
 

The Roles and Responsibilities of Advising 
 

The advisor is an integral part of every organization.  As a member of the professional 
staff of the College, the primary function of an advisor to student clubs and 
organizations is to actively advise, counsel and serve as a resource person.  Through 
suggestions, comments and searching questions, you can assist the organization 
achieve the degree of mature thinking necessary to strengthen the organization. 
 
A faculty member or administrator of Keystone College may serve as an advisor to any  
organization or club for an unlimited number of  years.    
 
The Student Activities Office has compiled this handbook to assist in your advising 
endeavors.  All of the answers are not in this handbook, but this should be a usefu l 
guide to help you along the advising path.  We hope you find the information helpful 
and encourage you to call the Student Activities Office w ith any questions or concerns, 
call or email Director of Student Activities and Leadership, Lucas R. Taylor. 
Lucas.taylor@keystone.edu, 570-945-8258.  
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Functions and Responsibilities of Advisors 
 

1. The primary function of an advisor is to offer students opportunities to exercise initiative, judgment and leadership skills, and 

to enjoy a measure of autonomy in self-directed social, educational, cultural and recreational activities. 

 

2. The role of the advisor is “passive”.  Advisors should not control the group’s activities, but give guidance and scope of 

direction to the group. 

 

3. As the advisor it is important to be familiar with the club’s constitution and procedures and the skills necessary for 

conducting effective meetings.  Other procedural matters concerning Keystone College guidelines for on and off campus 

activities should be understood as well. 

 

4. The advisor should attend some meetings and as many social functions of the organization as possible. 

 

5. An advisor should discuss tactfully any student actions, which, in the advisor’s opinion, would discredit the organization and 

the College.  In the event that the advisor deems it necessary to disapprove of some phase of the organization’s activities, the 

advisor should contact the Student Activities Office and describe the reasons for the disapproval of the activity. 

 

6. In conjunction with the treasurer of the club, the advisor should ensure that the club is financially responsible.  All clubs and 

organizations must handle funds through on-campus accounts.  The advisor ultimately is responsible for balancing the 

budget. 

 

7. Students should be encouraged to be involved actively to benefit from their experiences with the student organization, but 

they should be reminded of the priority of their academic responsibilities. 

 

8. The advisor should assist with the organization of paperwork that is to be submitted to the Student Activities Office when 

needed.  (For example, Current constitution, Contact information for club officers, Current list of members, End-of-semester 

report, Program notifications and evaluations, and Funding report) 

 

9. The organization should be encouraged to meet on a regular basis. 

 

10. The advisor should assist in the orientation of new officers. 

 

11. The advisor should encourage the officers to delegate responsibilities to the organization members to help all members 

participate fully in the organization. 

 

12. Encourage the group to keep records and evaluations on file.  Procedures for passing this information on to future members 

should be developed. 

 

13. Help the organization develop goals for each semester and prepare a plan to achieve them.   

 

14. The advisor maybe asked to represent the organization and its interests in staff and faculty meetings. 

 

15. The advisor should encourage students to participate in leadership development, social, cultural, spiritual, recreational, and 

diversity programs sponsored by the Student Activities Office. 

 

16. The advisor should consider the Student Activities Office a valuable resource for help with any questions or concerns the 

advisor or the organization might have.  Take advantage of the staff’s interest and experience! 



Advisor Responsibilities 
 

Advising a student club can be a very rewarding experience and the role of the advisor can be very important to 

the development of a club and its members. In your role as an advisor, you will play an integral role in the 

development of student leaders. You will have the opportunity to interact with students and to engage them in a 

way that is different from the classroom. This allows you and the students to see each other in a different 

setting, providing insight into one another. 

 

Responsibilities of the advisor are as follows: 
 

1. Review all club forms and other pertinent documents that affect the club. 

 

2. Stay informed of all club events, activities, and expenditures. 

 

3. Be present at the events and activities sponsored by the club. 

 

4. Be informed of College policies and procedures and advise officers on adhering to them. 

 

5. Assist club officers in the planning and evaluating of activities as well as the operational aspects of the 

club. 

