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Introduction 

[image: image3.wmf]Welcome to the world of advising student organizations. The Center for Campus Activities and Leadership (CCAL) would like to thank you for your commitment to student life at Middlebury College. Advisement provides a wonderful opportunity for you to get to know students better and to gain the satisfaction of knowing that you helped guide students in the development of a successful organization or program. Advising an organization does require additional time demands; however, the rewards gained by advising are great, and more than compensate for these demands. 

Advisers for student clubs are important catalysts for the learning that happens out of the classroom and have the potential to influence and develop that learning. Student clubs and organizations are effective avenues for students to implement theories they have learned in class, to dialogue about what they are learning in the classroom, to develop friendships, to network with professionals, and to improve their interpersonal, communication and leadership skills. Student involvement and interaction with faculty and staff are considered determining factors in students’ satisfaction, intellectual and personal development, and persistence (Floerchinger, 1992), and student organizations are one way to encourage relationships between student and members of the faculty and staff. 

Purpose of Student Organizations 

The purpose of student organizations is to provide students with opportunities to participate in activities that develop their intellectual, emotional, spiritual, physical, and professional abilities. These organizations are important components to the academic life of the College. To meet all the different developmental needs of students, Middlebury offers a multitude of student groups covering the following areas: academic, religious, political, physical, social, and cultural. Every student is encouraged to become a member of those clubs that appeal to their interest. 

Research has shown that involvement in student organizations: 

• Improves students’ interpersonal skills,

• Has a positive influence on skills in leadership, communication, teamwork, organizing, decision-making and planning 

• Gives students a greater satisfaction with their college experience 

• Provides useful experience in obtaining a job and providing job related skills 

• Develops lifelong values of volunteerism and service to others 

Defining Adviser 

[image: image4.wmf]
All student organizations must have a faculty or staff Adviser. As defined by College policy, an Adviser must be either a permanent full-time or a permanent part-time (at least 50%) member of the faculty (not on sabbatical) or a staff member at the College. Advisers are expected to be actively involved in the affairs of their organizations. Beyond this technical definition, there is so much more. 

Advising is a developmental process in which an Adviser shares ideas and insights, provides a different perspective, counsels students, and facilitates learning to assist students in their academic, personal, and professional development. An Adviser facilitates the maintenance of a strong organization by providing continuity and keeping new members and officers informed of the history of the organization. The Adviser does not control the organization or make all the decisions for the students but provides a balanced perspective so students can make the most informed decisions possible. 

What does it mean that advising is a developmental process? A developmental advising approach: 

· [image: image5.wmf]Is concerned about human potential and growth. 

· Requires establishing caring relationships with students. 

· Encourages students to take responsibility for their actions. 

· Provides opportunities for students to explore their ideas. 

· Encourages values of volunteerism, civic engagement, and social responsibility. 

· Builds connections between academic and student affairs to assist students in achieving goals. 

· Engages the Adviser and the student with both making equal contributions to the relationship. 

The above description of the developmental advising approach was adapted from Academic Advising for Student Success and Retention (Hovland, Anderson & Associates, 1997). 

Guidance for Advisers and organizations is available from the Center for Campus Activities and Leadership - x3103 

[image: image6.wmf]Roles and Functions of an Adviser

Adviser Roles
An Adviser must play numerous roles while working with individual students and student organizations. (Dunkel & Schuh, 1998)  Naturally, you will be most comfortable in the role with which you are most familiar; however, you must understand that although comfort in a specific role may diminish your sense of needing to know about other roles, student groups and organizations will continually challenge you to assume and work with various roles depending on you or your situation.  If you understand a variety of roles, take time to practice techniques associated with the various roles, and work with student groups and organizations to reach a collective agreement as to your limitations and expectations of the roles, you will be much more effective in your work with student groups.  

Mentor

Mentoring can be defined as one-to-one learning relationship between an older person and a younger person based on modeling behavior and on an extended, shared dialogue.  The mentor can be characterized as a person having:

· Knowledge of the profession

· Enthusiasm for the profession and its importance

· A genuine interest in the professional and personal development of new professionals

· Warm and understanding in relating to students in all types of settings

· A high yet achievable standing of performance for self and others

· An active involvement in and support of professional associations

· An honest emotional rapport

· The available time and energy to give freely to others

· The time to stimulate others to extend themselves intellectually, emotionally, and professionally

· The initiative to expose others to a select but broad-based network of professionals who can help with development of the new professional

· The care to guard young professionals from taking on too much too soon in their career

Teacher

The greatest influence on student success on a campus is the level of involvement that the student has with faculty.  It is not the number of hours spent advising students, but the quality of the contact that is most crucial.  The purpose of teaching is to broaden a person’s understanding, to help the person examine a problem from several points of view, and to place the problem in the proper historical and cultural context.

Supervisor

There are many similarities between supervising and advising.  The supervisory cycle consists of six stages:  team building, performance planning, communication, recognition, self-assessment, and formal evaluation.

1. Team building - In team building, your role is to work with the president and executive board soon after their appointment or election.  Team building establishes relationships that will enhance the ability of the organization’s leadership, members, and Adviser to work together.  A team-building retreat or workshop is essential.  Teamwork does not occur by accident.  It is intentional, genuine, and active.

2. Performance Planning - The second stage in the cycle is performance planning.  Performance planning includes writing position descriptions, determining and listing expectations, and setting goals. Each leadership position in the organization should have a position description.  Expectations for the Adviser are generated by the institution as well as by the members.  Expectations should be developed early, discussed openly, agreed to, and reviewed periodically.  Goal setting can be completed for the organization by the president and executive board, with your assistance.  

3. Communication - This stage includes transferable knowledge for an Adviser in regular communication and feedback.  Communication is both verbal and nonverbal.  As Adviser, you should be knowledgeable about several written forms of communication, including memos, letters, agendas, minutes, and resolutions.  You should also be aware of electronic communication and homepages on the Internet.

4. Recognition - As an Adviser, you will participate in many conversations with individual students.  These students may express a wide range of emotions; you need knowledge of student emotions, characteristics, and backgrounds to respond effectively in unexpected situations.  Some situations may require documenting the incident for your protection and for the protection of the institution.  Other situations necessitate documentation and referral to the campus judicial office.

5. Self-Assessment - If you meet frequently with students, you should ask them to complete a verbal or written self-assessment of how they are progressing in their position and their academics.  This opportunity allows students to reflect on programs, their skills, their involvement in the organization, and their responsibilities.
6. Formal Evaluation - A formal evaluation is an opportunity for you to provide feedback to the organization or to individual members.  Your participation in the evaluation process should be understood early so as not to come as a surprise to students.

