Constitution 
 

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

Section 2:   The constitution may be amended by a vote of (two-thirds or three-quarters)  
                   majority membership at any regular or special meeting. 
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ORGANIZATIONAL RESPONSIBILITY 
 

Codes of Conduct 
 
 Proscribed Conduct 
 Any student found to have committed one or more of the following acts of prohibited conduct will be subject to 
 sanctions: 
 
 Shared Responsibility for Infractions 
 Students and organizations may be held responsible for the conduct of their guests while on University premises, 
 at University sponsored or supervised activities, and at functions sponsored by any registered student 
 organization.   
 
  Organizational Responsibility 
 A complaint may be filed against an organization under the Code of Student Conduct.  When a complaint is filed 
 naming an organization as Respondent, the presiding officer and/or students affiliated with the group shall be 
 required to participate in meetings and hearings as representatives of the group.  Individuals may also be held 
 responsible for actions. 
 
HAZING 
 
In keeping with its commitment to a positive academic environment, the BGSU community is unconditionally opposed to 
any situation created intentionally to produce mental or physical discomfort, embarrassment, harassment, or ridicule.  
Respect and cooperation among peers within registered student organizations is a guaranteed right that all students 
possess, regardless of gender, race, creed, religion, color, or sexual orientation.  Hazing is a code violation and a crime in 
Ohio.  
 

Hazing encompasses any action or activity which does not contribute to the positive development of a person; which 
inflicts or intends to cause physical or mental harm or anxieties; and/or which demeans, degrades, or disgraces any person 
regardless of location, intent or consent of participants.  Hazing can also be defined as any action or situation that 
intentionally or unintentionally endangers a student for admission to or affiliation with any student organization. 
 
Ohio’s Hazing Law 
Cases involving hazing or alleged hazing may be forwarded to the Attorney General’s office for prosecution. 
 
Hazing is a third degree misdemeanor.  In the event of death or serious injury, actions can rise to the felony 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 any act of coercing another, including the victim, to do any act of 
initiation into any student or other organization that causes or creates a substantial risk of causing mental or 
physical harm to any person. 

B. No person shall recklessly participate in the hazing of another person. 
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Section 2307.44 of the Ohio Revised Code 
Any person who is subjected to hazing, as defined in division A of Section 2903.31 of the Revised Code, may commence 
a civil action for injury or damages, including mental and physical pain and suffering, that result from the hazing.  The 
action may be brought against any participants in the hazing, any organization who tolerated hazing…The negligence or 
consent of the plaintiff or any assumption of the risk by the plaintiff is not a defense to an action brought pursuant to this 
section. 
 
It is possible for students to be prosecuted in the State of Ohio, sued in civil court, and disciplined by the University 
simultaneously. 
 
Is it Hazing? 
If you are unsure of whether an activity is hazing, ask yourself the following questions: 

1. Is alcohol involved? 
2. Are new members of the organization being asked/ordered to do activities that the seniors in the organization 

would refuse to do? 
3. Does the activity risk emotional or physical abuse? 
4. Do you have any reservations describing the activity to your parents, to a professor, or University official? 
5. Would you object to the activity being photographed for the BG News or filmed by the Toledo 11 news? 

 
If the answer to any of these questions is YES, the activity is probably hazing. 
 
Adapted from Death by Hazing, 1988. 
 
Dr. Will Keim, a noted author and national lecturer, has a similar approach in making decisions regarding whether 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 are unable to discuss this with your advisor, you have your answer. 
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CHARACTERISTICS OF AN EFFECTIVE STUDENT ORGANIZATIO N 
 
Core Activities of an Effective Organization 
·  Accomplishing its goals and purpose statement or mission. 
·  Maintaining itself internally and externally. 
·  Developing and changing in ways that improve its effectiveness. 
·  Facilitating student involvement and learning. 
 
There are eight essential characteristics of a successful organization. 
 
Members Know Each Other Well 
This characteristic, which provides a means of team and community building within an organization, is the keystone on 
which all of the remaining characteristics are built.  It must be present and continuously renewed if the organization is to 
function effectively.  Some effective ways to accomplish this is include having retreats, creating mentor relationships, and 
facilitating team-builders.  Organizations may also divide up the group into subgroups with four-to-five members so that 
each week, each subgroup does something together.  The subgroups should be changed every few weeks so that different 
members have the opportunity to interact with different members throughout the year. 
 
Members Are Involved in Defining Organizational Goals 
The more involved members are in planning group goals, the greater the commitment will be by members in achieving 
those goals.  Examples of how to accomplish this include asking for input and creating committees.  Retreats are a great 
way to get members involved and engaged in defining the goals. 
 
Members Help to Generate Ideas 
While it may be quite simple for a few group leaders to produce ideas for special programs, this does little to develop a 
sense of ownership and participation among other group members. Involve the entire group in brainstorming ideas and 
then narrowing those ideas down into goals. 
 
There is a Commitment to Group Decision-Making 
People support programs they help to create.  Involving the group in decision-making helps to insure a full measure of 
group participation and support. 
 
Skills, Resources and Liabilities of the Group and Community Are Identified 
Many groups are often rich in natural resources and skills available through members.  Likewise, the university campus 
and surrounding community are a rich source of additional resources.  Take advantage of the Office of Campus 
Involvement’s Resource Library, other student organization ideas, and University staff.  In addition to this, it might be 
helpful to do a SWOT (Strengths, Weaknesses, Opportunities, and Threats) analysis. 
 
Systematic Problem Techniques Are Used 
Resolve conflicts when they appear.  Do not wait for them to fester.  For example, if one sees that a problem might erupt 
at a meeting or an event, attempt to get those people who are arguing away from everyone else and help them to resolve 
their differences.  Stress the importance of compromising.  If the organization is unable to resolve issues, consult your 
organization advisor and the Office of Campus Involvement. 
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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 to others outside the group and members inside the group has 
implications for such important factors as recruitment of members and attendance at functions sponsored by the group.  
For example, each organization should have a Public Relations (PR) Chairperson to coordinate PR for the organization.  
PR can be externally via the BG News, press releases, posters, flyers, websites, and marketing e-mails.  PR can also be 
done internally via newsletters, meeting minutes, and listprocs. 
 
The Group Participates in Periodic Evaluation and Assessment 
Groups need to become accustomed to routinely evaluating a variety of aspects of group life, ranging from the way 
meetings are handled to assessing the success of a particular project or program.  This might require an outside facilitator.  
The organization should work with the group’s advisor to determine the most effective means to assess effectiveness. 
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EVALUATE YOUR ORGANIZATION 
 
The following organization and member statements have been selected as the ingredients most often found in highly 
successful organizations.  Rate your own organization in each area so you can see the areas that need to be strengthened in 
order for your organization to be stronger. This activity would be helpful to complete in a group at various transition 
points during the year or at the beginning of new officers terms at a retreat. 
 
4 = Organization does exceptionally well at this. 
3 = Organization is satisfactory, but room for improvement. 
2 = Organization is sometimes okay, but often weak. 
1 = Organization needs a great deal of improvement. 
 
_____ 1.   Group’s goals are clearly defined at least once a semester and reflect the interests and needs of the group  
   members at that time. 
 
_____ 2.   Group’s desire and acceptance of change are enthusiastic and accepted by officers and members alike. 
 
_____ 3.   Officers AND members have a strong understanding of the group’s purpose and there is a continuing  
   orientation program for broadening knowledge. 
 
_____ 4.   There is a high degree of member involvement and willingness to assume responsibility. 
 
_____ 5.   Officer training is comprehensive in leadership and group operations information, with officers being  
   challenged to reach beyond “what was done by the previous officer(s).” 
 
_____ 6.  There is strong leadership, influence, and support exerted by advisors by instilling a desire to constantly  
   be better. 
 
_____ 7.   The organization’s membership growth philosophy is one of “making friends continually.” 
 
_____ 8.   The group has a program that builds strong commitment, friendships, and awareness. 
 
_____ 9.   The group has financial stability and a sensible plan for group operations. 
 
_____ 10.  The group has a high level of respect and a strong reputation on campus with students, staff, and faculty. 
 
_____ 11.  The group demonstrates the ability to relate and work well with other campus organizations. 
 
_____ 12.  The group has an awareness of potential problems and the ability to solve them before they become  
   problematic. 
 
_____ 13.  The group has officers who are able to withstand and impose peer group pressure. 
 
_____ 14.  Members are committed to the organization. 
 
Adapted from Leadersheets, University of Alabama 
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PROGRAM PLANNING RESOURCES 
 
The use of University space and facilities is intended for the support of the instructional program of the institution and to 
enhance the learning environment for students.  Second priority is given to programs sponsored and conducted by 
University academic and administrative departments or organization affiliated with those departments.  Beyond these two 
priorities, use of campus space is permitted for activities that are intended to serve or benefit the entire University 
community.  This policy pertains to space and facilities that have been designated as reservable.  When applicable, a 
rental or service fee may be charged for certain space or facilities. 
 
The University reserves the right to determine the time, place, and manner of use of space and facilities so as not to 
interfere with the mission and regular operation of the institution.  The use of University facilities and grounds must at all 
times conform to the following regulations and to local, state, and federal laws.  
 
Taken from the Student Handbook, Bowling Green State University 
 
ROOM RESERVATIONS 
 
Always select and reserve the desired space BEFORE a contract is signed with performers or an event is publicized.  This 
process may vary from location to location, but it is always best to reserve the location at least one month prior to the 
program and even further in advance for major events. 
 
Academic Facilities 
To reserve a room in an academic building (Olscamp, Hanna Hall, etc.), contact the Bowen-Thompson Student Union 
Administrative Office, 231 Union, 372-9000.  
 
Classes scheduled in academic buildings shall take precedence over use of the space by organizations.  The space 
requested will be assigned if: 
·  The intended use is in keeping with the educational purposes of the University. 
·  The intended use does not conflict with use by academic programs or academic organizations. 
·  The space has not already been reserved by another organization. 
 
Anderson Arena 
To reserve, contact Athletics, Perry Stadium (east side), 372-2401. 
 
Bowen-Thompson Student Union 
To reserve a room in the Bowen-Thompson Student Union, contact the Administrative Office, 231 Union, 372-9000. 
 
Dining Centers 
To reserve space in a dining facility, contact University Dining Services, 372-6951. 
Priority for use of space in dining facilities is given to programs and activities which are conducted by University Dining 
Services.  Rental fees may be assessed for use of all facilities.  Most events sponsored by corresponding hall governments 
and student organizations will not be charged a rental fee for space. 
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Eppler Hall Gymnasiums 
To reserve the gymnasiums in Eppler Hall, contact the School of Human Movement, Sport, and Leisure Studies, 119 
Eppler Center, 372-7234. 
 
The Eppler North and South gyms are utilized by the College of Human Movement, Sport, and Leisure Studies for classes 
and other instructional purposes, and are also used by intercollegiate athletics.  They are available on a limited basis for 
department and student organization use. 
 
Eva Marie Saint Theatre 
To reserve, contact the Theatre Department, 338 South Hall, 372-2222. 
 
Gish Film Theater 
To reserve, contact the Curator, 218G University Hall, 372-4474. 
 
Ice Arena 
To reserve space in the Ice Arena, contact 372-2264. 
 
Intramural Fields 
To reserve the Intramural Fields, contact Intramural Sports, 130 Perry Field House, 372-2464. 
 
Kobacker Hall 
To reserve, contact the College of Musical Arts, 1031 Moore Music Center, 372-8171. 
 
Perry Field House 
To reserve space in the Perry Field House, contact the Perry Field House, 372-7512. 
 
Prout Chapel 
To reserve Prout Chapel, contact the Bowen-Thompson Student Union Administrative Office, 231 Union, 372-9000. 
 
Prout Chapel may be available for certain student organization meetings and ceremonies, in accordance with the policies 
which have been set forth for the building. 
 
Residence Halls 
To reserve space in a residence hall, contact the Office of Residence Life, 440 Saddlemire Student Services Building, 372-
2011. 
 
Students who live in residence halls and residence hall governments have first priority for all residence hall facilities.  
Student organizations may use residence hall facilities during the summer or at other times when space is available for 
workshops, institutes, short courses, special events, and conferences. 
 
Student Recreation Center 
To reserve the Student Recreation Center, contact Recreational Sports, 102 Student Recreation Center, 372-2711. 
 
The Student Recreation Center includes all facilities within the Recreation Center, plus the outdoor sand volleyball court 
and deck area adjacent to the Recreation Center and outdoor basketball courts between Kreischer and Harshman 
Quadrangles. 
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CAMPUS GROUNDS 
 
Policy 
Student organizations desiring to use campus grounds, including painting the spirit rock must complete an application for 
grounds-use.  Grounds-use request forms are initiated in 231 Bowen-Thompson Student Union and must be made at least 
ten University working days before the day of the use.  Each use must be requested in this manner.  Campus grounds 
located to adjacent residence halls or small group living units are reserved through the Office of Residence Life, 222 
Saddlemire Student Services at Conklin. 
 
Campus grounds approved through the Office of Residence 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 activities that are sponsored by registered student organizations.  Academic use by 
departments and colleges has priority, and assignments may be changed or cancelled if conflicts develop with regular 
academic programs.  Grounds adjacent to academic buildings are not normally reservable when classes are in session, or 
if the activity taking place will disrupt academic or other operations of the University. 
 
The Assistant Vice President for Student Affairs and Dean of Students, or a designee will review all applications for 
grounds-use, except for those listed above.  If necessary, the Dean of Students or designee will meet with or contact the 
representative of the organization applying for use of campus grounds to answer any questions concerning the request, 
and to determine the propriety of the particular use. 
 
In reviewing grounds-use applications, only grounds-use requests which are consistent with applicable University 
regulations as well as local, state, and federal laws will be approved. 
 
When the application for grounds-use is granted, it shall specify the boundaries of the areas to be used, the date for which 
the use is approved, the time at which the reservation for the use expires, and any special provisions concerning the use of 
the space. 
 
Student organizations which are granted the use of specific campus grounds are subject to the following requirements: 
·  Use of amplification equipment must be in accordance with the policy found later in this manual (see Amplified 

Sound policy). 
·  No structure may be erected on campus grounds without prior written approval.  The approval must be secured at the 

time the activity is registered. 
·  The failure of an organization to provide the Bowen-Thompson Student Union Administrative Office with notice of 

cancellation of a proposed activity or event at least two University working days prior to the event may result in the 
denial of a future permit for use, unless the cancellation is necessitated by events reasonably beyond the control of the 
organization. 
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Appeal 
Denials of applications for grounds use by any of the contact persons or offices listed in this policy may be appealed to the 
Office of the Vice President for Student Affairs. 
 