 

6. Encourage club members to assume responsibility for their actions and the effectiveness of their 

programs. 

 

7. Allow students the freedom to plan and coordinate their activities. 

 

8. Attend club meetings as needed. 

 

9. Be available to sign all forms as needed by the club. 

 

10. Be available to the members of the club. They may need advice, guidance, or just an ear to bounce ideas 

off of. 

 

11. Meet with club officers to gain an understanding of the club’s progress toward their goals and to learn  

how you might be able to assist them in reaching their goals. 

 

12. Encourage students to become members of the club. 

 

13. Consider yourself as someone who works with students, not someone who controls or directs the  

group’s events or decisions. 

 

14. Please be sure that all communication from the Student Activities Office gets to a club representative in  

a timely fashion. 

 

15. Encourage student representatives to check their e-mail for updates and information from the Student     

Activities Office and to respond within 24 hours.     



Keep in Mind when Work ing with Student Leaders 

 
È Do not direct the activities of the clubs. Allow students to make their own decisions and learn from their 

experiences. 

 

È 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 advisor. 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. 

 

È 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. 

 

È Assist students with the development of a budget and the spending of their funds. Please do not control 

the finances of the club. Your primary role is to monitor the expenses, provide feedback on the budget 

and approve reimbursement for expenditures. 
 

 



Some Final Tips for Advisors  
 

§ Respond to students when called on.  

 

§ Teach techniques of good leadership and followership.  

 

§ Help members develop self -discipline and  responsibility.  

 

§ Supply information, expert knowledge and insights gained from your experience.  

 

§ Allow the organization to fail in some activities.  It is important for students to learn 

from their mistakes.  They wonõt learn if they arenõt permitted to make mistakes.  

 

§ Keep the goals or objectives of the organization firmly in mind.  

 

§ Be aware of the various roles expected of the advisor from time to time.  

 

§ Be creative and innovative.  

 

§ Provide continuity for the group from year to year.  

 

§ Develop a style, wh ich allows for a balance between being an active and passive advisor.  

 

§ Most of all:  allow yourself to grow, develop and have fun with this important 

responsibility.  



Student Officer & Advisor Relationship  
 
 

1. The advisor should assist the officers formulate long-range goals and steps to achieve them, and with 

planning and initiating short-term projects. 

 

2. The advisor should assist the officers with College procedural matters. 

 

3. Student officers should know the advisor will be available when emergency problems arise. 

 

4. Respect each other.  It is important to develop a trusting relationship with the organization officers. 

 

5. Have a sense of humor.  If the advisor finds humor in situations the students should relax and enjoy their 

roles in the organization. 

 

6. The advisor should point out factors bearing on the ideas presented by the officers without imposing 

his/her own bias.  If an idea is inappropriate, the advisor should encourage the officers to consider 

alternatives. 

 

7. Open communication is critical for a successful advisor/officer relationship. 

 

8. The officer should find the advisor able to assist with evaluation of projects, performance and progress. 

 

9. The advisor should suggest ways in which meetings can be run effectively. 

 

10. The advisor and the officers should discuss expectations of each other.  This understanding and 

agreement is helpful as an accountability tool. 

 

 

Students & Advisors count on each 

other to get things done.   

 

Students & Advisors are the 

ultimate teamwork combination! 



Organizations/Clubs and Advisors: 

How to Make it Work  
 

 

The MUSTS: 
 

You and your advisor now have a list of duties that the advisors are responsible for. Anything 

not on that list is not their responsibility. However, the relationship between club and advisor is 

two-fold. In order for the relationship to work there are a few things that you need to do as a 

club to ensure that the advisor will be able to fulfill their responsibilities effectively. 

 

1. Make your meetings during the week. 

2. Know what times your advisor will be on campus and schedule your meetings during 

that time.  

3. Keep communication open between the club and the advisor through direct contact, 

email, and phone calls. 

4. Keep the advisor updated on contact information for the club representatives. 

5. Review the duties of the advisor often and if they are not meeting your needs address 

them using the steps listed below. 