Leader

[image: image7.wmf]One reason that many students report for why they get involved in organizations is to develop their leadership abilities (Kouzes & Posner, 2004).  Five fundamental practices found in leaders of student organizations are as follows:

· They challenge the process by seeking ways to improve the organization

· They inspire a shared vision by creating an image of what the organization can become

· They enable others to act by involving student in activities and on committees and task forces

· They model the way by setting standards and assisting other students through their problems and concerns

· They encourage the heart by recognizing members for their achievements and by motivating members to accomplish goals

Follower

[image: image8.wmf]The characteristics of followers are important for you to understand in your work with student organization leaders.  If the followers in an organization choose not to follow, the leadership of the organization must take the problem seriously.  You can assist the student leadership in developing activities to identify follower expectations of them.  You can assist organization members in the development of a basic understanding of leaders and followers.
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Adviser Functions

It may be helpful to think of the Adviser’s role in terms of three major areas:  (1) maintenance or custodial functions; (2) group growth functions; and (3) program content functions.  Within each of these broad areas, the group Adviser may perform certain duties that call for considerable activity on his/her part in some specific situations and instances or none at all.

Maintenance Functions

Here are those advisory activities that serve to maintain the existence of the student organization and to keep it out of difficulty:

· Providing continuity with the history and tradition of past years

· [image: image10.wmf]Heading off situations that might give rise to poor public relations for the organization or the institution

· Providing advice when called upon

· 
Informing the groups of the College’s rules

· Serving as an exemplar of intellectual virtue

· Arbitrating intra-group disputes

Group Growth Functions

Those advisory activities that improve the operation and effectiveness of the group and help it progress toward its goals may be referred to as group growth functions.  They are facilitating functions that are useful without particular reference to the program content.  Related advisory activities might include:

· Teaching the techniques and responsibilities of being a good leader and follower

· Coaching the officers in the principles of good organizational and administrative practice

· Developing self-discipline and responsibility among group members

· Teaching the elements of effective group operation

· Developing procedures and plans for action

· Keeping the group focused on its goals

· Stimulating or even initiating activities and programs

Program Content Functions

Obviously, a student organization should exist for other purposes than to perpetuate itself and improve its internal operation.  It is in the area of program content that the Adviser assumes a genuinely educational function and one that can parallel, complement, or supplement the formal curricular offering of the college.  Here the Adviser answers the question, “For what?”  It is here that the Adviser can stimulate the intelligence and ability of the student participants and help them to plan activities that will contribute to their own intellectual development while enriching campus life.  Advisory activities related to program content might include the following: 

· Introducing new program ideas with an intellectual flavor

· Providing opportunities for the practice of classroom-acquired skills

· Helping the group to apply principles and concepts learned in the classroom

· Pointing out new perspectives and directions to the group

· Supplying expert knowledge and insights of experience
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1. Be there.  College students are adults; every meeting does not need your attendance.  Still your frequent presence is important at executive board or officers’ meetings and monthly or general meetings.  Set up a weekly meeting with the president to plan agenda for executive and general meetings.  It demonstrates your interest and provides continuity.

2. Help plan.  Successful activities take planning.  Encourage foresight.  Help the group think through its event plans.  Pay attention to other College activities and dates and help the group be realistic.  The staff of the Center for Campus Activities and Leadership (CCAL) can help in planning.

3. Know College policies.  The College Handbook and Student Leadership Resource Manual gives the regulations and procedures for student organizations covering these topics:

· General responsibilities

· Procedures for forming and maintaining a student organization

· Requirements for holding office

· Social events

· Business meetings

· Demonstrations

· Rallies and parades

· Conferences

· Trips

· Events with outside speakers

· Publicity

· Campus mail and email

· Financial arrangements

· Sales and canvassing

· Hazing

· Violations of rules

· Liability

· Liaison with outside agencies.

4. Scheduling and Event Planning.  Students planning events that will be attended by anyone outside the organization’s membership, events that involve expenses, income, or contracts, must work through the CCAL staff.  The student in charge of the event should contact Charlotte Chase at CCAL at least two weeks in advance of the event.  

CCAL staff will help students with accessing their student accounts, schedule space, request funds, and plan the event. 

5. Use a Trip Departure Form.  If travel is involved, your group’s planner may need to complete a Trip Departure Form at the Department of Public Safety.

6. Manage risk.  As an Adviser of a student organization whose finances CCAL and the SGA Finance Committee manage and as a member of the Middlebury faculty or staff, you are included in the liability coverage provided by the College for student organization activities.  


Encourage students to plan safe events and manage their risks.  Insist that all plans consider state law and College policies.  Your presence at planning meetings and executive meetings is essential to successful risk management.

7. Use facilities available.  The College tries to make facilities available to student organizations and reserving them is described the Student Leadership Resource Manual.  Advance planning is the key to reserving space.  There is a lot of competition for rooms on some nights and weekends.  All student organization scheduling is done through Tammy Grant in CCAL.

8. Know about money.  Encourage a treasurer’s report in each executive board meeting.  CCAL will help give current student leadership account information.

9. Keep CCAL informed with:

· up-to-date officers’ lists with names, phone numbers, and addresses 

· any changes in officers

· additions to advisory committee

· 
problems the group is having

· national or international conference opportunities

· awards or honors received by individuals or the group

10. Understand commercial sponsorship.  College policies does not allow for the financial support of student organizations by commercial sponsors.  

11. Mentor others.  You may not be Adviser forever.  Mentor an adjunct Adviser.  An advisory committee, each member with a specific task or officer to advise, also works.  Trade off the role of senior Adviser with other committee members.

12. Use services available.  Student organization directory information are available on request with some limitations.  Student organizations may fundraise to parents through CCAL, maintain a free College-based website, telephone access, and email address.  Ask CCAL.

13. Know about demonstrations and rallies.  Groups are required to schedule a demonstration or rally with CCAL and meet with the Department of Public Safety to discuss the event.   Scheduling a rally is a good idea even if there is no outside speaker so that the group can be sure to have access to the space.

As you will note in College Handbook, sound equipment may need to be regulated so that the academic activities of the College are not interrupted.  Consult with CCAL when planning demonstrations, rallies, and parades.

14. Blow the whistle on hazing.  Hazing is prohibited.  A definition of hazing is given in the College Handbook.  Supplemental information is available in CCAL.

Even if your group has conducted membership activities as traditions it does not mean they are of value.  They could even demean members or prospective members.  When you wonder about the value of an activity, chances are great something may be wrong.  Consult with CCAL to craft a method of modifying these activities.

15. Give praise.  Students can get useful positive feedback from you.  Don’t hesitate to tell them they’ve done well.  Your opinion means a lot.

[image: image13.wmf]
Working One on One
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As an Adviser, you will usually deal with a group of people.  However, you also might need to use your one-on-one interpersonal skills to counsel individual students.

[image: image15.wmf]It could be anything from talking to a student who seems depressed, to seeking out professional help for a student who has tried to commit suicide.  Regardless of the seriousness of the occasion, you need to keep several techniques in mind.  The Center for Campus Activities and Leadership has some suggestions about how to approach a student and work with him or her in a counseling setting.  At the end of this section is a listing of Middlebury resources for counseling students.

While there may be a lot of students in the group and you can’t “keep an eye” on everybody, you can be aware of changes.  Changes in behavior might be a clue that there are problems.

Behaviors:

If someone goes from being very talkative to saying nothing at all, that could be a sign that something is wrong.  Another clue is when appearance is different.  If a student who is usually immaculately groomed shows up several weeks in a row with unwashed hair and dirty clothes, something may be wrong.

Language can also give clues.  If a person is more critical than usual or constantly talks about sleeping or blowing off class, this could be a sign that he/she is avoiding something or is depressed.