Taken from the Student Handbook, Bowling Green State University 
 
USE OF AMPLIFICATION EQUIPMENT 
 
Policy 
The use of loudspeakers or any other type of amplified musical or sound instrument on the University grounds is by 
permission only.  Applications for permission to use amplification equipment must be made in the Bowen-Thompson 
Student Union Administration Office.  Each use must be registered separately.  No recurring application shall be made. 
 
Applications must be completed within five University working days before the intended use in order to receive full 
consideration. 
 
Restrictions 
·  The use of amplification equipment for solicitation purposes, and the erection of any temporary structures or 

equipment of any kind on campus grounds must conform to all campus grounds use provisions and be made part of 
the application for use of the space. 

·  The use of amplification equipment or loud speakers is not permitted in the vicinity of classrooms during regularly 
scheduled class hours. 

·  Sound equipment must not disrupt normal functions of the University including academic buildings, the residence 
halls or disturb the surrounding community.  Band functions and/or functions involving the amplification of music are 
restricted, with exceptions approved by the Assistant Vice President for Student Affairs and Dean of Students, to the 
following times: 

   Friday   5pm to Midnight 
   Saturday 1pm to Midnight 
   Sunday  1pm to 5pm 
·  Outdoor dances and concerts may be held in approved locations only with prior approval by the Office of Student Life 

and in accordance with all applicable policies. 
·  The number of outdoor band requests granted on any given evening may be limited, within the discretion of the Office 

of Student Life. 
·  Other special events such as pep rallies, ceremonies, or recreational activities which include the use of bands and/or 

amplification equipment may be held in approved locations, only with prior approval of the Office of Student Life. 
·  Depending on the time of year or weather conditions, the placement of speakers and the volume of the amplified 

sound may need to be regulated either prior to or during the course of all outdoor functions, which utilize 
amplification equipment.  The Office of Student Life and Office of Public Safety shall make such determinations.  
Failure of a sponsoring organization to comply with all requirements shall be cause for the immediate termination of 
the function and subject the group to appropriate disciplinary action. 

·  The appropriate use of loudspeakers for official University activities inside academic buildings, or on the campus as 
part of the academic instructional programs is determined and approved by the Office of Academic Affairs. 

 
Taken from the Student Handbook, Bowling Green State University 
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PAINTING THE ROCK 
 
Policy 
The Rock is located in the grassy area near the Kreischer Quadrangle.  Guidelines for painting the Rock are as follows: 
·  Students must call the Bowen-Thompson Student Union Administrative Office at 372-9000. 
·  A reservation request form will need to be completed which includes the requested date, organization name, a contact 

person for the event, and their contact information. 
·  All organizations must provide their own paint and supplies. 
·  Paint should only be on the Rock.  The sidewalk, lampposts, grass, or buildings surrounding the Rock should not be 

painted.  The organization will be held financially responsible for the cleaning cost associated with a violation of this 
policy. 

·  When it is painted, the Rock must be in good taste and in accordance with the mission of BGSU.  Keep in mind that 
what is painted on the Rock reflects you, your organization, and the University. 

·  The organization painting the Rock assumes liability for any individual who may be injured during the course of this 
activity.  The organization will also be responsible for the actions of any member during the course of the activity. 

·  The Rock may be reserved for painting between the hours of 7:00pm and 11:00pm. 
·  Only one organization may paint the Rock per day to allow each organization’s creation to be viewed. 
 
Taken from the Student Handbook, Bowling Green State University 
 
DISRUPTION OR OBSTRUCTION OF UNIVERSITY ACTIVITIES OR FUNCTIONS 
 
Policy 
The University is a forum for ideas and their exchange.  Such exchange can only occur in a scholarly manner if order is 
maintained and standards of decorum and good behavior are recognized by all.  Therefore, any campus demonstration 
conducted for the purpose of expressing opinions of the participants must: 
·  Be conducted in an orderly manner. 
·  Not prohibit vehicular or pedestrian traffic. 
·  Not interfere with classes, scheduled meetings, events, and ceremonies, or with other educational processes of the 

University. 
·  Not be held within University buildings, residential areas, or on University grounds of the campus without specific 

written authorization from the appropriate administrative official responsible for scheduling and assigning space in the 
desired facility.  

 
Taken from the Student Handbook, Bowling Green State University 
 
PROTECTED SPEECH 
 
Policy 
Bowling Green State University is committed to the ideal and constitutional rights associated with freedom of speech.  It 
is a given that the University, in its entirety, is considered to be an environment where free speech, the free expression of 
ideas and thoughts, and the free exchange of opinion occurs throughout the campus proper. 
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In an attempt to provide a place for those who desire an open facility for the expression of thought, ideas, and opinions, a 
specific area on the campus is designated as the Protected Speech Area.  This space may be used without registration or 
permit.  The existence of a designated Protected Speech Area does not preclude free speech from occurring in any other 
area on campus.  The normal activities of the University may not be impaired and mean of entrance and exit to facilities 
may not be impeded as a result of the expression of free speech.  In addition, pertinent policies as outlined in the Student 
Handbook are to be followed. 
 
The designated Protected (Free) Speech Area is located outside of the Bowen-Thompson Student Union.  The space is 
designated by a sign and is available to all those desiring to express free speech and thought. 
 
Taken from the Student Handbook, Bowling Green State University 
 
GUEST SPEAKER 
 
It is the policy of the University to foster a spirit of free inquiry and to encourage the timely discussion of a broad range of 
issues provided that the views expressed are stated openly and are subject to critical evaluation.  Within our prevailing 
standards of decency and honesty, this policy shall be construed to mean that no topic or issue is too controversial for 
intelligent discussion while preserving an organized society in which change is accomplished by peaceful, democratic 
means. 
 
Taken from the Student Handbook, Bowling Green State University 
 
EVENT SECURITY 
 
Events planned and/or sponsored by student organizations enrich the lives and interests of all community members.  A 
major responsibility of sponsoring organizations is to ensure that all appropriate safety and liability precautions have been 
incorporated into the planning and implementation of events.  Generally, paid security is required at large-scale events or 
events that may lead to the disruption of the University environment.  Examples include events where alcohol is available, 
events with non-BGSU students in attendance, events occurring during late evening hours, events open to the campus 
community, or events with a history of large attendance. 
 
Taken from the Student Handbook, Bowling Green State University 
 
UNIVERSITY ALCOHOL POLICY 
 
Bowling Green State University recognizes that the decision to use alcoholic beverages is a personal choice; however, this 
choice must be made in accordance with the laws of the State of Ohio.  In addition, the mature and responsible 
consumption of alcohol must be consistent with the mission and core values of the University and in accordance with the 
Bowling Green State University Code of Student Conduct.  The Code prohibits the use or possession of alcoholic 
beverages except as expressly permitted by the law and University policy. 
 
·  All laws of the State of Ohio, ordinances of the city of Bowling Green, regulations of the Ohio Department of Liquor 

Control, and policies and regulations of Bowling Green State University must be observed and enforced. 
·  Alcoholic consumption shall not be the sole focus of any event. 
·  Alcoholic beverages must be served by designated individuals.  Participants may not serve themselves.  Arrangements 

for the sale and/or serving of alcoholic beverages must be made through University Dining Services. 
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·  Individuals sponsoring the event are responsible for taking measures to ensure that alcoholic beverages are not 
accessible or served to persons under the legal age.  This requires verifying age on entry to the event or checking 
those who may drink alcohol where it is served.  Persons serving or checking alcohol may not consume it prior to 
serving. 

·  Non-alcoholic beverages must be present at all events at all times. 
·  Sponsors will provide solid food in order to moderate the effects of alcohol consumption and will continue to have 

food available as long as alcohol is being served. 
·  The entry or exit of persons with alcoholic beverages at events where alcohol is served is not permitted. 
·  No social event shall include any form of drinking contest in its activities or promotion. 
·  Alcohol must stop being sold at least one hour before the end of the event. 
·  Publicly distributed materials, including advertisements for any University event, shall not make reference to the 

availability of alcoholic beverages. 
·  The following is a list of places on campus where alcohol can be served.  These facilities have occupancy limits set by 

the Bowling Green Fire Department, which must be followed. 
·  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 Assistant Vice President for Student Affairs and Dean of Students. 

 
Violations of these regulations related to the use and sale of alcoholic beverages will result in immediate termination of 
the event and referral for disciplinary action. 
 
Inspection of events where alcohol is being served will occur by an appointed designee of the Office of Student Life 
and/or Campus Police. 
 
Requests for exception to the locations listed above must be directed to the Assistant Vice President for Student Affairs 
and Dean of Students. 
 
Special Regulations for Public Events 
·  A public event is an event at which beer or wine is sold. 
·  There must be a minimum of two police officers present at all times, hired by the sponsoring group.  The required 

number of officers present will be determined by the Department of Public Safety. 
·  The proper permits for this event must be obtained from the Ohio Department of Liquor Control. 
·  These events may not be scheduled from Sunday to Thursday and starting the weekend prior to exam week unless 

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 is served but not sold. A defined guest list must be submitted and 

approved with registration materials. 
·  Admittance to the event is limited to persons on the guest list. 
·  The individual who registered the event assumes the responsibility for monitoring the event. 
 
Taken from the Student Handbook, Bowling Green State University 
 
UNIVERSITY CATERING 
 
To plan catering for an organization event on campus, follow the steps outlined below: 
·  Contact the Bowen-Thompson Student Union Administrative Office to reserve a room or space on campus. 
·  Contact Catering Arrangements (372-6951) to plan food service for the event.  Please make arrangements as early as 

possible as a minimum of 16 days is required from the time you sign a food contract to the day upon which the event 
is held.  16 days is required to order and receive specific food products and prepare those products the organization 
has requested.  For events scheduled less than 16 days before an event, organizations will be restricted to a limited 
menu based on items routinely stocked. 

·  Organizations should be prepared to provide the following information to the Catering Planner: contact information 
for organization representative; date and time of the event; location of event; type of event; type of service requested 
(seated dinner, buffet, reception); billing information.   

   
CANDLE POLICY 
 
Sponsoring groups that wish to use candles, incense, lanterns, oil lamps, or other open flame devices are strongly 
encouraged to use battery-powered candles.  Use of candles and other open flame devices is subject to the following 
requirements at Bowling Green State University. 

 
·  Open flame devices can be used only in Olscamp Hall, the Bowen-Thompson Student Union, and Prout Chapel.  
·  A sponsoring group that wishes to use an open flame must request a Candle Permit from the University Fire Safety 

Officer.  Candle Permits for a registered student organization must be signed by the faculty or staff advisor.  
·  The sponsoring group or University department obtaining a Candle Permit is responsible for meeting provisions of the 

Candle Policy, which includes event-specific information appearing on the Candle Permit (such as type, numbers, and 
placement of devices). 

·  The Candle Permit must be requested at least ten business (10) days prior to the event.  
·  Open flame devices are not permitted in or with any decorations. 
·  Open flame devices are not permitted in areas used by occupants to stand, or in aisles or exit areas.  
·  An approved fire extinguisher shall be available in the immediate area where open flame devices are used.  
·  A person or persons who have been trained in the use of fire extinguishers shall serve as a fire watch throughout the 

event.  This person will look for and correct potential fire hazards, activate fire alarms if there is a fire, and use 
portable fire extinguishers on small fires if this can be done safely. 

·  Open flame devices shall be extinguished immediately after the candle permit has expired. 
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·  University Dining Services can provide candles or other open flame devices as part of catered events in Olscamp Hall, 
the Bowen-Thompson Student Union, and Prout Chapel. The sponsoring group must obtain a Candle Permit before 
Dining Services can provide this service.  Dining Services will use the following set-up: 

·  Candles will be securely fixed in sturdy candleholders or floated in water containers, and placed on a non-
combustible surface.  

·  Candles will be surrounded by a hurricane lamp or by a similar non-combustible enclosure. The flame cannot 
be above or outside the enclosure. 

·  Incense (stick or cone) will be placed and secured on a sturdy, non-combustible surface, and surrounded by a 
glass hurricane type lamp or a similar non-combustible enclosure.  

·  Dining Services can use food fuel (e.g., Sterno) and candle warmers without a candle permit. 
 
University departments may issue additional restrictions to the Candle Policy, subject to approval of the Fire Safety 
Officer. Direct questions to the Fire Safety Officer, Department of Environmental Health and Safety, Bowling Green State 
University, 419-372-2171.   
 
VEHICLE SMASHING 
 
Policy 
The Department of Environmental Health and Safety and Risk Management have the following requirements for vehicle 
smashing events at Bowling Green State University. 
 
·  The vehicle must be placed by a commercial towing company. 
·  The vehicle and all debris must be removed by a commercial towing company from the site before dark on the day of 

the event.  Sponsoring organizations are responsible for the cost of cleaning up any materials that may remain after a 
commercial towing company removes the vehicle. 

·  The vehicle must be secured in a manner so that it does not move with force. 
·  The fuel tank and all associated fuel supply systems for the vehicle must be removed. 
·  The battery and all fluid materials (lubricants, cooling materials, brake fluids, windshield washer solution, and fluids 

used for shock absorption) in the vehicle shall be removed. 
·  The vehicle shall be free of devices having mechanically stored energy; this includes, but is not limited to, airbags, 

shock absorbing bumpers, and air shock absorbers. 
·  Mercury switches shall be removed from trunks, hoods, and other areas of the vehicle, and taken to BGSU’s 

Department of Environmental Health and Safety for recycling. 
·  All glass will be removed from the vehicle including mirrors, headlights, taillights, and side marking lights. 
·  Air must be removed from the tires to help stabilize the vehicle and to prevent the sledgehammer from flying back at 

the contestants. 
·  The vehicle must be placed on two sheets of plastic with a minimum thickness of ten mil and extending at least ten 

feet beyond the edge of the vehicle on all sides. 
·  A barrier must be placed around the vehicle at a minimum distance of ten feet from the edge of the plastic. 
·  The sponsoring group must supervise the event. 
·  The sponsoring group must have someone on site with current first aid training and appropriate first aid supplies. 
·  The sponsoring group must have a phone or radio on site that 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 inside the barrier. 
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·  Contestants must wear full-length pants, a shirt that covers the upper torso, and shoes (not sandals).  Contestants must 
wear a hard hat, gloves, and either safety glasses or a full-face shield.  Sponsoring groups can contact Environmental 
Health and Safety for information on appropriate gloves, safety glasses, and hard hats. 

·  Sledgehammers must be in sound condition and checked frequently during the event. 
·  Each contestant must sign a hold harmless agreement. 
 
BTSU UNION TABLE POLICY AND PROCEDURE 
 
BTSU Union tables are available to all registered student organizations by following the following registration procedure. 
 