 

 

Hold One Another Accountable: 
 

1. Be sure to follow the above tips on accessibility. 

2. If you encounter a difficulty: 

a.  address the situation in person 

b.  act professionally 

c.  express concerns as they arise 

d.  organize your thoughts before you approach them 

3. If your concerns continue contact the Director of Student Activities, at 945-8253. 

           
 

 

 



New Club Checklist  
 

o 8 Signatures of Students Interested in Joining the Club  

 

o Advisor  

 

o Constitution  

 

o Income Statement  
 

 

Keystone College Student Senate 

Request to Start a Club 
 

 

Club Name: ____________________________ 

 

Date: _______________________ 

 

 

o 8 Names with Signatures of Students Interested in Joining the Club. 

 

1. _________________   _________________     

 

2. _________________   _________________     

 

3. _________________   _________________     

 

4. _________________   _________________     

 

5. _________________   _________________     

 

6. _________________   _________________   

 

7. _________________   _________________     

 

8. _________________   _________________     

 

 

o Advisor:    Name: _______________________________ 

 

          Signature: _______________________________ 



Important Guidelines Concerning Policy 
 

The Student Activities Office and the Student Senate Council of Clubs exist to assist student leaders in fulfilling 

their responsibilities.  To achieve your goals, you are encouraged to follow these guidelines intended to enable 

the club to function effectively: 

 

1. A representative of the club is highly encouraged to attend every Council of Clubs Meeting.  Attendance is 

mandatory for Clubs wanting to receive Student Senate funds.  These meetings are designed to communicate 

vital information such as policies and events, helpful hints on issues that affect clubs, deadlines for funding 

applications and end of semester reports, and to open the lines of communication between all clubs, Student 

Senate, and the Student Activities Office.   

 

2. A club representative should contact the Council of Clubs Prefect at least once a month.  It is important to 

communicate regularly especially for assistance with any questions or problems that may arise.  In addition, it is 

critical to contact the Student Activities Office when an event and a tentative date have been selected.  A team 

approach is essential so that organizations do not compete with or duplicate programs. 

 

3. All clubs and organizations must submit an end of semester report at the conclusion of each semester. Any 

club which does not file these reports will not be recognized by Keystone College and will be considered 

inactive.  

 

5. One fundraiser must be completed each semester to receive funding. A fundraising event notification form 

must be completed and returned to the Student Activities Office.   
 

Below is the list of requirements for  Clubs and 

Clubs that plan on applying for funding :  
 

  

To be a Club: 

-Current copy of constitution on file with the Student Activities Office 

-Current list of Advisor and Club Officers with their contact information 

-Current list of Club Members 

 -End of Semester Report 

 

To be a Club that receives funding: 

-All of the requirements to be a Club listed above  

-Have representation at each Council of Clubs Meeting  

-Have representation at Leadership Conference (Keystone College) 

-Participate in the Homecoming Parade 

-Program Notification  

-Fundraising Event each semester 

-Service Project each semester 

-Funding Report submitted by the due date at the beginning of each semester 

 



Policy for Recognition of  

Student Organizations and Clubs  
 

 
Keystone College has est ablishe d a system of recognition for student clubs and 

organizations for the following purposes:  to insure the rights of students to freely form 

associations compatible with the mission statement and goals and objectives of 
Keystone College; to maintain t he rights of the College to choose which student 

organizations it recognizes; to define the relationship between the College and the 
student organizations; and to insure that the requirements for recognition, the privileges 

received through recognition and  the policies and procedures that govern student 
organizations are administered in a nondiscriminatory manner.   

 
The College expressly permits recognized student organizations to operate on campus.  

Although recognized student organizations are permitted to have external affiliations 
and may be part of an incorporated external organization or may be individually 

incorporated, recognition only sanctions the existence and operation of an organization 
on campus.  Off campus activities of recognized student or ganization unless expressly 

approved and/or sponsored in advance by the College, are the sole responsibility of the 
organization, its officers and members.  

 

Recognized student organizations are private student groups .  Recognition does not 
permit a student  organization to represent the College, engage in any contractual 

obliga tion in the name of the College.   
 