One way to check on your observations is to talk to his/her friends.  If other people who know the student in different settings are also noticing changes, which is a good indication that something may be wrong.  Please consult with the Commons Deans and the Dean of Students Affairs staff – they can help you and provide support.  

When you notice a student acting differently over a period of time, it might be time to talk to that person.  Of course we all have our bad days, but if a student who is normally outgoing all of a sudden withdraws from society, there may be a problem.

Approaches:

In approaching the student, use “I” statements.  These are statements like “I’ve noticed that you’ve been quiet lately and I’m worried about you.” This is opposed to “you” statements “You’re acting weird, what’s up?” which may put the student on the defensive.

Self-disclosure is one way you might get the student to open up.  By starting with “When I was in school, I remember how tough it was to(” This helps the student realize that you, too, were once a college student.

Once you get talking, restating what the student said with a support statement is a good idea.  “So your parents’ divorce has you concerned.  I know that can be a very traumatic experience,’ is an example of showing that you’re listening and you care.

In order to help the student, it is important to ask specific questions.  How can I help?  Are your grades suffering?  Are you able to go to class?  These questions will help you determine the severity of the problem, plus how you can take specific action to help the student.

In helping students with their problems, it is important that you do not try to “fix it” for the student.  There is always the temptation to “just do it my way” which does not help the student solve the problem.  Realize when you are in over your head.

There are wonderful support services at Middlebury that can provide support and professional help.  

Center for Campus Activities and Leadership

There are staff members for student organization issues, student leadership questions, college policy, financial issue, scheduling and programming planning.

McCullough Student Center
Phone contact: 443-3103
Alliance for Civic Engagement

Staff members are available to help put you in touch with community and volunteer services opportunities as well as information on Service Learning.

McCullough Student Center
Phone contact: 443-3099

Office of the Dean of Student Affairs

There are staff members for personal student issues, judicial affairs, and social house concerns.

Forest Hall (Moving to Meeker House in Fall ‘06)
Phone contact: 443-5382

Center for Counseling and Human Relations

Personal and social areas, including individual and group therapy as well as special purpose group services. No fee for students.

Centeno Hall
Phone contact: 443-5141
Student Health Center

Staff members are available to assist students with personal issues; poor academic performance; or excessive use of drugs, alcohol or food.  Emergency service is available 24 hours a day.

Centeno Hall
Phone contact: 443-5135

Commons Deans and Commons Resident Assistants (CRA)

The Commons Deans and CRAs are available for referrals for personal student issues, academic issues and judicial affairs.  Each student is a member of one of the five Commons.

Atwater – x3310     Brainerd- x3320     Cook – x3330     Ross- x3340     Wonnacott- x3350

A Short Checklist for Advisers
[image: image16.wmf]Adapted from “The Right Stuff” by Linda Eldred

Most colleges and universities require student organizations to have Advisers.  Some serve only as figureheads.  But behind almost every successful student group is a Adviser with the “right stuff.”  You may wish to speak with the executive committee of the student organization to discuss their expectations of you and your expectations of them.

· [image: image17.wmf]A strong belief in the organization

· The ability to serve as a role model

· The desire to help students

· Enthusiasm

· Willingness to listen to students

· A sense of humor

· The willingness to work

· The ability to work with others

· The ability to teach leadership development

· Familiarity with the College rules and regulations governing organizations

· The willingness to commit sufficient time

· An interest in students’ personal growth beyond the classroom

· The interest in helping to motivate others

· Some knowledge in legal business matters
Advising Club Sports(Another Ball Game
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[image: image19.wmf]Responsibilities for Advisers of Club Sports are different from other types of student organizations.  This section is designed to provide understanding about what is involved in advising a club sport as well to provide awareness about club sport programs at Middlebury.

What are Club Sports?

Club sports programs are run by the Athletics Department in cooperation with the Center for Campus Activities and Leadership.  Club sports are for the primary purpose of engaging in extramural or intercollegiate competition.

Middlebury sponsors 17 different club sport programs.  Though the club receives facility usage and financial support from Middlebury, the faculty or staff Adviser/Coach is a key to a successful program.

The primary contact for Club Sports is Bob Smith, Director of Intramurals and Club Sports, x5264.

What are the Responsibilities for Club Sports Coach / Advisers?

Being a coach/adviser for a club sport is not a job to be taken lightly. There is a major time commitment in advising a club sport, especially if this also involves coaching the squad.

Before consenting to advise a club, one should find out how much time the group will need.  Some sports are active only at certain times of the year, while others go year ‘round.

The Director of Club Sports can be of great assistance in helping coach/advisers.  
The coach/adviser is the liaison to the College.  He/She is responsible for making sure all club sport regulations are followed.  Some important regulations: 

1. 
General Procedures and Guidelines for Club Sports

In order to use the name of Middlebury College, club sports must comply with the following regulations:

a. 
They must receive approval of a constitution from the Constitution Committee of the SGA through the Center for Campus Activities and Leadership. A constitution does not guarantee funding. The Finance Committee will not contribute funds for compensating staff positions (i.e., stipends to coaches of club sports), operating facilities, capital projects to support club sports, or overnight accommodations.

b.
 Participants must be regularly enrolled undergraduates.

c. 
Club sport teams involved in intercollegiate competition must adhere to College, NESCAC and, where applicable, NCAA policies.

d. 
Participants must conduct themselves in a manner that will reflect positively on the College.

e. 
A coach/adviser is required for contact and water sports.  Contracts and wages must be negotiated and authorized by the director of club sports in consultation with the director of athletics and the director of human resources.

f. 
Clubs sport teams must make arrangements with the director of club sports for the use of athletic facilities and properties of the College at times when they are not otherwise needed by the Department of Physical Education and Athletics.

g. 
Before competition begins, or within 10 days of a request, budgets, schedules, updated rosters, etc., must be submitted to the director of club sports.

h. 
Club sport schedules must have the approval of the director of club sports.

i. 
Clubs sport teams must notify the director of club sports prior to canceling, postponing, or rescheduling a scheduled contest.

j. 
Clubs sport teams must provide adequate protective equipment and pre-season medical screenings, arranged through the Department of Sports Medicine, for all strenuous and/or contact sports.

k. 
Clubs sport teams must provide safe and adequate means of travel and housing and be approved by the director of club sports.

l. 
College travel forms and releases must be completed with the appropriate coach or director of club sports before private vehicles are used to transport participants to away matches.

m.
 See "Vehicle Rentals" policy in the Student Leader Resource Manual for policies and procedures regarding use of College or rental vehicles.

n. 
Where appropriate, must have SFAPS/CPR-trained personnel in attendance at all games and practices scheduled when the training room is not staffed.

o. 
Club membership does not entitle a student to class excuses.

 

2. 
Fund-raising

Fund-raising by club sports is limited to on-campus efforts and is subject to Finance Committee Guidelines. (See Fund-Raising on College Premises in Chapter I of this handbook.) No group may solicit alumni and friends of the College for money to support club teams without permission of the director of club sports in consultation with the director of athletics, the director of campus activities and leadership and the College Advancement office. If permission has been received, those solicitations will be limited to sales and services with group mailings organized through the Center for Campus Activities and Leadership at specific intervals. Direct solicitation of funds is prohibited.