Registration Procedure 
A reservation form available from the Bowen-Thompson Student Union Administrative Office must be completed and 
signed by an authorized representative and submitted for approval.  The signed and approved request form is considered a 
contract.  Space may be reserved up to seven days in a row.  Consecutive week reservations are not permitted.  Space is 
reserved in order of dated submitted requests.  Eight table spaces are available.  Location is determined on a first come, 
first served basis.  Prospective users of table space forfeit their space if not in use within one hour of the starting time 
specified on the request form.  Repeat failure to cancel a table reservation 24 hours prior to contracted time may result in 
loss of privilege to use contact table space. 
 
Available Equipment 
One table and two chairs are provided for each setup.  One T-stand per table may also be requested.  Requests for the use 
of additional equipment (to be supplied by the organization or the Union) must be made when submitting the reservation 
request. 
 
Policy Governing Use 
·  The name of the using organization must be displayed.  Signs are to be displayed on a T-stands or at the table.  

Posting on walls, columns, or windows is not permitted. 
·  At least one member of the sponsoring organization must be present at the table for the duration of the reservation.  

More than two representatives at one time is discouraged. 
·  Blocking traffic will not be permitted. 
·  The distribution of literature is to be made from the table only. 
·  Credit card solicitation is not permitted. 
·  The use of audio/visual equipment is subject to prior approval by the Bowen-Thompson Student Union 

Administrative Staff. 
·  Contact tables must remain in designated area. 
·  The Director of the Bowen-Thompson Student Union or a designee, must approve items for sale. 
·  The sale or distribution of any material that is racially or sexually offensive to members of the BGSU community is 

not approved.   
·  The sale of food items, including baked goods, drinks, candy, etc., is subject to approval by the Bowen-Thompson 

Student Union Director, Dining Services Director, or the Environmental Health and Safety Office. 
·  Eating meals at the table distracts from the presentation an organization wishes to make and is discouraged. 
·  Please leave the table and floor area clean.  All items must be removed when the table is unoccupied. 
 
Taken from Bowen-Thompson Student Union Policy and Procedure Manual 
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MEDIA SERVICES 
 
Instructional Media Services (IMS) offers a variety of services including equipment rental, graphic arts (production of 
slides, overheads, posters), photography (presentation of slides), video production (copying and audio editing), and 
production (self-service lab for making overheads, transparencies, copies, laminating). 
 
Bowen-Thompson Student Union 
To order equipment for the Bowen-Thompson Student Union, contact 231 BTSU, 372-9000. 
 
Olscamp Hall 
To order audio-visual equipment for Olscamp Hall, contact the Media Specialist, 118 Olscamp Hall, 372-6993. 
 
Other Locations 
To order equipment for other locations, contact the Media Specialist, 102 Education Building, 372-2882. 
 
ADVERTISEMENT (SIGNS, BANNERS, CHALKING, ETC.) 
 
·  Students, faculty, staff, and other members of the University community may place posters, notices, or flyers on 

University kiosks and general-purpose bulletin boards only.  All postings must be sponsored by a University 
organization, department, or office.  There is no posting permitted on departmental boards within academic buildings 
without the permission of that particular department.  Non-university groups or individuals are permitted to post on 
University kiosks only. 

·  There is no posting permitted in locations other than those designated in this policy.  Specifically, there is no posting 
permitted on doors, trash cans, cigarette butt holders, windows, light poles, trees, telephone poles, building signs, any 
other areas of a building, whether inside or outside, or any other object or area. Use of bulletin boards for 
departmental use only will be in accordance with the rules of the department. 

·  Banners may be hung from the exterior of University residences with the approval of the director of the particular 
living unit.  Banners, sandwich boards, lawn signs, and other self-standing, temporary forms of advertisement must be 
approved by the Assistant Vice President for Student Affairs and Dean of Students before being posted, and must not 
violate any other University policies.  Banners (secured with rope) may only be hung in the Business Administration 
Building Mall or the Bowen-Thompson Union Mall, or such areas as permitted by the Assistant Vice President for 
Student Affairs and Dean of Students.  These items must be removed upon conclusion of the event.  To reserve these 
areas for posting banners, contact the Bowen-Thompson Student Union Administrative Office. 

·  Distribution or posting of advertisements, including table tents, within University residences and dining facilities 
other than the Bowen-Thompson Student Union Dining facilities shall be in accordance with the Community Living 
Standards, found in the Student Handbook, and will be approved and distributed by the Office of Residence Life.  
Distribution or posting of advertisements including table tents within the Bowen-Thompson Student Union and 
campus facilities will be approved and distributed by the Bowen-Thompson Student Union staff.  This will include 
placing a stamp on posters, notices, and flyers for extended posting. 

·  Applying messages directly on the surface of buildings or other University property is prohibited. 
·  The use of chalk by registered student organizations on sidewalks is permitted.  Messages must be at least twenty feet 

from the entrance of any University building.  Messages or information that violate University policy are subject to 
removal at the expense of the advertiser.  The use of chalk on buildings or any other University property is prohibited. 

 
Taken from the Student Handbook, Bowling Green State University 
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TABLE TENTS 
 
Permission/Procedure 
·  All table tent approvals for the Bowen-Thompson Student Union must be approved at the Information Center.  Bring 

two copies of the proposed table tent, prior to printing.  One copy will be kept at the Union.  The second copy will be 
stamped and returned to the organization as proof of table tent approval. 

·  All table tent approvals for University Dining facilities must be approved at the Office of Residence Life.  Bring six 
copies of the proposed table tent, prior to printing.  One copy will be kept in the Office of the Residence Life.  The 
other five copies will be given to the manager of each dining facility ((McDonald, Founder’s, Kreischer, Commons, 
and Galley). 

·  Each organization assumes the responsibility of posting table tents on the tables. 
 
Design Requirements 
·  The layout of the table tent should be formatted on an 8 1/2” by 11” card stock, landscape view. 
·  All table tents should measure 8 1/2” by 5 1/2” in total.  (4 1/2” by 5 1/2” folded).  Two table tents will fit on one 

sheet of 8 1/2” by 11” paper. 
·  All table tents should be printed on 67# card stock or 67# cover stock. 
 
CONTRACTS 
 
What is a Contract? 
·  An enforceable agreement between two parties, a covenant. 
·  An agreement in which one party agrees to give up something in exchange for something else (i.e. one party gives up 

service, performance, and one party gives up money, etc.). 
·  Legally binding and can be settled in court of law. 
 
Why Do We Have Contracts? 
·  Protect ourselves. 
·  Protect our clients (performers, speakers, providers). 
·  Insure clear understanding of expectations and standards for program or event. 
·  Serve as a record of what was said/promised. 
·  Insure a legally binding agreement. 
·  Present professionalism on part of organization or part 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 organization without consulting the faculty/staff advisor. 
·  The Office of Campus Involvement must be consulted prior to signing a contract. 
·  Ample time should be allowed for the contracting process as there may be multiple drafts and changes that will need 

to be made. 
·  Student organizations and its leadership assume all the risks of a contract. 
 
Basic Contract Terminology and Elements of a Contra ct 
Acts of God – Gives organization a way out of the contract if disaster occurs.  

The Purchaser (you) may terminate or temporarily suspend performance of any part of this agreement without notice 
in the event of an emergency, which would make the performance not feasible. 

 
Americans with Disabilities Act (ADA) – The organization is responsible for ADA compliance for the facility you use 
for the event (i.e. wheelchair ramps, handicapped accessible seating, interpreters required).   

It is the responsibility of the Purchaser to exercise reasonable effort in assuring the facilities are accessible to 
people with disabilities in a manner consistent with the guidelines of the ADA, provided that the Provider (them) 
uses reasonable effort to determine and report to the Purchaser any special needs that may exist. 

 
Additions and Deletions – Making amendments (changes) to the contract.  Make sure preparations are in place as to 
how to handle them such as preparation time, work of members, money, etc.  Let the other party know how to handle 
changes and vice versa. 

Request for additional facilities, equipment not included in this agreement, are subject to availability…Any additions 
or deletions…must be initialed by a representative of both parties…to be considered valid. 

 
Assignment – Means the contract is between your organization and the Provider only, and no part of the agreement can 
be sub-contracted out to some other Provider. 

This agreement may not be assigned or transferred, either in total, or in part, by either party without the prior 
written consent of the other party. 

 
Cancellation – Clearly defines conditions that must be satisfied if the event is cancelled/contract breached.  Make sure to 
set deadlines for payment/non-payment of the contract for both parties.  Include clauses for cancellation including 
advertising costs, rental fees, and other purchases that became the other party’s responsibility in the event of cancellation. 
 If Provider cancels this contract…it shall be liable to the Purchaser for direct costs incurred  
 specifically in preparation for the event. 
 
Deposits and Payments – University policy is that no deposits or payments should be made prior to delivery of service.  
Clear expectations and consequences should be set in regards to payments.   

At the time the reservation is made, a deposit will be requested.  For example, this deposit must be received no later 
than…If payment is not received by this date, the Provider reserves the right to cancel the event. 

 
Indemnity and Damages – Covers injuries or damages that may occur at the event.  The Provider agrees to hold 
Purchaser harmless for anything that happens to them.  The Provider agrees to pay for any damages that occur during the 
event.  Bowling Green State University does not allow for indemnities. 

Provider shall indemnify and hold Purchaser harmless for any injury, loss, or damage sustained by Provider or an 
employee or agent of Provider while utilizing Purchaser facilities or equipment hereunder, provided such injury, 
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loss, or damage is not caused by the negligence of Purchaser or an employee, agent, or student acting in the normal 
course of his/her employment or agency. 

 
Insurance – Most contracts ask for some sort of insurance on the part of the Purchaser in case of accidents, damage, etc.  
One million dollars in coverage is standard.  Student organizations are covered in activities by the University insurance 
policy.   

Prior to event, Purchaser must furnish, at Purchaser’s expense, a Certificate of Insurance with a one million dollar 
limit (non-cancelable during event).Certificate of Insurance must name the Provider as additional insured party. 

 
Program Details/Services – A detailed outline of all expenses that are incurred as 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 Provider’s personnel and equipment. 
·  Equipment – Purchases/rentals of any equipment (A/V or otherwise) or supplies needed for the event. 
·  Set-ups – Designated facilities and their layouts, capacities, and restrictions. 
·  Timeline – Itinerary information for flights, check-ins, sound-check, or any other events up to and including the 

contracted event. 
 
Representation and Promotion – Section addresses all materials related to promoting the event and determines any 
restrictions the Provider may have in terms of promotion.  Be sure to obtain sample materials from the Provider 
designated to appear as promotion. 
 
University Regulations- Address all concerns and makes Provider aware of University policies.  The following are a few 
things to consider: 
·  Safety – Make sure all safety issues are addressed and training is provided where necessary.  If campus police are 

required, be sure to contact them at least three weeks prior to the event and before the contract is signed. 
·  Alcohol – Alcohol cannot be used at a University event without specific written permission from the University and a 

licensed distributor.  Alcohol cannot be purchased with University funds. 
·  Curfew/Quiet Hours – This is especially important for outdoor events.  Consideration must be given to residence halls 

and academic buildings so as not to interrupt living and studying.  Approval for amplified sound must be secured.  See 
sections in this manual that addresses outdoor space reservation requests and the use of amplified sound. 

·  Food Sales and Concessions – University Dining Services must be used for all events on campus unless permission is 
given otherwise by Dining Services.  Organizations must get permission from Environmental Health and Safety to sell 
their own food at events (food handling and preparation guidelines). 

·  Signage – Be aware of the University posting policies on where and how to post signage. 
 
Student Organization Contracts 
·  If the artist has a contract, then the organization should add their contract as a “rider.”  If the artist does not have a 

contract, then the organization should issue their contract. 
·  The organization must have a contract with any artist to confirm arrangements and have documentation for payment. 
·  The artist may also have a rider, which is usually a technical and/or hospitality rider.  It specifies things they need 

such as equipment, staffing, and food. 
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Basic Information Needed: 
·  Name of Provider. 
·  Representative’s name, address, and phone number for the Provider. 
·  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 being paid. 
·  What the organization is providing (sound, lights, projector of some kind, stage, etc.). 
 
If the Artist Provides a Contract: 
·  Check basic information to make sure it matches your contract. 
·  Make sure your organization can provide everything including technical requirements. 
·  Look at clauses in general which seem to be completely in their favor. 
·  Remember that almost any item in a contract or rider is negotiable. 
·  If your organization cannot do something, be up front with the Provider’s representative, and see what alternatives can 

be worked out. 
 
PLANNING ACCESSIBLE EVENTS 
 
To help make sure your organization’s event is accessible to all, please use the following guidelines. 
 
Access to Information 
·  Make sure all promotional materials, handouts, brochures, invitations, etc. can be made available in alternative 

formats for people with disabilities. 
·  Be sure to inform the campus and/or community of this availability with a statement similar to the following example: 

This (registration, form, brochure, etc.) can be made available in alternative format for people with disabilities.  To 
request this item in enlarged print, in Braille, on cassette tape, or on a computer disk, contact (name of person in 
organization). 

 
Programmatic Access 
·  Inform the campus community and public that accommodations can be made for people with disabilities by including 

the following sample statement on promotional materials: 
Please indicate if you need special services, assistance, or accommodations to fully participate in this program by 
contacting (name of person in organization) at (phone number and TTY number).  Please notify us by (a ten-day 
deadline is deemed reasonable). 

·  The facility you are planning to use for the event should be barrier-free.  This is especially important when selecting 
an off-campus site for the event. 

·  There should be appropriate space for wheelchair seating. 
·  Appropriate seating should be arranged for individuals who need to see interpreters. 
·  Restrooms and entrances should be accessible. 
·  Make sure you arrange for appropriate accommodations, such as interpreters, in advance. 
 
Please contact Disability Services for Students (419-372-8495) if you need assistance in arranging for interpreter services, 
site analysis for accessibility, alternative format materials, or special accommodations assistance (based on 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   __________  __________  __________ 
 



 
 
 

1001 East Wooster Street 
222 Saddlemire Student Services at Conklin 

Bowling Green, Ohio  43403-0160 
phone 419-372-2011 

fax 419-372-0477 
www.bgsu.edu 

 

 
 

  
 Office of Residence Life/Greek Affairs 

Division of Student Affairs 
 
 
 

RECRUITING NEW MEMBERS 
 
New members energize an organization and ensures that the organization can continue to function and thrive.  As the 
number of student group’s increase, the competition for new members intensifies.  Therefore, it is critical to have a clear 
purpose and to education the membership on the organization’s goals and mission. 
 
Getting Started 
The first step in planning a recruitment drive is to look at your organization: you have to know the product before you can 
sell it.  The best way to run an unsuccessful campaign is to be unsure of the goals and objectives of your own group.  
What is your purpose?  What are the future plans of the group? Who is your audience and interested students?  Knowing 
the answers to these questions will help you define who and how to recruit prospective members. 
 
Build a profile of the person you want to recruit.  Class standing?  Grad students?  Male or female?  Major specific?  
Interests or hobbies?  A residence hall?  A particular college or department?  Grade point average?  What medium will 
most likely appeal to this person?  Posters?  Music?  Keep this profile in mind when you advertise. 
 