Registration   
Recognition as a registered student organization is accorded to all student groups that 

meet the standard ñRequirements for Recognition.ò   
 

Requirements for  Recognition  
1. Obtain the Recognition application from the Student Activities Office. 
2. Accurately describe the purpose of the organization and operate in accordance with its stated 

purpose. 
3. Submit a constitution and bylaws according to prescribed standards (except in the case of 

organizations to be sponsored by the Athletic Department, who must meet requirements of that 
department.) 

4. Submit a membership list with the names of at least eight currently enrolled students. 
5. Agree to and comply with the Notice and Acceptance of the Recognition Limitations. 
6. Agree to and comply with the Publications Code for Student Organizations. 
7. Note any external affiliations.  If applicable, provide the constitution and bylaws of any affiliated 

organization and certify that all conditions for affiliation meet the standards of Keystone College.  
8. Limit membership to students, faculty, administrators, and staff of Keystone College. 
9. Sustain an active membership of a minimum of five students. 
10. Sustain an active membership comprised of at least seventy-five percent students. 
11. Designate at least three student officers in good academic and disciplinary standing. 
12. Submit all changes in constitution, bylaws, officers or advisor to the Student Activities Office 

within two weeks after the change(s). 



13. Engage in semester reviews. 
14. Adhere to College regulations. 
15. Adhere to local, state, and federal laws. 
16. Refrain from advocating, inciting, or participating in any material interference or physical 

disruption of Keystone College. 
17. Refrain from the use of deceptive recruitment practices and the use of coercion, manipulation and 

proselytization techniques as a means of recruitment.  
18. Refrain from participation in hazing activities. 
19. Refrain from any illegal discrimination. 
20. Conduct all activities in a manner consistent with the Mission Statement and Goals and Objectives 

of Keystone College. 
21. Conduct all activities in a manner that contributes to the intellectual, ethical, psychological, and 

personal growth of its members. 
22. Refrain from using the organization for the financial enrichment of any officer, member or affiliate. 
23. Refrain from directly or indirectly using College resources for the express benefit of external 

benefit or external affiliates.  
24. Use dues and other membership fees for the express benefit of the organization and in fulfillment 

of its purpose. 
25. Maintain financial accounts as required. 
26. Refrain from entering or attempting to enter into contractual obligations without prior 

authorization by designated College staff. 
27. Refrain from directly or indirectly using Keystone College resources in support of any candidate 

for public office, except as permitted by College policy. 
 

Privileges of Recognition  

 
All registered student organizations shall be eligible to:  

 
1. Use the College facilities, equipment, and service at no charge or at a reduced rate according to 

prescribed policies and procedures. 
2. Apply for funding from Student Senate. 
3. Receive professional advising and other services from the Student Activities Office. 
4. Collect dues, sponsor fundraising events, and solicit funds on campus upon consultation with the 

Director of Student Activities. 
5. Be listed in College student publications.  
6. Participate in College student activities. 
7. Sponsor activities consistent with the purpose of the organization. 
8. Distribute literature and organizational materials according to established College policies and in the 

manner designated by the College. 
9. Use the College campus mail services. 
10. Post materials on campus bulletin boards and other designated posting areas and according to the 

College posting guidelines. 
11. 3ÏÌÉÃÉÔ ÍÅÍÂÅÒÓÈÉÐ ÏÎ ÃÁÍÐÕÓ ÕÎÄÅÒ ÔÈÅ ÏÒÇÁÎÉÚÁÔÉÏÎȭÓ ÎÁÍÅȢ 
12. Utilize campus services and participate in leadership programs and the Council of Clubs. 
 
 

 
 

 
 



Revocation of Recognition  

 
Violation of Recognition. Any violation of the recognition requirements may result in suspension or 
revocation of recognition.  The Director of Student Activities adjudicates all recognition violations.  The 
decision of the Director may be appealed to the Dean and Vice President of Student Affairs.  
 
Procedural Compliance. Once recognized, failure to engage in the semester review or to submit any 
changes in the Constitution and Bylaws, affiliations, advisorship and officers according to established 
time frames may result in suspension of recognition.     
 