 

3. 
Violations

Violations of any of the above procedures will subject the group to loss of club status and the individuals to disciplinary action by the College.

Levels of Club Sports at Middlebury College 

Level 1
i.
SGA and club dues provide funding for equipment and uniforms.  The Athletics Department will provide funding for transportation and coach’s salary.

ii. 
The club will have a coach for supervisory and/or safety purposes.  The coach will be salaried through the Athletics Department and other College approved sources.  The coach will be hired and evaluated by the Director of Club Sports.  The coach may not be a student.

iii. The club must be affiliated with a national/regional governing sports body.

iv. The Club Sports Director in conjunction with the facilities coordinator must approve all club match/game schedules.  

v. Games/matches should be confined to a 400-mile radius--further only at the club sport director's discretion.

vi. Athletics department will provide practice and game space after scheduling Varsity programs needs.

vii. Recruiting activities limited to responding to prospective student inquiries only.

Level 2 
i. SGA club dues or other approved college sources will be the means of financial support at this level.  There is no athletic funding for clubs at this level.

ii. There are no paid coach/advisers and coach/advisers are not required except where safety is an issue -as determined by the Club Sport Director and/or Director of CCAL.

iii. The Club Sport Director must be consulted regarding the use of athletic facilities and all events will be scheduled through the facilities coordinator.  This will happen only after the level I groups needs are met.

iv. SGA and CCAL oversee scheduling and travel.

Level 3 
i. There is no expectation for funding from regular College sources.

ii. There are no paid coaches and coach/advisers are not required except where safety is an issue-as determined by the club sport director.

iii. Athletic facilities will be provided only after all demands for departmental needs are satisfied.

The following is a list of guidelines indicating the requirements that must be met for a club to move from one level to the next.  Only special circumstances will permit a club to advance skipping a level. 

i. Level I to varsity sport status
The introduction of “new” varsity sports at Middlebury should not be anticipated by any group.

· Full funding to cover all coaching, travel, officials, equipment and other related costs must be available within the Athletics Department budget or approved by appropriate College officials.

· The program must show proof of at least a three-year period of sufficient student interest to insure a continuing program, but such proof should in no way be assumed to make varsity status inevitable.  The activity must be defined as an emerging conference (NESCAC) or national (NCAA) sport for at least 3 years.

· Proof of feasibility of scheduling “natural rivals” must be provided.  75% of the other schools in the conference the club will compete in must have varsity status (to assure varsity competition availability)

· Adequate facilities for practice and contests must be available without handicapping any existing programs sponsored by the Department of Athletics.

ii. 
Level II to I
· Demonstrate the ability to meet all requirements expected at level I

· There must be continued student support for 3 successive years.

· All schedule obligations must have been met during this time period 

· There can be no disciplinary incidents during that 3-year time period.

· There must be availability of facilities to accommodate the program without handicapping any existing programs sponsored by the Department of Athletics.

iii. 
Level III to II
· Demonstrate the ability to meet all requirements expected at level II

· There must be continued student support for 3 successive years.

· All schedule obligations must have been met during this time period 

· There can be no disciplinary incidents during that 3-year time period.

· There must be availability of facilities to accommodate the program without handicapping any existing programs sponsored by the Department of Athletics.

Programming(How to Help Your Group Get it Together

Student groups exist to provide programs of common interest to the members.  As an Adviser, you can make a difference in the quality of program your group puts together.  By offering organizational advice, you can help your group function very efficiently.

The following suggestions are ways to help your group successfully plan programs.

Continuity

As Adviser, you are a stable part of a group that experiences a lot of turnover as students come and go.  By keeping track of what the group has done in the past, you can save the students a great deal of time by knowing what has worked and what has not.

If you have kept notes, lists and correspondence from previous events, they can serve as a guide for the new officers undertaking the project.  Many times student files get lost in the shuffle of leadership changes so it is a good idea for you to have a copy of what has happened.

Your group may have a project that it does annually.  This project is important to the group’s traditions at Middlebury, yet should not be seen as a limitation or the only option.  Encourage the group to try new things.


Brainstorming

One way to get fresh ideas is through brainstorming.  Depending on the size of the group, it is a good idea for two people to keep notes so no idea is accidentally forgotten.

In a brainstorming session, anything goes.  No judgment takes place so everyone feels free to contribute even the wackiest idea.  After you have brainstormed, you might want to go on to something else and come back to the ideas another time.  If the note-takers type up the list of ideas that were generated, members have something concrete to look at while evaluating the ideas later.

Attention to Detail

Help the student in charge of the program write a checklist.  This involves taking the event and breaking it down into its component parts.  A big part of this process is asking the right questions.


Questions that relate to facilities:

Does the facility you have in mind fit the activity you have planned?

How soon does the facility need to be reserved?  Will you need extras like microphones, overhead projectors, special lighting, etc?  How do you want the tables and chairs set up?  These are just a few questions that might need to be asked.  Remember no detail is too small; even items like wastebaskets to dispose of backs of nametags are important.


Questions that relate to the program:

Have you met with CCAL about the event?  If the organization is travelling, a Trip Departure Form must be submitted.  It is necessary to submit this information two weeks prior to the event.  Is a hold harmless agreement form necessary for each student?  Following these procedures consistently and accurately decreases liability concerns and increases the risk management of your organization.

Who is getting the speaker/film/video, etc?  Who is confirming it the day before the event?  Is this event for all of campus or just group members?  What type of publicity is needed?  These are all important questions to ask and to answer. 

Coordination of Effort

Usually many students are involved in putting a program together, so keeping everybody coordinated is an area where you can help.  From the very beginning, help the group realize the importance of everyone having the same vision about what the event will be like.  Setting common goals and reviewing purposes first, helps eliminate problems.  Encourage the students to have a copy of everybody else’s checklist of things to do.  If all committee members have a clear idea of what everybody else is doing, efforts will not be duplicated.  For example, only one person needs to call the guest speaker to confirm the engagement.  If four people call, not only will the speaker be annoyed, but also you have wasted effort.

Encourage Promptness

Procrastination is a common problem that can lead to disappointment.  Encourage students to set deadlines and follow them and to be realistic about what they can do.  Help them understand that College staff members have a lot to do and cannot drop everything else for a group that forgot it needed 100 chairs instead of 50.

Help them find their niche

By looking at what other groups do, your group can determine what it can provide that other groups cannot.  By planning an event that is well timed and unique, your group is increasing its chances for success.

Problems

Encourage students to solve their own problems, yet let them know they can ask for help.  If they do not ask for help until the very last minute, no one can solve the problem.  If they review their progress along the way and ask for help early enough, almost any problem can be solved.

Campus Safety - What An Adviser Should Know

Public Perception/Knowledge

Being aware of campus safety concerns can make you a valuable resource to the students you advise.  There is a perception in some circles that colleges are hiding their campus crime statistics.  However, most schools keep very good statistics and just do not publicize them.  Many colleges keep crime data, yet are not aware of who or how to report it.  Legislation requires colleges to report their crime statistics, so people should be aware of the facts of living on a college campus.