Think of the things your organization has to offer to prospective members.  Fun?  Prestige?  Leadership possibilities?  
Developing interpersonal skills?  Academic experience or networking with professionals in field of study?  Be sure to 
incorporate what you have to offer into your publicity. 
 
Publicity 
The publicity for your recruitment drive will require your best effort in many areas, including creativity, budgeting, and 
time management.  Do not be afraid to delegate authority.  Organize committees for publicity and other areas.  Get the 
whole group involved.  The group will work better if everyone is given a role in planning and implementing the drive.  If 
your members are pleased with your organization (and their role in it), they will do a much better job of promoting the 
organization. 
 
Be creative.  Your publicity is more likely to be effective if it is noticed.  Make a realistic budget and stick to it.  Any 
publicity must be cost-effective to be successful.  Write out a time-line of all deadlines to be met.  Be sure to plan the 
entire campaign well in advance (i.e., when is the deadline for getting the publicity to the printer so ample time is 
available to promote the event?). 
 
Keeping Your Prize…Retaining Your Members 
Above all, your new members (like your old members) will need to feel like they belong in the group.  Get them involved 
in the organization.  Get to know them.  Help them get to know the organization.  Let them know that their contributions 
are needed and appreciated.  Following these steps will lead to a more enjoyable and rewarding experience for 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 interaction, use of faculty and staff, and creative publicity.  Know that people are 
not necessarily coming to you.  Imagine if the BGSU football team recruited by hanging up fliers and sending out some 
messages via the marketing listproc.  They probably would not have a very good team! 
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Recruitment Should be Systematic 
It must be organized, logical, well timed, and efficient.  Plan for fall recruitment in the spring and for spring recruitment 
by November. 
 
Recruitment Should be Specific 
Identify a target group.  Identify needs and motivation.  Know what you have to offer. 
 
Recruitment Should be Meaningful 
It should fulfill the needs of the members as well as the organization. 
 
Recruitment Should be Year Round 
It does not end after an increase in committee attendance has been accomplished.  Recruitment must be continuous. 
 
Remember this simple five-step process when recruiting. 
1.  Meet a person. 
2.  Be intentional and genuine in forming a friendship with the person. 
3.  Introduce the person to your friends in the organization. 
4.  Introduce the person to the organization. 
5.  Ask the person to join the organization. 
 
PLANNING A RETREAT 
 
Why Should an Organization Have a Retreat? 
Organization retreats enable student organizations to briefly get away from the distractions of work and school to focus on 
the needs and goals of the organization and the individual members of the organization.  Planning for the future will 
enable an organization to operate more efficiently and 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 
 
Selecting a Facility: On Campus or Off Campus 
·  Purpose of the retreat and importance of setting and environment. 
·  Location convenience and needs of the organization. 
·  Some inexpensive alternatives include meeting rooms on campus and local churches. 
·  When looking for an off campus retreat location, consider nearby summer camps, state parks, or hotels with meeting 

rooms. 
·  Be sure to check availability, accessibility, and accommodation.  Do not forget about costs and contracts. 
 
Transportation 
If the event is off campus, members should be provided with adequate and safe transportation. 
 
Food and Drink 
Before deciding on a menu, consider cost, cooking facilities, dietary considerations, preparation time. 
 
Selecting the Best Format 
·  Create an agenda complete with a backup plan. 
·  Workshops presented by an “expert.”  Examples include advertising, program planning, fundraising, goal setting, etc. 
·  Experiential exercises: teambuilding, brainstorming, communication skills, ropes course, etc. 
·  Recreational exercises: softball, capture the flag, basketball, volleyball, etc. 
 
Selecting the Facilitators and Presenters 
Organization officers, members, faculty advisors, peers, alumni members, University staff or faculty all are excellent 
candidates to facilitate the retreat.  It is often recommended that organizations utilize an outside facilitator that is not as 
familiar with the organization. 
 
Planning the Retreat 
Have members sign up to participate on committees.  Remember, people support what they help to create.  Suggested 
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 resource library) 
·  Exclamation Points 
·  Faculty/Staff Advisor 
·  Alumni 
·  University staff and faculty 
 
Evaluating the Retreat 
Create an evaluation form.  Ask members what they thought of the experience.  What would they change?  What would 
they keep the same?  What did they learn?  Rate the content, 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 Union parking lot at 8:00am on Saturday, February 28.  We will  
  return to campus at 5:00pm on Sunday, March 1. 
 
  Agenda:  Day One 
  8:00am  Depart Bowen-Thompson Student Union Parking Lot 
  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 
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GROUP DYNAMICS 
 
By understanding the stages of group development, leaders can assess the needs, plan future directions, and address both 
the groups’ and the individual’s needs.  Understanding group development aids leaders in determining realistic 
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 resolved in order for the group to move to the next stage. 

- Thematic 
 Each stage is characterized by two dominant themes; one reflecting the task dimension and one reflecting the 
 relationship dimension. 
 
The four sequential stages of how a group relates and becomes united are forming, storming, norming, and performing. 
 
Initial Stage: Forming 
·  Task behavior is an attempt to become oriented to the goals and procedures of the group. 
·  Information is critical at this stage. 
·  Relationship issues and concerns can be sped up by making leadership roles clear and getting the group members 

acquainted with each other. 
 
Ex:  If a group is in this stage, make sure to include a lot of icebreakers/teambuilders and social mixers to get people 
acquainted with one another. 
 
Second Stage: Storming 
·  Involves resistance to task demands and hostility in relationships. 
·  Members challenge the group’s leadership. 
·  Excessive storming leads to anxiety and tensions whereas suppressed storming leads to resentment and bitterness. 
·  Conflict resolution is often the goal, but learning conflict management is just as important because as new situations 

develop, the group may briefly return to this stage. 
 
Ex: Have the members write down their frustrations with the group on paper.  Then have them tear their papers up and 
start off fresh and new without dwelling in the past.  Perhaps you could contact someone who specializes in conflict 
mediation and hold a session with them. 
 
Third Stage: Norming 
·  Characterized by cooperation. 
·  Task themes include communication and expression while cohesion is the relationship theme. 
·  Team building efforts increase unity and increase shared responsibility. 
 
Ex: Group think may be common in this stage.  Having members challenge the process and ask questions should be 
encouraged. 
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Fourth Stage: Performing  
·  Encourages cooperation. 
·  Task theme is problem solving and the relationship theme is interdependence. 
·  At this stage, the group is functioning efficiently to achieve group goals. 
·  Group members assume roles that are necessary to achieve goals, learning independence with dependence. 
·  It is beneficial to encourage a continued developmental theme for the group to stimulate problem solving. 
 
Ex: When the group is in this stage, it would be a good idea to plan a retreat.  This could be a time for setting new goals 
and encouraging members.  While some groups will try to jump from forming to performing immediately to 
accomplishing a task, others will consistently revert to storming.  The thing to remember is that the stages are sequential, 
and even if the group jumps around, the leader can still encourage and help the group no matter what stage the group is in.  
After determining what stage the group is in, it would be valuable and beneficial for the officers and advisor(s) to meet to 
make plans for group growth. 
 
Effective Group Practices 
·  Members do not ignore or ridicule seriously intended contributions. 
·  Members check to make sure they know what a speaker means before they agree or disagree. 
·  Each member speaks only for himself/herself and lets others speak for themselves. 
·  All contributions are seen as property of the group, to be used or not used as the group decides. 
·  All members participate, but in different and complementary tasks. 
·  Whenever the group senses it is having trouble getting work done, it tries to find out why and works to resolve the 

problem. 
·  People support what they help to create.  The group makes decisions together openly rather than by default. 
·  The group attempts to use consensus decision-making.  However, when a vote is taken and some members do not 

agree with the decision, it is important for all members to value the process, accept the decision, and recognize that 
their preferences may not always be selected. 

·  The group brings conflict into the open and deals with it. 
 
BASIC NEEDS OF PEOPLE IN GROUPS 
 
Leader!  If you want my loyalty, interest, and best efforts as a group member, you must remember that… 
 
·  I need a sense of belonging.  I want to feel like I belong, I need to know that no one objects to my presence and that I 

am sincerely welcome.  I also need to know that I am honestly needed for my total self and not just for my hands, my 
money, etc. 

·  I need to have a part in planning the group goal.  My need will be satisfied only when I feel that my ideas have had a 
fair hearing.  My involvement leads to an investment of interest, time, and responsibility on my part.  I can become a 
resource to others by sharing my ideas and vice versa. 

·  I need to feel that the goals are within reach and that they make sense to me. 
·  I need to feel that what I am doing contributes to human welfare – that its value extends beyond the group itself; that I 

am doing something for others. 
·  I need to participate in making the rules of the group – the rules by which together we shall live and work toward our 

goals. 
·  I need to know in some clear detail just what is expected of me so that I can work confidently. 
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·  I need to have responsibilities that challenge, that are within range of my abilities, and that contribute toward reaching 
our goals. 

·  I need to see that progress is being made toward the goal we have set. 
·  I need to be informed. 
·  I need to have confidence in our leader – confidence based upon assurance of consistent fair treatment, recognition 

when it is due, and trust that loyalty will bring increased 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 personally and professionally grow.  
·  I need to use work and leisure time effectively. 
·  I need a “communicative” environment.  This environment includes trusting, caring, and listening for understanding. 
 
HOW TO RECOGNIZE AND REWARD MEMBERS 
 
Recognition of members is an important factor in boosting the enthusiasm, dedication, and motivation of members.  
Without the numerous members that have chosen to join the organization throughout the years, the organization would not 
exist.  It is the members that make the organization possible.  Membership recognition should be an integral part of an 
organization. 
 
The following are some recognition guidelines.  Please do not limit yourself to these.  Look at all of the possibilities 
available for acknowledging members. 
 
What to Recognize 
·  Too often success is all that is recognized.  Risk taking should also be recognized, even if the effort is not 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 organization 
·  Peers, fellow students, other student organizations 
·  Anyone connected with the organization or who has helped the organization 
 
Recognition needs to be genuine and timely.  Also, remember that little or insignificant things do not need to be 
recognized because then recognition loses its effectiveness. 
 
MOTIVATION 
 
Ten Commandments of Motivation 
·  Share responsibility, remembering that as you take credit for the success, you must also share the failure. 
·  Understand that as a leader you can give authority and allow others to contribute to their own success as well as your 

success. 
·  Constantly remind yourself that only through participation can others make their jobs meaningful. 
·  Communicate the why as well as the what to insure that understanding and cooperation become a habit. 
·  Evaluate accomplishments on the basis of the results achieved rather than on the activities engaged in. 
·  Sincerely be humble, knowing that most people would rather succeed than fail at their jobs. 
·  Seek always to set a good example, and through expecting good performance you will reap great rewards. 
·  Force yourself to set goals and priorities for your job so others can build their goals toward these. 
·  Be objective, fair and honest in your actions and deeds, realizing the mantle of leadership is yours. 
·  Light the way for change, knowing that putting yourself in the other person’s shoes is the greatest gift of a leader. 
 
 
 
 
 



 
 
 

1001 East Wooster Street 
222 Saddlemire Student Services at Conklin 

Bowling Green, Ohio  43403-0160 
phone 419-372-2011 

fax 419-372-0477 
www.bgsu.edu 

 

 
 

  
 Office of Residence Life/Greek Affairs 

Division of Student Affairs 
 
 
 

The GRAPE Theory of Motivation  
Growth – Being able to increase one’s skills and competencies; performing new or more complex tasks; participating in 
training programs. 
 
Recognition – Promotion within the organization and when appropriate; praise for achievements; feedback (both positive 
and constructive criticism); receiving an award; printed reference to an individual’s activities; being “listened to.” 
 
Achievement – The opportunity to solve a problem; to see the results of one’s efforts; to reach goals that one has 
established to create a “whole” tangible product. 
 
Participation – Involvement in the organizational decision-making, planning, and scheduling one’s own work, and 
controlling one’s own work activities. 
 
Enjoyment – Having fun in a warm, friendly, and supportive environment. 
 
Motivation may be one of the most difficult tasks a leader faces.  Some days it seems hard enough to get yourself 
enthused and excited about the group’s meeting or activity, but as a leader, it is your responsibility to motivate 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 their own best ideas 
·  Use every opportunity to build a member’s sense of importance 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 meetings to encourage participation 
·  Help others think better of themselves throughout the activity 
·  Encourage shy members to participate and speak up 
·  Express it to the group 
·  Make the members want to do things – inspiration, incentive, recognition 
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·  Get to know members and determine how they want to be acknowledged, recognized, and utilized 
·  Show interest in and appreciation for others 
·  Let members know your plan, even at the early stages 
·  Delegate responsibility for details to members 
·  Make your wishes known by suggestion or request 
·  When you make a request or suggestion, be sure to explain your reasons for it 
·  Show members you have confidence in them and expect them to do their best 
·  Ask members for their counsel and help 
·  If an idea is adopted or rejected, tell the originator why 
·  Share your goals, sense of direction, and provide something to strive for and achieve 
·  Keep members informed on matters affecting them 
·  Give members a chance to take part in decisions, particularly those that impact them 
·  Utilize small groups and place members on committees that interest them 
·  Continue to reassess members’ needs and provide new challenges 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 sense of belonging to a group 
·  Provide a valuable learning experience as a result of the activity 
·  Help others think better of themselves throughout the activity 
·  Remember to express your appreciation to your members 
·  Be open to feedback, both positive and negative, from members 
·  Always remember, people support what they help to create 
 
Adapted from LeaderBits, the University of Kansas, Dr. Sara Boatman’s GRAPE Theory of Motivation, and John K. 
Trocke’s Ten Commandments of Motivation. 
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DELEGATION 
 
Delegation is… 

the process of entrusting part of the work of programs and administrative assignment to others. 
 
Why Don’t I Delegate Better? 
·  I can do it better myself. 
·  I cannot trust my committee workers. 
·  I am reluctant to take a risk. 
·  I do not have time to involve others. 
·  I cannot delegate something I do not know how to do myself. 
·  I feel my workers resent being followed up on in their work. 
·  I cannot bring myself to delegating “busy work.” 
·  I cannot delegate to my friends. 
·  Everyone is already busy. 
 
Why 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 It: 
·  Provides more opportunities for people to be actively involved. 
·  Distributes workload. 
·  Motivates members by giving them value and importance. 
·  Helps organizations run more smoothly. 
 
What and When to Delegate  
·  Tasks and responsibilities that keep repeating themselves. 
·  Decisions that are made frequently. 
·  Details that take up large chunks of time. 
·  When someone has particular qualifications that would match the task. 
·  When someone expresses interest in the task. 
·  When you already have designated committees to handle those responsibilities. 
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What and When Not to Delegate: 
·  Situations that require a change in someone’s behavior. 
·  A decision that involves someone else’s moral. 
·  The ‘hot potato”, or a difficult situation 
·  Something that is complex and is the responsibility of the leader. 
·  Something you would not be willing to do (the menial work). 
 