The Middlebury Department of Public Safety reports monthly statistics to the Middlebury community.  Helping students in your group interpret statistics and understand faulty perceptions that are held in the general public are ways you can help them to be aware of safety concerns.

Another important way you can help is to make students aware that college campuses like Middlebury are not isolated communities.  Robberies, rapes, assaults and vandalism DO happen.  While students may feel that they are not in the “real world” while attending college, they are indeed in a world where crime takes place.


The Alcohol Connection

Alcohol is the drug of choice of today’s college students.  It is easily accessible and is also socially acceptable. Students should know that student perpetrators of crime more often than not have been using alcohol.  Ironically, victims of crime also use alcohol more. These incidents could include acquaintance rape, assault and many others.

In fact, the popular press has reported that in most cases of acquaintance rape, one or both parties are intoxicated. This definitely has ramifications that students should consider.

Student participation and support are keys to successful educational programs. Your student group can make a difference in helping their peers realize the connection between alcohol and crime.


Other Issues Involved

It is unfortunate that many double standards exist on campuses today.  Alumni and alumnae seem to be allowed to drink alcohol at events like tailgate parties, yet students, who are of legal age are penalized.  This inconsistency is difficult for students to accept.

Another problem related to alcohol and crime is that of students being “driven off campus to drink.”  Drunk driving, vandalism and assault are all problems that occur when students feel it necessary to “get away” to have a good time.  Helping students realize that they are compounding their own safety concerns when getting intoxicated “off campus” is important insight to pass on to students.

What Can My Students Do To Be Safer?

Urge your students to use their common sense.  While it may be “easier” to walk home alone than to call the Public Safety for an escort, students should realize the possible ramifications of their actions.

Some students think it is “Middlebury’s responsibility” to provide a safe campus.  This is true in a sense but students should take personal responsibility.  Personal safety IS a personal responsibility!  Middlebury cannot hold each student’s hand to walk him/her home at night.

Students should also be aware of the world around them. Things as simple as landscaping can pose safety threats.  Walking in well-lighted areas and staying away from areas where bushes are is a method that makes sense.

It cannot be stressed enough how important it is to lock doors and windows.  While students may think they live in a “safe” neighborhood, leaving your dorm room unlocked is just asking for trouble, even if residences are inside.

By helping students become conscious about safety issues, you help them become more accountable for their own safety while here at Middlebury and also later on in the “real world.”  As an Adviser and authority figure to students, you can make a difference in their “safety scene.”

For some activities, student organizations will be asked to have participants complete hold harmless agreements. While these agreements certainly do not protect against harm, they do assure the College and the student organizations, that participants are fully informed of risks that could be a part of the activity.


Safety reminders

It is important to add some Middlebury tips so that you might be able to help your students:

· Know the location of emergency call boxes

· Use SafeRides or call Public Safety for an escort

· Know to call 911 (5911 on campus)

· Use the bus service provided through ACTR; for information 388-1946

Crisis Management 

The unthinkable happens: your student organization’s house burns down; a student is seriously injured in a club sport; or your group wrecks a car while returning from a conference.  All of a sudden the group you advise is in the spotlight.

These are just some examples of crises in which you, as an Adviser, might be involved.  To help your group deal with events like these that attract media attention we offer some guidelines.

1. Help the group decide on a single person to deal with the media and the public.  This person should be knowledgeable about what has happened and should also be calm, cool and connected.  She or he should work with the Office of Public Affairs, the Dean of Student Affairs office, and CCAL to decide how information will be released.

All inquiries should then be referred to this person.  In order to keep your story straight, the designated spokesperson should answer ALL inquiries.

2. All members should be contacted and told who the spokesperson is and to refer questions to that person.

3. Be sure to inform CCAL and the Office of the Dean of Student Affairs of what has happened.  The CCAL staff can offer advice and assistance in many ways.

4. If the event is one that becomes a College matter, it is essential to contact the Office of Public Affairs.  These professionals can also help from the very beginning of the problem if you feel you are in over your head, so feel free to consult them on how to work with the media.  The CCAL staff can advise you on this point.

A crisis worksheet is something that should be kept handy just in case the unthinkable DOES happen to your group.

Crisis Worksheet

Information

As soon as you are notified of the crisis, fill out the following

Spokesperson
______________________________________________________________

Date   _______________


Time
_______________

Location
____________________________________________________________________

Nature of Incident (fire, explosion, etc.)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Known Injuries
______________________________________________________________

Have Group Members Been Notified?  ________  When?  ______________________________

Notification

Have someone call the following list and read the account on the above form:

Time Called


Phone Number

__________
Middlebury Public Safety
443-5911

__________
Center for Campus Activities and Leadership
443-3103

__________
Office of the Dean of Student Affairs
443-5382

__________
Office of Public Affairs
443-5189

__________
Commons Deans

__________
Parents/Guardians

It is also a good idea to keep a chronology or a “diary” of each contact you make until after the crisis is resolved.

Fortunately, many student organizations deal with the press about issues that are not crises.  As Adviser, you may be called upon for a quote for the Middlebury Campus (student newspaper) or other media.  

Student organizations and the community

Your student group is a part of Middlebury, which is in turn a part of the Vermont community.  As Adviser, you play an important role in helping your students realize that they are citizens of this area and are important factors in community harmony.

The Alliance for Civic Engagement provides students with opportunities to make real world connections to the local community and beyond through service and educational outreach. This office demonstrates the College's commitment to fulfill its mission to help students prepare to take their place as thoughtful, ethical leaders able to meet the challenges of informed citizenship.

The following are examples of the services, programs, and initiatives coordinated through the Alliance and/or in collaboration with other campus offices: 

Civic Engagement: What does it mean to be "civically engaged"? The office can help you explore some definitions and suggestions for how you can lead a civically engaged life. The possibilities are endless. 

Service-Learning: Using the curriculum to integrate critical and reflective thinking while also partnering with community agencies, the evolving service-learning program at Middlebury College meets real needs and extends a more seamless divide between student learning and the acquisition of real world experience. 

Community Service: Over half the students at Middlebury engage in community service.  Let the staff at ACE help you find the right connections.

Students Can Make a Difference

Because students are citizens, they can make a difference here even if they do not consider Middlebury, VT ‘home.’ After all, where do most students spend the majority of their year?

Encourage students to vote and become active in community politics.  By voicing their concerns, students can help initiate changes, ranging from stop sign installation to safety programs.

Student organizations have done some very positive things to serve their community.  Here are some ideas for your group if it wants to do a community service project.

· Volunteer clean-up

· Reading to children and the elderly 

· House building

· Assist with recycling program

· Raising money for charitable organizations

· Parties for underprivileged children (Holidays are a good time, but remember that children need attention during the entire year)

· Volunteering time to help service organizations
Group Dynamics(Conflict And Leadership Issues


Dealing with group conflict and dynamics may be one area where you are called on to help with problems.  As Adviser, you can help your group deal with conflict in a positive way.  This section reviews how you can help group members identify their leadership styles and work through problems to balance the group.

Because people come from different backgrounds, they have different leadership styles and different perceptions.  Acknowledging the difference in leadership styles can help the organization’s members realize that there is no one style of leadership that fits all occasions.

· Avoiding

This style is low in assertion and low in cooperation.  Typical phrases may be “I lose, you lose.” & “Let well enough alone.”

· Accommodating

This style is low in assertion and high in cooperation.  It can be described as “killing with kindness.”

· Competing

People favoring this style are high in assertion and low in cooperation.  Attitudes reflected may be “I win, you lose.” and “Might makes right.”

· 
Collaborating

This style is typified by high assertion and high cooperation.  “I win, you win.” and “Two heads are better than one.” are phrases that are identified with this style.

· Cooperating

Medium assertion and medium cooperation are common traits.  Attitudes may be “I win, you lose, and I lose, you win.” and “Half a loaf is better than none.”


Conflict could be defined as a(
Condition that results when one party feels that a second party has frustrated, or is about to frustrate, some concern of the first party.

So, conflict does not begin with a knock-down, drag-out fight, but rather happens in stages of mounting frustration.  Here are some stages that can be noticed as conflict is developing.

1. Latent:
the conditions are ripe for disagreement

2. Perceived:
frustration is recognized by one or both parties

3. Felt:
tensions are building, but not out in the open

4. Manifest:
conflict is out in the open and obvious to others

5. Aftermath:
what happens after the conflict

Taking the time to deal with conflict is important so that every issue your organization faces does not become overwhelming or fester forever.  Both good and bad consequences can come from conflict, and group members should be aware of both of these aspects.

Positives:

Contributes to change

Activates people

Represents a form of communication

Relieves pent-up emotion and tension

Creates opportunity for personal growth and development

Aftermath can produce stronger work environment

Negatives:

Diverts time, energy, and money away from primary goals

Can be harmful to the organization

Causes member turnover

Feelings of stress may cause health concerns

May result in dramatic behavior like sabotage, revenge, etc.

Tips for Helping Groups Deal with Conflict

After students realize that they have differing styles and that conflict can be good and bad, you can help them understand how to work together more effectively.


Here are some tips you can share with students about working with others with differing leadership styles.

1. Acknowledge that they need to adapt their actions depending on the situation and with whom they are working.

· Avoiders - let tensions cool first, then discuss

· Accommodators - demonstrate reasonableness, do not take advantage

· Competitors - talk about matters of policy, standards, expectations

· Collaborators - solve joint problems

· Cooperators - work on equal ground

2. If possible, work out problems in small groups, before bogging the entire group down.  If the officers can discuss their perspectives and come to an answer they will support, the group has direction to follow.

3. Always take time to deal with conflict.  Allowing even the smallest problem to fester can lead to an interpersonal explosion that will not benefit anyone.

4. As Adviser, you are in a tricky position.  You want to be liked by the members of the group, yet you also need to be on the lookout for problems.  There is a delicate balance between offering direction and coming down too hard.  You need to balance the negative comments with positive ones so the group will keep coming to you for advice.

Officer Transition and Retreats

One of the most important functions of an Adviser is to assist in the transition from one set of organization officers to the next. As the stability of the organization, the Adviser has seen changes, knows what works and can help maintain continuity. Investing time in a good officer transition early on will mean less time spent throughout the year nursing new officers through the semester. CCAL is here to help. 

The key to a successful transition is making sure new officers know their jobs BEFORE they take office. Expectations should be clearly defined. There are a number of ways to conduct the officer transition. The following two methods are examples of two commonly used methods. 

Team Effort The team effort involves the outgoing-officer board, the Adviser, and the incoming-officer board. This method involves a retreat or series of meetings where outgoing officers work with incoming officers on: 

1. 
Past records/notebooks for their office and updating those together 

2. 
Discussion topics should include: 

· Completed projects for the past year.

· Upcoming/incomplete projects. 

· Challenges and setbacks. 

· Anything the new officers need to know to do their job effectively. 

The Adviser’s role may be to: 

· Facilitate discussion and be a sounding board for ideas. 

· Organize and provide the structure of a retreat. 

· Offer suggestions on various questions. 

· Refrain from telling new officers what they should do. 

· Fill in the blanks." If an outgoing officer does not know how something was done, or does not have records to pass on to the new officer, you can help that officer by providing the information he or she doesn’t have. 

The structure of a team effort retreat can take many forms. The Adviser’s role in this process is to provide historical background when needed, help keep goals specific, attainable and measurable and provide advice on Middlebury College policies and procedures. This is an outline of a team effort retreat: 

1. Icebreakers and team-builders 

2. Officer meetings 

· New/old officers pair off (president with president, treasurer with treasurer) 

· Update each section of notebooks, or talk about what should go in a new one. If officers do not have a notebook, take the time to create one! 

· Each pair of officers should discuss the following: 

· Who did the outgoing officer interact with most in CCAL, Dining Events; Facilities Services, The Commons, other student organizations, College administration and in the community? 

· With the departments/areas listed above, what capacity did the outgoing officer work with them on? 

· What College paperwork is this position responsible for completing? 

· What did the outgoing officer have to do with the organization’s Finance Committee funding requests? 

· What College procedures did the outgoing officer have the most trouble with and how can the incoming officer avoid those troubles? 

· What were the biggest challenges the outgoing officer faced and how did they overcome them? 

· What goals did the outgoing officer have, and which were achieved and which were not. 

3. Joint officer meeting 

· Gather as a group; write everyone’s notes on a board or flip chart. Note similarities. For instance, the president and treasurer may always interact with the CCAL Administrative Program Coordinator or Assistant Director of Campus Activities. 

· Generate a discussion on similarities, challenges and how challenges can be overcome. 

· Review the Student Leadership Resource Manual. Have out going officers talk about helpful sections. 

4. New officer meeting (This could be a separate meeting, or a phase of the retreat.) 

· Goal review. What did the past officers accomplish? 

· What is left to do from the past goal list? Revise list or eliminate it if the officers choose.  Provide new officers time to list goals for their position on their own. 

· Reassemble and share updated goals. 

· Brainstorm new goals for the organization and ideas for programs, fundraisers, and social events. 

· Make an exhaustive list of everything the group could possibly accomplish. 

· Narrow down that list to what they can reasonably accomplish. 

· Assign tasks to specific officers. If no one wants to do it, take it off the goals list. 

One-on-One Training, Adviser with Officers 

While it is ideal to have the outgoing officer team assist in training the incoming officers, often it is left up to the Adviser to educate the incoming officers. In that situation, there should be a joint meeting of the new officers, as described in section 4 of the above outline. After that meeting, the Adviser should meet individually with each officer; examine the notebook of the previous officer (or create a new one). 

Things to include in a new notebook: 

1. Any forms the officers may need to use. 

2. Copies of previous meeting agendas.

3. A copy of the organization’s constitution and bylaws. 

Talk about what the officers hope to accomplish in the forthcoming year. Assess the officer’s role in the organization. What are the expectations of each position? What are the student’s expectations of the position and his/her goals? If they deal with programming, go through the guidelines in the Student Leadership Resource Manual for event planning or visit the Campus Activities web page at www.middlebury.edu/campuslife/activities


 Finances and Budgets

A very important area where you can lend your expertise to student organizations is in the realm of financial situations.  Student organizations at Middlebury are eligible to receive funds from the Student Activities Fee through the SGA Finance Committee.  Detailed guidelines that are updated annually are available through CCAL.