Methods for Delegating: 
·  Ask for volunteers – interest and belief in someone is one of the greatest motivators for success. 
·  Suggest or encourage someone who would be good at the task.  Silence in response to a request for volunteers does 

NOT necessarily mean a lack of interest.  Often, a person will not volunteer because she/he lacks self-confidence or 
has not given it much consideration. 

·  Specifically ask someone.  The person can always decline. 
·  Spread the fun and responsibility around – good jobs give people status and value.  Make sure the same people do not 

always get the good tasks. 
 
Guidelines for Effective Delegation: 
·  Plan before you delegate.  Determining what can be delegated is often complicated, but use an 80 percent rule.  No 

one can do the job as well as you (or so you think), so delegate when the job can be completed to 80 percent of your 
satisfaction.  Critical issues may demand your personal attention, but everything is not critical.  As B. Eugene 
Griessman says in “Time Tactics of Very Successful People”: “You should do only that which only you can do!” 

·  Decide to whom to delegate.  This is either someone who can do the job now or someone you are willing to train so 
they ultimately can take responsibility.  Do not delegate to someone just because they happen to be close at hand.  Do 
not skip levels without checking with a person’s supervisor.  Decide whether the person needs coaching.  Consider his 
abilities, experience, and degree of willingness. 

·  Communicate the delegation in writing.  Tailor the task to the individual.  Back up the oral presentation and avoid the 
“I did not know” syndrome.  Resolve deadline or priority conflicts immediately. 

·  Follow  up.  Use your personal organizer to remind you when the task is due.  Leave no doubt as to what you expect 
to be achieved by the review or completion date.  Resist the tendency to let jobs be delegated back to you. 

·  Reward successful completion.  Praise is often the most effective reward.  Send a thank-you note for a job well done.  
For unsuccessful or partly successful assignments, review the errors and keep a positive approach to future ones.  
Remember to praise in public and correct in private. 

·  Choose the appropriate people by interviewing and placing your members carefully.  Consider their time, interest, and 
capabilities.  Specific responsibilities to be delegated to a particular person must be appropriate for the growth or 
developmental needs of that person at the time. 

·  Explain why the person(s) was (were) selected for the task. 
·  Delegate segments that make sense; not bits and pieces of a task. 
·  Discuss the task at hand.  Discuss ideas; mutually set possible goals and objectives.  Whenever possible, give those 

who will be responsible for carrying out a program a voice in the decision-making.  Do not lower standards; Do not 
insult people! 

·  Define clearly the responsibilities being delegated to each person.  Explain what is expected of the person(s) and what 
the bounds of authority are.  Be sure agreement is reached as to areas where the person can function freely. 

·  Give accurate and honest feedback.  People want to know how they are doing and they deserve to know.  This is both 
an opportunity for complimenting work and encouraging growth.  Allow for risk-taking and mistakes. 
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·  Support your officers and chairpersons by sharing information, knowledge, and plans with them.  It is incredible how 
many errors are made simply because of lack of information and communication.  Share their failures as well as 
successes. 

·  Really delegate.  Most responsible people do not appreciate someone looking over their shoulder or taking parts of 
their assignment before they have a chance to do it.  As the leader, it is hard for you to let go.  Delegating does not 
eliminate work; it simply changes it.  As you delegate appropriately, a multiplier effect occurs; the time spent doing a 
job can be spent enabling others to do numerous jobs. 

 
Just remember… The person who insists on doing him/herself what could have been done through others is wasting 
valuable time.  Can you afford it?  If you do the whole thing yourself, you are insuring that the next time you will have no 
choice but to do it again, since no one else learned how. 
 
BRAINSTORMING 
 
·  Be creative and refrain from criticizing ideas. 
·  Visualize the extreme opposite of the situation.  If you are trying to find a way to get into something, picture instead 

ways to get out. 
·  Look at the space around the problem rather than the problem itself.  If a committee member is no longer contributing 

like they used to, analyze their behavior in the context of their larger life. 
·  Reverse the objective.  If you have a high group turnover and want to change that, look at ways to encourage turnover.  

Identify behaviors of turnover and what you can do to encourage it.  Then you have developed a list of things you can 
work to change. 

·  Assume that all of your information is wrong – that nothing is, as it appears to be – that fact is fiction and fiction is 
fact.  Challenge your working assumptions by trying the opposite. 

·  Try something new.  Do something you have never done before.  The more alien to you, your way of life and your 
work habits, the better. 

·  Brag.  You might discover some hidden talents or desires by forgetting modesty and humility for a short period of 
time and allowing yourself to brag about your abilities; they are usually much greater than you allow yourself to 
believe. 

·  If you always manage to keep a stiff upper lip or carry on cheerfully in the fact of all adversities, change.  Admitting 
your concern will help others understand there is a problem.  Making it worse than it is might excite you to do some 
creative problem solving and to exert effort to save the day. 

·  Reverse the physical characteristics of every object and person in the problem.  Alter sizes, colors, density, capacity, 
purpose, weight, flexibility and priority. 

·  Expect the unexpected. 
·  Be someone else.  Put yourself in another person’s shoes to gain a perspective on why they are as they are. 
·  Encourage everyone to talk about anything and everything that comes to their mind.  Preface the discussion by saying 

that there are no stupid questions. 
·  Make connections with the brainstorming.  For example, if two people have made similar suggestions, connect them 

somehow. 
·  Webstorm.  Pick a subject and then branch off of it so that is resembles a spider web. 
 
Adapted from Whole Brain Thinking by Jacqueln Wonder & Priscilla Donovan, pp. 102 - 105.  
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GUIDELINES FOR EFFECTIVE LISTENING 
 
·  Be an active listener.  Give nonverbal cues (such as nodding your head and eye contact) to the person speaking so that 

he/she knows he/she has your undivided attention.  Respond to what the other person has said.  Ask questions of the 
speaker by paraphrasing what he/she has told you.  Avoid interrupting.  Let the other person finish speaking while you 
listen for details instead of just waiting to get your point across. 

·  Be open-minded.  This means being flexible and willing to change your ideas.  Do not assume you have all the 
information and facts you need, especially when the other person has not finished his/her story.  The other person may 
know something you do not. 

·  Judge content, not delivery.  Even if a person stutters and stammers, the content of his/her message might be valuable. 
·  Avoid getting angry just because the other person’s ideas are not in agreement with yours. 
·  Find out why another person holds opinions and how they came to believe certain ideas and came to specific 

conclusions. 
·  Show that you are sympathetic by recognizing the other person’s feelings and concerns. 
·  Listen for key ideas.  Facts serve as documentation for ideas of broader significance. 
·  Work at listening.  Expend effort to concentrate upon what the speaker is saying.  Establish eye contact, and attempt 

not to drift off while a person is trying to get a message across to you. 
·  Resist external distractions.  Aside from distractions inside your head, external distractions also have to be resisted. 
·  Capitalize upon thought speed.  The average rate of speech is 125 words a minute (for English).  We think and 

therefore listen, at almost four times that speed.  Be careful not to let your mind wander while you are waiting for the 
person’s next thought. 

·  Check to be sure you understand the language used. 
·  Check to be sure everyone involved in the situation is clear on agreements made. 
·  “Seek first to understand, then to be understood.” (Covey, 1989) 
 
GOAL SETTING AND ACTION PLANNING 
 
Goals 
Goals are plans for the future.  They outline where you want to go and are your direction for the year.  They state what 
your group wishes to accomplish.  Goals should be evaluated and changed from time to time. 
 
Why Set Goals? 
·  To give direction, provide a course of action for your group 
·  To motivate members 
·  To clarify and communicate what your group is striving for 
·  To define your group 
·  To provide a basis for measurement of success and accomplishments 
·  To save time by allowing your group to plan and prepare for the future 
·  To become more aware of problems in time to develop solutions 
 
Objectives 
Objectives are descriptions of exactly what is to be done, which are derived from your goals.  They are clear, specific 
statements of measurable tasks that will be accomplished as steps toward achieving your goals.  Objectives are short-term 
and have deadlines.  Each goal may have a number of objectives. 
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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. 

2.  Choose from the list those goals to focus on for the coming year. 
3.  Prioritize the chosen goals. 
4.  Break each goal into the steps necessary to reach it. 

·  Many groups fail to reach their goals because they do not follow through with the action stages of goal 
setting. 

5.  Move into action and begin working on each step necessary 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, money, materials)? 
·  Who will carry it through? 
·  When will it be accomplished? 
·  What results are expected and how will they be measured? 

6.  Continually evaluate your progress. 
7.  Be flexible; realize that your goals might change to meet new circumstances. 
 
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 goal becomes written, it becomes concrete, 
tangible, and easy to focus on.  Deadlines produce a target and can provide a sense of achievement when met. 
 
Ownership – The serious effort needed to achieve most goals is difficult to muster if the goal is not “right” nor owned by 
the individual or group. 
 
Realistic Goals – Goals should challenge and stretch the individual or group, and not become a constant source of 
frustration.  One should consider past performance and available resources in setting goals. 
 
Positive Attitude – State goals in positive terms.  Not achieving a goal should not imply failure.  A positive environment 
encourages goal achievement. 
 
Support – Asking for help is a means of utilizing resources available.  Accepting help can assist an individual in being 
successful. 
 
Planning – Consideration of potential problems will help in making decisions concerning how a goal might be achieved.  
Account for the reactions of others indirectly involved with an individual’s plans. 
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ATTRIBUTES THAT HINDER GOAL ACHIEVEMENT 
 
Rigidity – It is clinging to a goal not possible or practical – using its pursuit as an excuse for not working on realistic 
goals. 
 
General, Unwritten Goals – This shows evidence of a lack of commitment to goal achievement.  Most goals are not 
realized without a written plan. 
 
Pleasing Them – Setting goals to please others and trying to meet their expectations rarely works. 
 
Unrealistic Goals – Failure can be ensured by asking too much of oneself.  A destructive pattern of behavior could result 
that is difficult to recover from. 
 
Negatives – Stating goals in negative terms cannot result in accomplishment.  Avoiding tasks because of fear of failure 
will not challenge an individual.  Dwelling on what one cannot do detracts from what one can do. 
 
Seeking Disapproval – Sharing ideas with people who will ridicule one’s goals is not smart or productive. 
 
Ambling Along – Letting life happen rather than crafting the destination.  “If you do not know where you are going, how 
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 organized to work together to achieve a specific common goal. 
 
Teams Do the Following:  
·  Teams develop clearly defined roles, duties, and responsibilities. 
·  Teams have clearly defined rules and expectations for team operation. 
·  Teams develop clear and well-defined goals. 
·  Teams have coordinated and collaborative methods for accomplishing the work. 
 
Characteristics of an Effective Team 
A clear, elevating goal 
Have a goal that is clear and motivates members to do the best for the team. 
 
A results-driven structure 
Have a clear sense about the roles and responsibilities of each team member. 
 
Competent team members 
Team members need to be adequately trained and assigned to 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 members of the University community and remember to recognize all 
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 rules and standards. 
·  Identify barriers that keep the group from achieving its 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 problems. 
 
Elaborator 
Provides examples based on his or her own experiences with a possible solution to a problem. 
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Coordinator 
Tries to clarify relationships among ideas and suggestions provided. 
 
Orienteer 
Summarizes what has occurred and tries to keep group focused. 
 
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’ suggestions and ideas. 
 
Harmonizer 
Mediates disagreements. 
 
Compromiser 
Attempts to resolve conflicts by reaching an acceptable decision among the group. 
 
Gatekeeper/Expediter 
Encourages less talkative group members to participate and limits lengthy contributions of over-eager group members. 
 
Standard Setter 
Helps to set standards and goals. 
 
Group Observer 
Keeps records of the groups process and evaluates it. 
 
Follower 
Goes along with suggestions and ideas of group members. 
 
Individual Roles 
Aggressor 
Destroys or deflates status of others, tries to take credit for others’ contributions. 
 
Blocker 
Negative, stubborn, and disagreeable to others. 
 
Recognition Seeker 
Seeks the spotlight through boasting own achievements. 



 
 
 

1001 East Wooster Street 
222 Saddlemire Student Services at Conklin 

Bowling Green, Ohio  43403-0160 
phone 419-372-2011 

fax 419-372-0477 
www.bgsu.edu 

 

 
 

  
 Office of Residence Life/Greek Affairs 

Division of Student Affairs 
 
 
 

 
Self-Confessor 
Use group as audience to report personal slights, feelings, etc. 
 
Playboy 
Cynical, nonchalant member who does not really care about the group or their involvement in it. 
 
Dominator 
Asserts authority by manipulating group members or attempting to take over, uses flattery or assertive behavior to 
dominate situations. 
 
Understanding group roles helps you to be a more productive member of your organization.  When you understand how 
you act and realize why some act other ways, it can help you to understand how to address other peoples’ styles.  
Individual roles obviously take away from the team, but if a team is not working well we often take on those roles.  By 
taking on roles that promote teambuilding, it may save your team! 
 
Types of Power 
There are five types of power.  Each has different influential factors: 
 
Legitimate Power 
Being elected, appointed, or selected to lead a group. 
 
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 in achieving group success as each organizational member should assess 
their motivation and use of power to effectively help or hinder a group. 
 
If you are interested in specific teambuilding activities for your organization, stop by the Office of Campus Involvement 
and take a look at the resource library. 
 
Handout created from notes compiled from Communicating in Small Groups:  Principles and Practices By 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 interaction among members.  They are particularly useful in the initial stages 
of group development, but can be effective in later stages to challenge assumptions, break up cliques, and deal with 
problems.  At the conclusion of each icebreaker, there should be time given for discussion of the benefits to the group. 
 
There are hundreds of ways to “break the ice”. Here are just a few ideas. 
 
STAGE 1:  GETTNG TO KNOW YOU 
 
At this stage, group members know very little about each other.  Focus on names and low-risk disclosure. 
 
M&Ms:   Pass around a bag of M&M candies and have everyone take some.  Each person must tell one thing about him or 
herself for each piece of candy taken (can also be done with a roll of toilet paper and the number of squares taken). 
 
Name Game:  State your name and some bit of information and repeat this information about each person preceding you. 
 
Grab Bag:  Pull out an object from a bag and explain how you are similar to it. 
 
Make “Do-It-Yourself” Nametags or Inside/Outside:  Use a paper bag and magazines; cut out things describing how 
others see you (outside) and how you really are (for inside of bag). 
 
Matched Pairs:  Tape the name of one member of a famous pair to each 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 “has lived in a foreign country”, “owns a pair of cowboy boots”, 
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 relationships are formed and group roles are established.  Focus on getting 
to know what each member is feeling. 
 
Continuum:   State a value and have participants share where they are on a scale of 1 to 10 (e.g., “Honesty is important” 
or “this group is my #1 priority”; 1=disagree, 10=agree).  Be careful to make sure group members do not judge each 
other’s answers as good/bad, right/wrong. 
 
Gift Game:  Have each member tell what gift he/she would give each 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 k, etc.) 
 
Set Group Goals and Expectations 
 
STAGE 3:  BEGINNING TO WORK 
 
Group moves toward cooperation and better communication. 
 
Positive Bombardment:  One member sits in the middle of circle while other members say positive things about him/her 
 
Pat on the Back:  Members write positive things about other members on “post-it notes” and put them on each other’s 
backs. 
 
Group Consensus Activities 
 
Personal Shields/Coat of Arms: Organization members draw a crest and design the crest with photos, symbols, and/or 
words to best reflect who he/she is. 
 
STAGE 4:  WORKING TOGETHER 
 
The group focuses on problem solving, interdependence, and reaching goals. 
 
Murder Mystery exercises, etc. where the group has to work together to find the solution. 
 
Role-playing:  Members take on roles other than their own (leader, follower, tension-breaker, etc.) and work together to 
reach a goal. 
 
“I Wish I Could...”:   Members share skills they wish to develop and how others 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 I Care About  it as a Member of an Organization? 
Managing time means investing time into deciding what you want out of life, including what you want out of being a 
member of an organization.  This concept of managing time assumes that you have clearly focused values and goals for 
your work, family, studies, social activities, and most important, yourself. 
 
How Well Do You Manage Your Time? 
·  Do you prioritize things from most important to least important? 
·  Do you accomplish what needs to get done during the day? 
·  Are your assignments always turned in on time? 
·  Do you use your free time efficiently? 
·  Do you tackle difficult and unpleasant tasks without procrastinating? 
·  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 daily tasks? 
·  Do you spend too much time on trivial matters? 
·  Do you wake up in the morning ready to tackle the tasks of the day? 
 
Tips to Help You Manage Your Time 
Plan – Start each day by making a general schedule with specific emphasis on one or two thing you would like to 
accomplish including things that will achieve long-term goals.  The more time you spend planning a project, the less time 
you spend running around at the last minute.  Use a calendar.  Analyze tasks and break them down into manageable parts. 
 
Take Breaks – Working for long periods of time can decrease energy, as well as increase stress, tension, and boredom.  
Switching from a mental task to a physical task can provide relief.  Merely resting can also increase your efficiency, 
reduce tension, and most importantly, benefit your health. 
 
Avoid Clutter – In most cases, clutter can hinder concentration and cause frustration and tension.  When you find your 
desk becoming chaotic, take time to organize.  Remember you can only effectively work on one thing at a time, so 
concentrate all of your efforts on the most important one.  Clearing or organizing your desk nightly should be a standard 
practice. 
 
Avoid Perfection – There is a difference between striving for excellence and for perfection; the first being attitude, 
gratifying and healthy, while the second is often unattainable and frustrating. 
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Learn to say “NO” – Learn to decline, tactfully yet firmly, requests that do not fit with your goals.  If you explain that 
your motivation is not to get out of work, but to save time to do a better job on the really important things, you will have a 
good chance of avoiding unproductive tasks. 
 
Do Not Procrastinate – Decide to change habits immediately, but do not take on too much too quickly. 
 
Delete Time Wasting Activities and Habits – If you are wasting your time in activities that bore you, divert you from your 
real goals, and sap your energy, make changes in a positive direction or delete them from your schedule. 
 
Delegate – Learn to delegate the challenging and rewarding tasks, along with sufficient authority to make decisions. 
 
Avoid the Workaholic Syndrome – Do not let work interfere with the really important things such as family, friends, and 
enjoyment. 
 
OVERCOMING PROCRASTINATION 
 
Procrastinators Have…  
·  Emotional blocks – erroneous beliefs, fears, superhuman 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 schedule.  You neglect recreation, sleep, and exercise.  You are 

fatigued in mind and body when you finally sit down to study.  You think something is wrong with you when you 
become unfocused.  Pacing yourself so that you can finish your homework and studies is important. 

·  Erroneous Belief – Do you believe that learning is easy?  That smart people do not have to study?  Learning anything 
new takes time and effort. 

·  Fear of Failure – You fear you will not measure up.  This is realistic.  Everyone has fallen short many times.  To 
manage fear: 

1. Do not deny it, face it. 
2. Separate information about your performance from your feelings or ideas of self- worth.  Information 

tells you how to improve; it does not say anything about whether you are an okay person.  This is the 
secret of professionals.  They learn to judge feedback as information, not as an indictment of their 
person.  Professionals use information to improve and to grow. 
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3. Set realistic expectations for yourself.  Think in terms of small steps.  Do not let a big project 
overwhelm you.  Break it down and start, one step at a time. 

·  Loss of Control – It is easy to feel that you have no control over your daily life.  Manage feelings of loss of control 
by: 

1. Analyzing what you tell yourself. 
2. Becoming a lawyer for the defense and arguing with yourself about unrealistic, unconscious demands. 
3. Replacing unrealistic, negative self-talk with realistic, positive statements. 

 
Bad Habits 
·  Letting Time Slide By – Do you set a time to study or work on a project and mark it on your calendar?  Do you make 

daily “to do” lists? 
·  Fooling Around – Do you have a habit of planning your time, or do you fool around? 
·  Misjudging Time – Do you assume that you can rip through a project in no time at all, and therefore, wait until the 

last minute to start?  Is starting too late a habit for you? 
·  Complaining – Do you habitually complain about everything you have to do?  Some of us do it to get sympathy, but a 

lot of us do it because everybody else does.  The problem is that this thinking reduces our motivation and makes it 
harder to get to work. 

 
Solutions to Procrastination 
·  Start Projects with Positive Thoughts – Whenever you begin a project, think positively about overall goals. 
·  Develop a Routine – Whenever you begin a new project, be it planning a major event or studying for a class, you 

should have a routine.  Some people begin study sessions by reviewing their previous days’ class notes; others use 
tricks like “putting on a thinking cap.”  Remember, the purpose is to form positive habits that dominate those first few 
minutes and create a bridge that carries you into the project. 

·  Set a Specific Goal – Having a specific goal makes it easier to get right to work on a project.  Try setting a goal that 
can be accomplished in twenty minutes and then give yourself a stretch break or reward yourself in some way. 

·  Do Not Stop Without a Fight – If you do have a problem getting into a project, tell yourself that you will try for ten 
more minutes, and only then will you stop.  Typically, you can get into it during that time.  If you find that you are 
having “one of those days” and you really cannot concentrate, then do something else, but not before you select 
another time to work on the project. 

·  Pat Yourself on the Back – When you have accomplished your goal, acknowledge the good you have done.  Make 
positive and realistic statements about your accomplishments. 

 
Adapted from Tip Sheet No. 19, Overcoming Procrastination, Division of Student Services, Taggart Student Center, 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 indicate which is more important. 
·  Do each duty in order of its assigned importance. 
·  Do not go on to the next one until the preceding duty is completed or when you have done as much as you could for 

the present period of time. 
·  Any uncompleted duties at the end of the day become top priority for the next day. 
·  Add to the list. 
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CLOSURE 
 
Don’t be dismayed at goodbyes.  A farewell is necessary before you can meet again.  And meeting again, after moments 
or lifetimes, is certain for those who are friends.  
 - Richard Bach 
 
The year passes so quickly and all of the sudden it is time to say good-bye to the friends made in an organization and to 
recognize the year’s activities.  It is often easy to forget about “closing out” the year. Organization officers and other 
leaders should work to find a way to end the year smoothly.  The following are some ideas for an easier and more 
memorable “good-bye” as well as celebrating the group’s accomplishments. 
 
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, mug, picture in a frame, etc. 
·  Make a scrapbook highlighting the past year’s events 
·  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 resumes 
·  Share three things you will miss about each person in the group 
·  Have a retreat with the new officers to share evaluations of the year, answer questions, review the organization’s 

mission and purpose, and give advice 
·  Make “credit cards” for each member (cards that list the good qualities or skills each person has – Ex: I give you 

credit for being a great organizer and for being the peace maker during meetings.) 
·  Share one thing you learned from being a member of the group 
·  Create an address book and include everyone’s summer address – photocopy for all 
·  Have a candle pass by forming a circle and whoever gets the candle has an opportunity to talk about what the 

organization and/or individual member means to him/her 
·  Have one final meeting to send off members who are not returning next semester.  Put post-its on those members’ 

backs and have everyone else write why they are special by including their strengths. 
 
In conclusion, it is important to say good-bye or end the year on a celebratory note.  Keep in mind that not everyone in 
your group will like sentimental activities, so take their feelings into consideration before planning any 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 organizational knowledge.  Organizations will not need to reinvent the wheel 

each year but instead build on previous year goals and accomplishments. 
·  Helps to minimize the confusion that occurs with the “Changing of the Guard.”  While new officers try to figure out 

what is going on, precious time can be lost to the organization.  This time lag effects the whole membership and 
definitely diminishes the group’s ability to accomplish tasks or goals. 

·  The process of a formal transition can give the outgoing leaders a sense of having completed their jobs; a sense of 
closure. 

·  Leadership transition ensures that the valuable contributions of the experienced leaders will be utilized. 
·  The shared information and knowledge helps the new leadership have more confidence, experience, and skills to be 

more effective in their roles. 
·  Opportunity for the newly elected leaders to learn from others and potentially avoid some challenges or problems. 
·  Provides an opportunity to build on successes of groups. 
 
When to Start a Transition 
·  Begin early in the year to identify emerging leaders in the organization. 
·  Encourage these potential leaders by developing personal contact, helping them to develop skills, delegating 

responsibilities to them, sharing with them the benefits of leadership, clarifying job responsibilities, letting them know 
that transition will be orderly and thorough, and modeling an effective leadership style. 

·  When new officers have been elected, orient them together as a group with all of the outgoing officers.  This gives the 
new officers an opportunity to understand each other’s roles and to start building their team.  In most cases, individual 
officers may also need to meet with their predecessor for detailed information. 

·  Transfer knowledge, information, and materials necessary for the new leadership to be successful. 
 
Transition Checklist 
 
_____  Complete an end of semester report handout that includes the following statements: 

·  List other officers/chairpersons with whom you worked and the projects involved. 
·  List specific successes realized during your term in office and the reasons for their success. 
·  List any problems or disappointments you encountered as part of your office and suggest ways of avoiding or 

correcting them. 
·  List supplemental materials or sources of information you found most helpful. 
·  Include specific alumni, or faculty/staff contacts, university/college officers, community resources, etc. 
·  Comment on the timetable applicable to your office.  Give suggestions for increasing efficiency and 

effectiveness. 
·  List any other suggestions you feel would be helpful to your successor in carrying out the responsibilities of 

this office. 
 

_____  Schedule a one-on-one meeting with your corresponding incoming officer. 
 
_____  Share with him/her effective leadership qualities and skills. 
 
_____  Share problems and helpful ideas, procedures, and recommendations. 
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_____  Write and share reports containing traditions, ideas  or completed projects, continuing  
 projects, and concerns or ideas never carried out. 
 
_____  Go through personal and organizational files together – clean out the appropriate files. 
 
_____  Acquaint new officers with physical environment, supplies, and equipment. 
 
_____  Introduce related personnel (advisors, contacts, etc.). 
 
_____  Let them know about important annual dates such as deadlines for paperwork, SBC  
 funding, national conventions, etc. 
 
_____  Update and organize officer notebook and explain the content to the new leader. 
 
_____  Explain the following documents or details that are important for their position: 

·  Constitution and by-laws 
·  Job description/role clarifications 
·  Organizational goals and objectives (including previous 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 office needs.  Explain to the officer how to get  
 supplies and where to get them. 
 
_____  Encourage them to keep all relevant information in 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-on-one meeting 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 during the first month in office. 
·  Set a time for outgoing officer to introduce new officer 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 meeting. 
·  Ensure that a meeting is effectively managed. 
 
Methods for Developing an Agenda 
One Person – The organization leader sits down and writes the agenda for the next meeting. 

Input from others – Written or verbal input from other members.  There are two ways this can be accomplished. 
·  The agenda is written by the leader and then the members are asked if there are other things that need to be added. 
·  The leader puts out a “Call for Agenda Items.”  Based on the topics submitted by members of the organization, 

the agenda is compiled.  The leader may also add items to the agenda. 

Executive Committee – The executive committee meets before the meeting to discuss and develop the items that will be 
on the agenda. 
 
Total Group – At the beginning of the meeting, the group determines the agenda for the meeting. 

Formats 
Formal or Standing – The main points stay the same from meeting to meeting. 
 
Informal or Flexible – The agenda may look different from meeting to meeting.  All important items will be discussed, but 
the format will be changed for the group’s development or need. 
 
Prioritized – A list of items to be dealt with, discussed, reported, or announced in order of importance. 
 
Timed – This method can be applied to previous formats.  It adds a time limit to each item. 
 
Descriptive – Gives plenty of information to the group so they can be more prepared for the meeting. 
 
Sample Agenda 
1. Call to 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 purpose, do not meet to just meet. 
·  Develop an agenda.  Distribute the agenda, background information, lengthy documents or other material before the 

meeting so that members can come prepared. 
·  Choose an appropriate meeting time.  Meetings too early or too late will not be productive.  Set a time limit and stick to 

it.  Members have other commitments.  They will be more likely to attend meetings if the meetings are productive, 
have a purpose, and are to the point. 

·  If possible, arrange the room so members face each other.  If the group is small, use a semi-circle or circle.  If the 
group is large, use U-shaped rows.  The leader will have better control if he/she is centrally located.  When reserving a 
room in the Bowen-Thompson Student Union, the Union staff will arrange the room as you request. 

·  Have a location that is suitable to the group’s size.  A small room with too many people gets stuffy and creates tension. 
·  Use visual aids for interest. 
·  Be sure everyone knows when and where the meeting will be held. 
 
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 reference and distribute to members. 
·  Listen when members are talking. 
·  Give recognition for accomplishments. 
 
Concluding the Meeting 
·  Summarize agreements reached at the end of the meeting. 
·  Follow-up assignments.  To help guarantee that action is taken on a decision, it is important to know:      

   Who is responsible for carrying out the decision? 
   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 impossible to cover every item on the agenda.  To avoid hasty decisions that may 
be regretted later, table unresolved issues until the next meeting. 

·  Plan the next meeting.  Set the date and time.  If possible, know the location for the next meeting. 

After the Meeting 
·  Write up and distribute minutes within two to three days. 
·  Discuss any problems during the meeting with officer(s) and advisor(s); brainstorm ideas for  
 improvements. 
·  Follow up on delegated tasks.  Make sure the person understands the responsibilities. 
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·  Give recognition and appreciation to excellent and timely progress. 
·  Put unfinished business on the agenda for the next meeting. 
·  Conduct a periodic evaluation of the meeting. 