Where Do Problems Happen With Money and Student Groups?

1. Confirmation of Funding from Finance Committee Well in Advance of the Event.  

All student organizations are allowed to apply for funding from the Student Government Association Finance Committee but they must also request approval for the funds in advance of the event or activity.  The deadline for requests is two weeks before the event. 

2. Contract Preparation

This is an area where you need to be involved.  Any negotiation with outside vendors, speakers or performers must be reviewed and approved by CCAL. Students are not permitted to sign a contract – a CCAL staff member must do this.  Remember, by signing a contract they are legally obligating the College, and may be obligating themselves. Contracts are legal obligations and you should help them read the fine print.  If a group defaults on a contract, consequences could be severe.

3. Proper Documentation For Reimbursement

Disbursements of funds must be handled according to the procedures outlined by CCAL and the SGA Finance Committee.

· All disbursements must be made by check, regardless of the nature of the expenditure.

· An original invoice or receipt from the vendor must be attached to the voucher.

· All original invoices and receipts must be supplied to CCAL.  If additional copies of the invoices or receipts are needed, copies should be made prior to visiting CCAL.

· Goods and services purchased must be described in sufficient detail before SGA Finance Committee approves the request.  An explanation must be given about how the expense benefits and relates to the student organization.


Good Financial Ideas for Groups to Follow

Set up a system of internal checks and balances.  The knowledge about where money is coming from and going should not be limited to just one person.  Come up with realistic budgets prior to events and then follow them.  While it may be unrealistic to try to plan down to the penny, it is important to have direction.  In fact, SGA Finance Committee requires a budget prior to its approval of an event or activity.  Student groups are not required to collect dues, but frequently dues provide sufficient income for club operations.

Fundraising


Fund-raising is one activity many student organizations undertake.  Because there is money involved, you need to make sure student officers go through the proper channels in getting their activity approved.  You can also assist in planning.

As with any other program, the fund-raising effort should be well defined.  Asking key questions at the beginning helps bring the project into focus.

· Is the goal of the fundraiser charitable for group activities?

· Who is the group going to contact? (student groups may not solicit funds from alumni)

· What is the best way to contact these individuals? (Keep in mind important factors such as time and cost.)

· What project will bring the best results?

· Does the proposed project comply with College policy?
Fund-Raising and Concessions
The Center for Campus Activities and Leadership (CCAL) at Middlebury College gives approval to student organizations to raise money for charitable projects. In addition, student groups may be allowed to raise funds on campus to defray costs of a limited number of special College-approved projects. 

Fundraising Policies and Regulations
a.  Permission for fund-raising drives will be granted only to current College-recognized student groups.

b. Student groups organizing fund-raising activities not involving the sale of a product or service (e.g., sponsoring a dance or a raffle) must obtain permission for their activity from the Director of CCAL or designate. Any student group sponsoring a fund-raising activity involving the sale of a product or service must obtain a concession permit from CCAL.

c.  When a fundraising activity involves setup, table, or booth, permission for the setup is granted by CCAL.  If the requested site involves another department, then the director of that department must also provide permission for the activity to occur there (e.g., the Director of Athletics must also approve requests for activities at football games and other athletic events).  The Director of CCAL and the supervisor of the site will decide whether or not one or more activities may occur simultaneously at the same location.  

d. Any student organization funded by the Finance Committee of the Student Government Association must obtain prior approval for all fund-raising activities from the Finance Committee.  Once approval has been granted, student organizations are subject to items a. through c. above.  CCAL will deposit any funds raised into that organization's account. 

e.  Off-campus

· Student groups are not allowed to solicit donations or gifts from local merchants.  Under certain circumstances CCAL will approve fundraising efforts that occur off campus. 

· Student groups wishing to conduct fundraising off-campus must familiarize themselves with and abide by all College policies in addition to all local, state, and federal laws and regulations. 

f.  Solicitation
· Direct solicitation of funds via campus mail is prohibited. 

· Student groups, or athletic teams may not solicit funds from parents or alumni. 

· Exception: Each year CCAL coordinates a series of three mailings to the parents of current students advertising products and services for sale through campus concessions. Due to considerations for cost and space, approval is limited and available on a first-come, first-served basis. Students or student groups interested in participating in this type of fund-raising activity must first contact the Director of CCAL. These requests must be made at least six weeks in advance of the mailing date. Mailing dates are available by contacting CCAL.  Mailings are traditionally done in mid-summer, mid-fall and mid-winter.  

· College-connected or public groups (private, nonprofit, or for-profit) may not use College directories for the purpose of solicitation. 

· Door-to-door solicitation in residence halls is prohibited. In addition, the solicitation of faculty and staff in their campus offices is prohibited.  Door-to-door solicitation is also prohibited off campus. 

g.  Raising Funds for Charity

· Student organizations may raise funds for off-campus charities (e.g. American Red Cross). 

· When revenue is generated by a student organization from an activity that was approved by the Student Government Association (SGA) Finance Committee using Student Activities Fee (SAF) money, the revenue must be returned, in full, to the organization's Middlebury College account.  All revenue up to the principle spent on the activity must be spent according to Finance Committee Guidelines.  All additional proceeds may be spent at the organization's discretion within the parameters of CCAL and the rules of Middlebury College.  If new money was allocated for the activity, revenue will be repaid to the general SAF first, up to the amount of the new allocation, and then the proceeds will go into the individual organization's account.  The SGA Finance Committee may consider exceptions to this rule. 

· Organizations wishing to make donations to charitable organizations may use the proceeds from certain activities (see above).  Allocated funds cannot be used for donations. 

· Organizations may collect funds through cash, debit cards, credit cards, or checks made out directly to the charity. 

· The organization may not initiate any activity, the profits of which will be used for any direct or indirect contributions to a political campaign. 

Concessions Policy and Regulations
The Center for Campus Activities and Leadership (CCAL) at Middlebury College gives approval to students to raise money for entrepreneurial or charitable projects.  These projects, known as Concessions, are activities either for a student-run business or a fundraising activity that involve the sale of a product or service. 

a.  Permission for concessions will be granted only to current students in good standing.

b.  Any student sponsoring a concession must obtain a concession permit from CCAL.  Permits must be obtained at least seven working days before the beginning of the activity or program.

c. When a sale involves setup, table, or booth, permission for the setup is granted by CCAL.  If the requested sale site involves another department, then the director of that department must also provide permission for sales to occur there (e.g., the director of athletics must also approve requests for sales at football games and other athletic events).  The Director of CCAL or designate and the supervisor of the sale site will decide whether or not one or more activities may occur simultaneously at the same location.  

d. Students who wish to sell food products or who wish to prepare food in College facilities for sale on campus must obtain the signature of the Director of Dining Services or designate on the Concession Form and submit it to CCAL. 

e.  Solicitation
· Direct solicitation of funds via campus mail is prohibited. 

· Students and student groups may not solicit funds or sales from parents or alumni. 