Things to Watch Out For in a Meeting 
·  No clear, agreed upon agenda. 
·  Leaving the outcome of the meeting to fate.  A meeting must have a facilitator.  An identified facilitator will help 

make sure that the organization is making progress on identified goals. 
·  Meeting lacks purpose and structure.  Where does this meeting fit in the overall organization plan?  Take time for the 

planning process. 
·  Mixing purposes creates confusion and chaos. 
·  Too many agenda items.  Do not set your organization up for failure with too ambitious of an agenda. 
·  Shifting focus.  Stay on the same subject. 
·  Lack of visual helpers.  Find a way for participants to follow the subject as the meeting proceeds. 
·  Unclear or incomplete action items or descriptions.  Pin down the who, what, when, where, why, and how at the 

meeting. 
·  Missing key people. 
·  Meeting being dominated by one or two people. 
·  Not taking time to assure mutual understanding.  Learn the issues facing other members.  Explain your position. 
·  Uneven participation.  Varying levels of understanding. 
·  Premature motions.  Do not make a motion until the agenda item is adequately discussed and analyzed.  If you are 

unable to agree on the problem, you probably are unable to agree on the solution. 
 
PARLIAMENTARY PROCEDURE 
 
Parliamentary law has evolved as a set of procedures that protects the individual and the group in their exercise of free 
speech, free assembly, and the freedom to unite in organizations for the achievement of a common aim.  It is based on 
common sense and courtesy.  In order to conduct your organization’s business in an orderly and timely fashion, the 
following basic rules of procedure should be followed.  For specific questions on the more technical aspects of 
parliamentary law, refer to Robert’s Rules of Order – Newly Revised. 
 
Basic Principles of Parliamentary Procedure 
·  Only one subject may claim the attention of the assembly at one time. 
·  Each proposition presented for consideration is entitled to full and free debate. 
·  Every member has rights equal to every other member. 
·  The will of the majority must be carried out, and the rights of the minority must be preserved. 
·  The personality and desires of each member should be merged into the larger unit of the organization. 
 
Motions  
The proper way for an individual to propose that the group take a certain action is by “making a motion.”  The following 
is the process for handling a motion: 
1.  A member rises and addresses the presiding officer for 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 to the assembly. 
6.  The assembly can now discuss or debate the motion.  Only one person at a time may speak.    
     He/she must be recognized by the presiding officer to 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 frequently addresses the assembly. 
·  The presiding officer should try to alternate between those favoring and those opposing the motion. 

7.  The presiding officer takes the vote on the motion.  Voting can be done by voice, show of  
     hands, or balloting. 
8.  The presiding officer announces the results of the vote. 
9.  The floor is now open and another motion can be proposed. 
 
Amending a Motion 
The purpose of the motion “to amend” is to modify a motion that has already been presented in such a manner that it will 
be more satisfactory to the members.  Methods of amending: 
·  By addition or insertion – to add something to the motion which it did not contain. 
·  By elimination or by striking out – to subtract or eliminate something from a motion that was originally part of it. 
·  By substitution – this method is a combination of the first two methods, since in amending by substitution, something 

is stricken and something is inserted in its place.  The substitution portion may consist of a word, a phrase, a clause, or 
an entirely new motion. 

 
Types of Amendments 
·  Amendment of the First Rank – an amendment to the motion. 
·  Amendment of the Second Rank – an amendment to the amendment.  The amendment to the amendment must modify 

and relate directly to the amendment and not to the main motion, otherwise it is out of order. 
 
No amendment beyond that of second rank is possible.  It is never in order to propose more than one amendment of each 
rank at one time.  If one desires to amend two separate and unrelated parts of a motion, this must be done by two 
amendments of the first rank, and one must be voted upon before the other is proposed.  It is possible, however, to have a 
motion, one amendment to the motion (amendment of the first rank) and one amendment to the amendment (amendment 
of the second rank) before the assembly at once.  Until the amendment of the second rank has been voted upon, no other 
amendment of the second rank is in order.  Until the amendment of the first rank has been voted upon, no other 
amendment of the first rank can be proposed. 
 
Order of Voting on Amendments 
Amendments are voted upon in inverse order; that is, the one of second rank is voted on first. 
·  Discussion is held, and the vote is taken upon the amendment to the amendment (amendment of second rank). 
·  Discussion is called for, and the vote is taken upon the amendment to the motion (amendment of first rank) 
·  When the vote on this has been taken, discussion upon the original or main motion as amended is opened and when 

completed, a vote is taken upon it. 
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TIPS FOR PARTICIPATING IN A MEETING 
 

Before the Meeting 
·  Know the purpose of the meeting so you can determine how you can contribute to the meeting’s success. 
·  Review the agenda carefully.  It will acquaint you with the specific issues to be discussed. 
·  Ask questions before the meeting about anything you do not understand.  Questions show your concern for the 

success of the meeting. 
·  Research any available background information before the meeting so you can be a more valuable meeting member. 

During the Meeting 
·  Support the group’s efforts. 
·  Get involved in discussions.  Speak when you have something worthwhile to say  (but keep your remarks to the point 

and as brief as possible). 
·  Encourage others to stick to the issue. 
·  Be creative. 
·  Express your feelings.  Let others know how you feel about their ideas.  Be careful that your remarks do not become a 

personal attack. 
·  Share your thoughts.  Holding back when you have an idea robs the group of your knowledge.  It also prevents you 

from further developing your idea. 
·  Take notes.  Brief, accurate notes can be helpful during and after a meeting. 
·  Take a positive approach.  Keep an open mind.  When an organization member shares an idea, look for the value in 

that idea. 

Practice Good Meeting Manners 
·  Arrive on time.  Latecomers may delay the meeting, create confusion, or break the flow of business. 
·  Avoid unnecessary interruptions.  In most cases, phone calls and messages can wait until the meeting is over.  Turn 

off your cell phone or at least turn off the ringer. 
·  Observe specified time limits.  This will allow others a chance to speak and helps ensure that all issues on the agenda 

are covered. 
·  Refrain from distractions.  This includes whispering to your neighbor, doodling, shuffling papers, etc. 
·  Stay until the end.  Important follow-up plans are often made during the final minutes of a meeting. 
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WRITING EFFECTIVE MINUTES 
 

Minutes from a meeting are an official record of the business of an organization.  Minutes give continuity to procedures, 
traditional activities, etc.  They also inform members who were not in attendance.  Minutes are useful in following up with 
assignments and decisions and are very helpful in planning the agendas for future meetings. 

Minutes should include: 
·  The name of the organization/committee. 
·  Type of meeting that is being held (i.e. executive board, project team, etc.). 
·  The date of the meeting. 
·  The location of the meeting. 
·  The name of the presiding officer and secretary (the latter at the end of the minutes with signature above typed or 

printed name). 
·  Notation of the reading and previous minutes and how they were approved (approved as read or approved as 

corrected). 
·  List of attendees and those absent. 
·  All of the major motions (except those withdrawn) and points of order or appeals, whether sustained or lost and all 

other major decisions. 
·  Motions and resolutions need to be taken verbatim and should be read back during the meeting to make sure they have 

been accurately recorded. 
·  Committee and officer reports – pertinent information.  
·  Adjournment. 

Ideas for Writing Minutes 
·  Use full names, not nicknames. 
·  Do not be embarrassed to ask the officers to restate a motion if you do not understand. 
·  State whether or not the motion was carried.  The number of votes is not necessary unless it is required by your by-

laws. 
·  Make any corrections to the minutes immediately before the mistakes are forgotten. 
·  Record what is done, not said.  Summarize important discussions if knowing why a decision was reached is necessary 

to understand the decision. 

COMMITTEES 
 
What is a Committee? 
Committees are the backbone of the organization.  They provide for careful study and analysis in helping the organization 
make good decisions. 

Committee Types 
Permanent Committee – Formed to handle work that is a regular, major part of the organization’s function. 
 
Temporary Committee – (sometimes task forces or ad-hoc committees) – Formed for a project or task that is only a one-
time deal.  Make sure the project really requires a committee. 
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Advantages of Committees: 
·  A small group can consider, plan, and carry out an assignment more effectively than a large and unwieldy organization.  

It can meet more often, deliberate more efficiently, and work more rapidly. 
·  Greater freedom of discussion, more informal procedure.  Delicate, troublesome, or embarrassing questions are more 

easily handled. 

Effective committees do not just happen – they are a combination of good purpose, a good leader, and good members. 
 
Good Purpose 
Nothing ruins a committee’s efforts like the lack of a meaningful purpose.  Without a clearly stated, reasonable set of 
goals, the committee will not have the focus it needs to be successful.  Some organizations suffer from too many 
committees. 
 
Good Leader 
The primary duty of the leader is to guide the group’s discussions.  He/she should encourage every member to participate 
in the meetings and keep track of the discussion, focusing on the matter at hand. 

Qualifications for Leader (Chairperson) of Committe e 
·  Good discussion leader who can coordinate ideas and energy. 
·  Understands committee assignments and is committed to it. 
·  Knowledge and experience is essential for some projects. 
·  Willingness to devote necessary time to assignment. 

Method of Selection 
·  The committee goal should be understood by the total membership before the chairperson is selected. 
·  Group support is more forthcoming when the membership participates in the selection of the committee chair. 
·  The method of selection should convey an attitude of importance and prestige.  Do not ask for volunteers without the 

benefit of a good discussion of qualifications. 

Suggestions for Leading a Committee 
·  The committee should set its own goals.  Do not impose your goals.  Goals should be decided on by the whole group in 

discussion. 
·  All decisions should be made by the committee.  Do not be tempted to make decisions for the group.  Do not try to 

impose your standards on the group no matter how tempting it is. 
·  Be informal.  As far as possible, do away with voting and hand raising. 
·  Be active.  Set an atmosphere that encourages all to participate.  Do little talking yourself.  Ask questions.  Accept 

opinions of all members without criticizing them. 
·  Evaluate.  Help the committee evaluate how it is doing, whether it is solving its problems, accomplishing its goals, etc. 
·  Sit in a circle.  Sit with the committee, not in front of the committee, at a separate table, etc. 
·  Give all the facts to the committee.  Have confidence in the committee.  Do not keep any facts from the committee.  

Trust the committee to make the right decision. 
·  Think and say “we” not “I” or “you.”  Think in terms of “our committee.” 
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Good Members 
Committee members should be carefully selected.  These are the people that will be solving problems for the entire 
organization.  They should be somewhat knowledgeable in the area of the committee’s responsibility.  Committee 
membership should be diverse without being incompatible.  Try to get people with different opinions on the committee – 
when these people agree on a solution, the organization knows it is a good one. 
  

Each member must feel that the work of the committee is important and that the organization will give attention to the 
committee’s report.  Committee members must have a sense of valuable participation and belonging, along with 
recognition for their work. 

Making a Successful Committee 
·  Studies have found that the optimal size of a committee is around 4-6 people. 
·  The committee should receive a clear statement of the problem, with limits if appropriate. 
·  The committee should receive the date the project is due and the form it should take. 
·  The committee should avoid minor details.  A committee can get all wrapped up in a hassle over minor details that 

need not be discussed in the committee meeting. 

Handling Committee Reports 
Adopted – The organization binds itself to any opinions, conclusions, recommendations, or resolutions contained in 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 is incomplete or unfinished. 
 
Rejected – Report is not acceptable. 
 
QUALIFICATIONS FOR THE TREASURER POSITION 
 
For an organization member to be qualified to be treasurer, that person should meet the following qualifications: 
 
·  Have an academic and co-curricular schedule that will not interfere with his/her duties as treasurer. 
·  Have some familiarity with accounting procedures or be willing to study and learn. 
·  Be conscientious, prompt, efficient, and one who pays careful attention to details. 
·  Be able to schedule his/her duties, such as establish office hours, and then adhere to that schedule. 
·  Be willing to work closely with and to accept suggestions from the organization’s advisor and/or budget 

administrator. 
·  Have a minimum 2.00 cumulative GPA or the GPA required by the organization’s local or national constitution, 

whichever is higher. 
·  Be in good disciplinary standing with Bowling Green State University. 
·  Be a full-time BGSU student. 
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ROLE OF THE TREASURER 
 
The treasurer for each organization is responsible for four very important tasks: 
 
Budget. The treasurer’s job is to prepare and manage the organization’s budget. Be sure to follow the budget to avoid 
overspending.   
 
Keep the books. The treasurer’s job is to make sure that he/she is always aware of how much money the organization has, 
how the organization’s money is used, and how to get more money for the organization. This means the treasurer must:  
 
·  Collect all money due to the organization and deposit all cash, checks, and money orders in the organization's account 

as soon as possible.   
·  Make out duplicate receipts, duplicate deposit records, and keep accurate records of all receipts and expenditures.  

Receipts should be kept between 5-7 years from the date of expenditure. 
·  Pay all accounts and disbursements by check or through the organization’s University account. 
·  Monitor the follow-up of delinquent accounts and keep the advisor and/or budget administrator informed of the state 

of those accounts. 
 
Inform the organization.  The treasurer must keep the members of the organization and the budget administrator 
informed of all financial matters concerning the organization.  Present a monthly financial report to the organization 
comparing actual revenues and expenditures to the budget figures.  In addition, the treasurer should provide an annual 
report at the end of the academic year detailing all expenditures and revenues. 
 
Train the incoming treasurer.  At the end of the treasurer's term, he/she should take the time to train the incoming 
treasurer with the policies and procedures that must be followed and to acquaint that person with the current standing of 
the organization's finances in on-campus and/or off-campus accounts.  Some key features of a successful transition 
program include: 
·  Establish a shadow period for the new treasurer so he/she may observe and gain an understanding of the 

responsibilities involved with the position. 
·  The current and incoming treasurer should meet together with a financial consultant in the Office of Campus 

Involvement. 
·  The current and incoming treasurer should meet with the faculty/staff advisor and/or budget administrator to review 

the most recent financial statements. 
·  Notify the Office of Campus Involvement of the change in officers. 
·  Pass on this resource guide to the new treasurer, taking the time to go over the material in the binder, especially the 

forms. 
·  Be sure to highlight important dates such as when SBC funding forms are due. 
·  Discuss the challenges that were faced by the current treasurer and offer advice on how those challenges might be 

addressed in the future. 
·  If the organization has an off-campus account, be sure to change the signature lines on the account to reflect the new 

officers. 
·  Inform the incoming treasurer of any outstanding bills.  Do not leave any surprises for the new treasurer. The 

minimum expectations of a transition program should be outlined in the organization’s by-laws. 
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END OF ACADEMIC YEAR/SUMMER RESPONSIBILITIES 
 
Avoid opening and closing accounts.  Make sure that the appropriate officers (president, vice president, and treasurer) 
are given bank account numbers belonging to the organization and that the necessary signature cards are completed and 
signed.  Completing these forms will allow business to be transacted with a minimum amount of interruption.  
 
Plan ahead.  If an organization requires the membership to approve all expenditures, have all purchases approved before 
or during the final meeting. 
 
Make arrangements for summer bill payments.  Purchases charged for end of the year banquets and events come due 
the end of May/early June when most students have left campus.  It is imperative that arrangements be made for the 
payment of those invoices.   
 
Remember, organizations whose bills are more than sixty days past due can lose their registered status with the 
University. 
 
GUIDELINES FOR FINANCIAL MANAGEMENT AND ACCOUNTABILITY 
 
·  Student organizations interested in requesting university funding or accessing funds in a University account are 

required to have their president and/or treasurer attend a treasurer’s workshop or complete an alternative plan 
approved by the Coordinator of Student Organization Services prior to submitting a request for funding and/or 
accessing University funds. 

·  All funds allocated to the organization from University-controlled sources must be maintained in a University account 
and spent in accordance with all University policies and procedures.  If a student organization receives University 
funding, they are not permitted to have a non-University account for those funds. 

·  In order for an organization to access funds allocated to it through the University funding process, the organization’s 
president and/or treasurer must attend an information session (Treasurer’s Workshop) on University financial policies 
and procedures offered by the Office of Campus Involvement. 

·  Organizations without a University account must maintain records of how their funds are generated and disbursed.  
This includes an account of the amount of funds, the methods by which funds are generated and expended, and an 
account of the amount and object of expenditures.  Organizations are to keep receipts for moneys expended and issue 
receipts for moneys collected.  Organization funds should be disbursed through the use of checks and not cash.  All 
checks must have the signature of the advisor and one officer, preferably president, vice president, or treasurer. 

·  The Office of Campus Involvement may conduct a financial review of any registered student organization with a 
University account for the purpose of upholding the Student Budget Committee (SBC) policies and/or University 
rules and regulations, as well as State and Federal laws. 

·  Organization members shall have the right to know how their organization’s money is spent.  The sources and 
amounts of organization revenues and the objectives and amounts of organization expenditures shall also be public 
knowledge.  The treasurer of the organization shall provide monthly financial reports and an annual financial 
report/audit to the members and the advisor. 

·  Organizations must pay all debts incurred in the name of the organization within thirty days. 
·  Student organizations can seek advisory support about contract negotiation from the Office of Campus Involvement.  

However, the student organization is solely responsible for any contracts entered into by the organization or any debts 
incurred by the organization. 
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BASIC ORGANIZATIONAL BUDGETING 
 
One of the tasks that face a treasurer is that of preparing a budget. A budget can be made for a semester, for an academic 
year, or for a calendar year. 
 
What is a Budget? 
 
·  It can help refine goals that reflect the realistic resource environment. 
·  It can compel members of the organization to use funds efficiently. 
·  It can provide accurate information to adjust, analyze and evaluate programs and activities. 
·  It can aid in decision making. 
·  It can provide a historical reference to be used for future planning. 
 
Basic Components of a Budget 
 
·  A statement of the organization’s goals, objectives and 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 the close of the current semester/year. 
·  All organization members should be involved with some aspect in the developing of a budget.  Ask officers to submit 

budget proposals for their position. 
·  Review past budgets and financial statements of the organization. 
·  Prepare an outline of the organization’s planned activities for the upcoming semester/year. 
·  Do careful studies, investigations and research of funding, cost, resources, etc. 
·  Determine available funds (carry over balance from previous year, cash on hand, funds in the bank, interest, etc.). 
·  Estimate expected income and when it is expected to be available (dues, fundraising, SBC funds, etc.). 
·  Define needed expenses (advertising, rentals, printing, supplies, etc.). 
·  Get price quotations on certain expenditures; delegate certain responsibilities to members. 
·  Rank order by their relative importance; which activities are the wisest expenditures of funds. 
·  Choose and decide which programs to initiate; decide how much is available to allocate. 
·  Negotiate as necessary.  Eliminate unessential expenditures or limit certain expenditures. 
·  Revise, review, coordinate, cross-reference and then assemble into a final budget; the budget must be flexible to 

anticipate conditions that might have been overlooked during the planning process. 
·  The budget should have line items (sub-categories) as opposed 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 number should be based on a percentage of your organization’s total 

revenue (five to ten percent is a good rule of thumb). 
·  Formulate general policies and procedures needed to achieve objectives. 
·  Keep an accurate log of financial transactions (income and expenses).  Maintain this log in a record book.  Check and 

balance the records periodically. 
·  Set up internal controls (approval process for spending organizational money) designed for safeguards and accurate 

accounting; this encourages adherence. 
·  Control costs.  Allow only approved expenditures. 
·  Assess budget at regular intervals during the budgeted period. 
 
After the budget period has elapsed, determine the outcome of each expense and revenue.  Judge and review the actual 
cost in order to establish priorities for the next budgeted period. 
 
 
FREQUENTLY USED PHONE NUMBER LIST 
 
BG News            419-372-2601 
BG 24 News            419-372-2601 
Bowen-Thompson Student Union         419-372-9000 
Bowling Green Sentinel           419-352-4611 
Bursar             419-372-2815 
Business Office            419-372-2311 
Campus Activities, Office of          419-372-2343 
Catering            419-372-6951 
Disability Services           419-372-8495 
Environmental Health and Safety         419-372-2171 
Fact Line            419-372-2445 
IMS – Olscamp            419-372-6993 
Information Center (Union)          419-372-2741 
ITS (Hayes Hall)           419-372-2911 
Key Yearbook            419-372-8086 
Marketing and Communication          419-372-2716 
Materials Handling           419-372-2121 
Residence Life            419-372-2011 
Risk Management           419-372-2127 
Stamper’s            419-372-1609 
Student Life            419-372-2843 
Student Organization Suite          419-372-3248  
University Police (non-emergency)         419-372-2346 
WBGU-FM            419-372-8657 
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SUGGESTED READING LIST 
 
Leadership  
 
Powerful Leadership:  How to Unleash the Potential in 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 dependent they become-and the tougher your life becomes.  It is the key 
paradox of management- and Powerful Leadership helps you cut right through it.  This book distills seven powerful 
leadership principles into a natural, efficient, complete approach to unleashing your employees’ potential – and your own.  
These principles simplify your life, reduce your stress, and transform management into an opportunity for unprecedented 
personal growth. 
 
Exploring Leadership:  For College Students Who Want to Make a Difference 
Susan R. Komives, Nance Lucas, Timothy R. McMahon 
Published by Jossey-Bass 
 
Exploring Leadership fills a gap in the literature of leadership, providing a carefully crafted student guide structured to the 
needs of leadership training courses for students.  It helps students assess their own potential for leadership, gives them a 
concise grounding in major leadership concepts and theories, and takes them through a contemporary leadership approach 
that equips them for the challenges of providing leadership 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, leadership communication is becoming more important than ever.  Since the 
original publication of Leading Out Loud in 1995, the development of a leader’s message has become as critical to 
success as the delivery of that message.  In this new and revised edition of his highly praised work, Terry Pearce explains 
how the events of recent years, including the information revolution, worldwide focus on terrorism, and the revelation of 
corporate scandals, have significantly increased the importance of authenticity in leadership to build loyalty in 
organizations. 
 
Discovering the Leader in You:  A Guide to Realizing Your Personal Leadership Potential 
Robert J. Lee, Sara N. king 
Published by Jossey-Bass 
 
This book is based on a simple point: leadership roles should be filled by people who deliberately decide that they want to 
be in them.  To that end, Discovering the Leader in You offers a unique system of self-discovery that clearly shows how 
you can attain the leadership position you want.  Robert J. Lee and Sara N. King, who developed this approach from their 
experience at the widely renowned Center for Creative Leadership, help potential leaders examine development paths in 
the context of who they are as individuals.  They show how you can connect your inner self to the demands of leadership 
by using a set of questions that will help you take your career in new directions.  You will gain deep insight into what 
leadership means to you personally as you retain more control over your career choices and, subsequently, achieve 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 are often overlooked and underutilized by people in leadership roles.  The 
authors document how true leaders encourage and motivate those they work with by helping them find their voice and 
making them feel like heroes.  Recognized experts in the field of leadership, authors James Kouzes and Barry Posner 
show us that, through love, leaders can encourage, and indeed allow those around them to be their very best. Both 
practical and inspirational, Encouraging the Heart gives readers a thoughtful approach to motivating individuals within an 
organizational structure. 
 
The Leader’s Change Handbook:  An Essential Guide to Setting Direction and Taking Action 
Published by Jossey-Bass 
 
“Full of useful ideas about how to lead organization transformations.  This book can make it happen!”  (Richard F. 
Teerlink, chairman, Harley-Davidson, Inc.) 
 
“As a practitioner I look for books that make sense, that have a theory base that is innovative and has an applications 
orientation that helps me contribute to my organization.  This compilation richly and clearly provides both.”  (Patrick 
Canavan, senior vice president and director, Global Leadership and Organizational Development, Motorola) 
 
7 Habits of Highly Effective People 
Stephen R. Covey 
 
Stephen R. Covey’s incredibly successful book is a pathway to wisdom and power.  It offers a revolutionary program to 
breaking the patterns of self-defeating behavior that keep us from achieving our goals and reaching our fullest potential, 
and describes how to replace them with a principle-focused 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 team.  As today’s businesses increasingly structure work around teams, it is 
more important than ever for students to understand group processes.  Through the research summaries and case studies of 
this text, students will learn valuable theory and develop a rich picture of teams in action.  Blending theory and practice in 
areas such as team design, team social processes, and team effectiveness provides them with a realistic view of how teams 
function in actual work organizations.  The combination of research and case examples also shows students how to help 
teams become more effective.  Because key concepts are specifically presented in and applied to business settings, 
students can gain a real-world perspective of ways they can influence teams.  They will not only learn the complex issues 
associated with teams, but they will also develop tools to succeed as designers, leaders, and members. 
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The New Why Teams Don’t Work:  What Goes Wrong and How to Make It Right 
Harvey Robbins, Michael Finely 
Published by Berrett-Koehler Publishers 
 
The move to teams has largely failed, say Harvey Robbins and Michael Finley, mainly because teams themselves are 
failing to think through the human implications of teaming.  The New Why Teams Don’t Work is a handbook for team 
members and team leaders to maintain the highest possible level of team intelligence-the skills, attitudes, and emotional 
flexibility to get the most out of a team’s inherent differences. 
 
Describing what teams are really like not how they ought to be, the book teaches people how to work together to make 
decisions, stay in budget, and achieve team goals.  Robbins and Finley show, for instance, how to get hidden agendas on 
the table, clarify individual roles, learn what team members expect and want from each other, choose the right decision-
making process, and much more. 
 
Updated throughout, the book includes completely new material on team intelligence, team technology, collaboration vs. 
teamwork, team balance, teams at the top, the team of one, plus all new and updated examples. 
 
101 Ways to Make Meetings Active:  Surefire Ideas to Engage Your Group 
Mel Silberman 
Published by Jossey-Bass/Pfeiffe 
 
Think about your last meeting.  Was it boring?  Those who attend stale meetings are as bored with them as the people 
responsible for running them.  “Dull and deadly” is never the way to get things done.  In his latest book, active training 
specialist Mel Silberman packs 101 tools, tips, and techniques guaranteed to brighten your next meeting.  You will move 
the action along while successfully fulfilling genuine business goals and objectives.  This is a resource for everyone! 
 
22 Keys to Creating a Meaningful Workplace 
Terez, T. 
Published by Adams Media Corporation 
 
Imagine a workplace that brings out the best in people!  The world has changed, and so has the workforce.  Today’s 
employees want more-they are on a mission to find a job that is challenging, stimulating, and fulfilling.  In 22 Keys to 
Creating a Meaningful Workplace, professional consultant Tom Terez has identified the most effective ways to build a 
motivated and productive team, no matter what crisis arises. 
 
Diversity  
 
Creating the Multicultural Organization:  A Strateg y for Capturing the Power of Diversity 
Taylor Cox, Jr. 
Published by Jossey-Bass 
 
As businesses, schools, and other organizations become increasingly diverse, the people charged with creating change 
within these organizations need proven methods for leveraging diversity as a resource.  But how do you transform an 
organization with a deeply rooted monolithic culture into an organization that is multicultural?  This book captures 
leading-edge theory and practice to offer a systematic, comprehensive model for change that will help you unleash all of 
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the human potential that exists in your organization.  With detailed examples, an in-depth case study, discussion questions 
in each chapter and much more, Creating the Multicultural Organization shows you how to: 
 
·  Understand why many past efforts to manage diversity have failed 
·  Implement strong leadership of diversity change efforts 
·  Leverage research and develop measurement plans 
·  Create effective ongoing education 
·  Align management practices and policies with the goals of multiculturalism 
·  Follow through to ensure sustainable results 
 
Higher Education Leadership:  An Analysis of the Gender Gap 
Luba Chliwniak 
Published by Jossey-Bass 
 
Many believe that, by closing the leadership gap, institutions would become more centered on process (often viewed as 
feminized concerns) rather than focused on tasks and outcomes (attributed to masculine leadership).  This report explores 
the past and present of women’s roles in higher education, analyzing the lack of women’s leadership and the reasons 
behind the phenomenon. 
 
Suggested GLBT books 
 
Cromwell, Jason.  Transmen and FTMs:  Identities, Bodies, Genders, and Sexualities. University of Illinois Press, 1999. 
 
Evans, Nancy J., and Vernon A. Walls, eds. Beyond Tolerance:  Gays, Lesbians, and Bisexuals on Campus.  American 
 College Personnel Association, 1991. 
 
Feinberg, Leslie.  Trans Liberation:  Beyond Pink or Blue. Beacon Press, 1998. 
 
Transgender Warriors:  Making History from Joan of Arc to RuPaul. Beacon Press, 1996. 
 
Howard, Kim, and Annie Stevens, eds. Out and About Campus:  Personal Accounts by Lesbian, Gay, Bisexual, and 
 Transgendered College Students.  Alyson, 2000. 
 
Ochs, Robyn, ed.  Bisexual Resource Guide, 4th Edition.  Bisexual Resource Center, 2001. 
 
Sanlo, Ronni L., ed.  Working with Lesbian, Gay, Bisexual, and Transgender College Students:  A Handbook for Faculty 
 and Administrators.  Greenwood Press, 1998. 
 
Windmeyer, Shane L., and Pamela W. Freeman, eds. Out on Faternity Row:  Personal Accounts of Being Gay in a 
 College Fraternity.  Alyson, 1998. 
 
Secret Sisters:  Stories of Being Lesbian and Bisexual in a College Sorority. Alyson, 2000. 
 
Server:Admin/GreekAffairs/PR/Website  