· Exception:  Each year CCAL coordinates a series of three mailings to the parents of current students advertising products and services for sale through campus concessions.  Due to considerations for cost and space, approval is limited and available on a first-come, first-served basis.  Students or student groups interested in participating in this type of fund-raising activity must first contact the Director of CCAL.  These requests must be made at least six weeks in advance of the mailing date.  Mailing dates are available by contacting CCAL.  Mailings are traditionally done in mid-summer, mid-fall and mid-winter. 

· College-connected or public groups (private, nonprofit, or for-profit) may not use College directories for the purpose of solicitation. 

· Door-to-door solicitation in residence halls is prohibited.  In addition, the solicitation of faculty and staff in their campus offices is prohibited.  Door-to-door solicitation is also prohibited off campus. 

f.  Raising Funds for Charity
· Student concessions may raise funds for off-campus charities (e.g. American Red Cross). 

· When revenue is generated by a student organization from an activity that was approved by the Student Government Association (SGA) Finance Committee using Student Activities Fee (SAF) money, the revenue must be returned, in full, to the organization's Middlebury College account.  All revenue up to the principle spent on the activity must be spent according to Finance Committee Guidelines.  All additional proceeds may be spent at the organization's discretion within the parameters of CCAL and the rules of Middlebury College.  If new money was allocated for the activity, revenue will be repaid to the general SAF first, up to the amount of the new allocation, and then the proceeds will go into the individual organization's account.  The SGA Finance Committee may consider exceptions to this rule. 

· Organizations wishing to make donations to charitable organizations may use the proceeds from certain activities (see above).  Allocated funds cannot be used for donations.  

· Organizations may collect funds through cash, debit cards, credit cards, or checks made out to Middlebury College.  Checks may also be made out directly to the charity.  

g.  The organizations may not initiate any activity, the profits of which will be used for any direct or indirect contributions to a political campaign. 

Sale and Distribution of Food On Campus
Recognized student organizations may distribute food in designated locations, as well as outdoor events, provided they have received prior approval from the Center for Campus Activities and Leadership.  



Leadership Resource Center


The Leadership Resource Center is designed to assist student organizations in planning events, learning about leadership, developing as a team, and so on.

There are several books, handouts, brochures, etc. available for your use in the Leadership Resource Center that is located in the Crest Room – McCullough Student Center.  The following is a list of only a portion of the books you are welcome to check out for your own use.

Advising student groups and organizations by Dunkel, N.W., & Schuh, J.H. 
Joining together: Group theory and group skills by Johnson, D.W., & Johnson, F.P.  

The leadership challenge by Kouzes, J.M. & Posner, B.Z. 
The big book of team building games by Newstrom, J. & Scannell, E.  

Exploring leadership: For college students who want to make a difference by Susan Komives

On Becoming a Leader by Warren Bennis

Chicken Soup for the College Soul by Jack Canfield and Mark Victor Hansen

Encouraging the Heart by Kouzes, J.M. & Posner, B.Z.
Learning to Lead  Anywhere You Want to Make a Difference by Larraine R. Matusak

Fish Stephen C Lundin, Ph.D., Harry Paul, and Joan Christensen

Service, Stewardship, Spirit, and Servant-Leadership, Larry C. Spears, ed.

On Leadership by John W. Gardner

Leadership A to Z: A Guide for the Appropriately Ambitious by James O’Toole

Leading at the Edge: Leadership Lessons from the Extraordinary Saga of Shackleton’s Antarctic Expedition by Dennis N.T. Perkins

Leader to Leader, Frances Hesselbein & Paul M. Cohen, eds.

Learning to Lead: A Workbook on Becoming a Leader by Warren Bennis & Joan Goldsmith

Leadership is an Art by Max Depree

The Organization of the Future by the Drucker Foundation.  Frances Hesselbein, Marshall Goldsmithg, & Richard Beckhard, eds.

Reflections on Leadership by Larry C. Spears, ed.

Stewardship: Choosing Service Over Self-Interest by Peter Block

Important Dates and Contacts

Dates

Campus Activities Fair

Thursday, September 13, 2006

5-7 p.m.
Student Organization Meetings

Monday, September 17


Club Sports and Academic and Cultural


Tuesday, September 18


Community Service and Special Interest



Wednesday, September 19


Spiritual and Religious and Performing Arts


Thursday, September 20


Media and Publications

Student Leadership Workshops

January 2008 – Emerging Leader Progrma 
Organization Budgeting Process

March 1 – March 17, 2008
Contacts

Center for Campus Activities and Leadership

Doug Adams, Director

Charlotte Chase, Assistant Director 

Derek Doucet, Outdoor Programs Director

Tammy Grant, Admin. Program Coordinator
Alliance for Civic Engagement

Tiffany Sargent, Director

Margaret Burns, Assistant Director

Betsy Mackey, Assistant Director

Dean of the College Office
Tim Spears, Dean of the College

Karen White, Assistant to the Dean of the College

Jasmin Johnson, Special Assistant to the Dean

Karen Guttentag, Associate Dean of the College 

Katy Abbott, Associate Dean of the College

Gus Jordan, Associate Dean of the College

Lisa Boudah, Associate Dean of the College

Center for Counseling and Human Relations
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Mark Peluso, MD, Director

Alicia Battle, Dir. Health and Wellness Education

Terry Jenny, Associate Director

Office of Institutional Diversity

Shirley Rameriz, Dean of Institutional Diversity

Jennifer Herrara, Coordinator of Diversity Initiatives
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If you have questions about the content of this publication, please contact the staff of the Center for Campus Activities and Leadership
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http://www.middlebury.edu/~ccal


McCullough Student Center
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TIP





In April, as a part of the SGA Budgeting Process, take the time to meet as a group to review events and programs, do an inventory of supplies and equipment and decide what direction you will take in the fall.





Keep in Mind





Here is a list of some things to keep in mind when working with student leaders. 





It is important to not direct the activities of the club. Allow students to make their own decisions and learn from their experiences. 


Failing is part of the learning process. Mistakes and poor decisions will happen. While it may be your first reaction to intervene and fix all the mistakes you see, this is not the role of the Adviser. You can help students to think through their actions and to consider various possibilities but the final decisions must be theirs. Take advantage of failures and use them as teachable moments with students. 


Remember, it is your responsibility to ensure that students understand what the consequences are for their decisions. Be pro-active when a controversial situation arises but let them make the decision. Help students take ownership of their decision and responsibility for any consequences that may follow. 


Assist students with the development of a budget and the spending of their funds. Do not control the finances of the club. Your primary role is to provide feedback on the budget.








ENHANCE YOUR EXPERIENCE AS AN ADVISER BY:





Getting to know students on an individual level. Learn what they want to get out of the organization and Middlebury College.





Attending the organization’s meetings and events.





Reaching out to other Advisers or departments (i.e. CCAL) for assistance and support. 





Empowering students to take action and to take satisfaction in seeing the student organization succeed.








ADVISING TIPS





At the beginning develop clear expectations about the role of the Adviser and your relationship to the organization. 


Read the group’s constitution.


Get to know all of the members and attend their events. 


Develop a strong working relationship with the president and other officers. 


Discuss concerns with officers in private and praise them in public. 


Remember to let the students make the decisions while you provide guidance and advice. 


Be familiar with College policies. 


Meet with the officers and help them set goals. 


At all times, keep your sense of humor.
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