Withdrawal of Certification.  Recognition as a certified student organization may be rescinded at the 
discretion of the sponsoring unit, or the Dean and Vice President of Student Life.  Revocation of 
certification will change the recognition of the group to registered status. 
 
Denial of Recognition.  The decision to deny resonation to a group must be accompanied by clear 
explanation of the reasons for denial. 
 
Administration .  The recognition process is administrated by the Student Activities Office.    
 
Review of Policy.  This policy will be reviewed every three years by the Director of Student Activities and 
Dean and Vice President of Student Affairs.  

 



PETITION FOR ROCOGNITION AS A  

REGISTERED STUDENT ORGANIZATION  

AT KEYSTONE COLLEGE 
 

 

WE, THE UNDERSIGNED STUDENTS AT KEYSTONE COLLEGE SUPPORT THE 

RECOGNITION OF   _________________________________ 

AS A REGISTERED STUDENT ORGANIZATION AT THE COLLEGE. 
 

 

8 Signatures of Students that will  

support the Recognition of the Student Organization. 

 

1. _________________   _________________ 

 

2. _________________   _________________ 

 

3. _________________   _________________ 

 

4. _________________   _________________ 

 

5. _________________   _________________ 

 

6. _________________   _________________ 

 

7. _________________   _________________ 

 

8. _________________   _________________ 

 

 

Date: _______________________ 

 
 
 
 
 
 
 
 

Please return to the Student Activities Office. 



NOTICE AND ACCEPTANCE OF  
RECOGNITION LIMITATIONS 

 
 

It is understood and agreed that:  
 

1. The organization is a private student group and is not an official component of Keystone College. 
 

2. Recognition expressly permits the organization to operate only on campus. 
 

3. The organization may not act on behalf of the College. 
 

4. The organization may not represent itself as being an official component of Keystone College. 
 

5. The organization may not engage in any contractual obligation in the name of the College. 
 

6. Off campus activities of the organization are the sole responsibility of the organization, its officers 
and members unless expressly approved and/or sponsored in advance by the College. 

 
7. Participation in the activities of the organization is voluntary and all attendant risks are assumed 

solely by the organization, its officers, members and non-member participants. 
 
 
 

______________________________    ___________________________    _________ 
        President/Chairõs Name  Signature                         Date 

 
 
 

______________________________    ___________________________    _________ 
          Advisorõs Name   Signature              Date 
 
 
 

Official Use Only 
 

Received in the Student Activities Office _____________ 
          
 

______________________________    ___________________________    _________ 
        Director of Student Activities  Signature             Date 

 
 

Please return to the Student Activities Office. 

 

 
 

 

 

 



 
PUBLICATION CODE ACCEPTANCE 

 
 
It is agreed that the publications of the organization will comply with the following publications code: 

 
 
All published material of the organization will: 
 

1. Comply with the 1978 Copyright Act. 
 

2. Be distributed according to applicable policies and procedures. 
 

3. Refrain from expressions that are considered obscene or libelous according to current legal 
definition, that advocate or incite a material interference or physical disruption of the education 
process or the peace, order, and discipline of the campus, or that advocate or incite imminent 
lawless action or the violent overthrow of the government. 

 
4. Identify the organization as published and specify that the group is recognized student 

organization at Keystone College. 
 
 

 
______________________________    ___________________________    _________ 

        President/Chairõs Name  Signature                         Date 
 

 
 

______________________________    ___________________________    _________ 
          Advisorõs Name   Signature              Date 
 
 
 

Official Use Only 
 

Received in the Student Activities Office _____________ 
          
 

______________________________    ___________________________    _________ 
        Director of Student Activities  Signature             Date 

 
 
 
 
 
 

Please return to the Student Activities Office. 



DO YOU WANT YOUR CLUB/ORGANIZATION TO 

BE RECOGNIZED BY THE COLLEGE ? 
 

 

To be a reco gnized club/organization by the College the following 

information must be presented in the  Student Activities Office.  
 

 

Maintain complete, accurate and current files in the Student 

Activities Office . These files must contain:  

 

 

_____ Current copy of Clubôs constitution on file with the Student 

Activities Office   

 

_____ Current list of Advisor and Club Officers with their contact 

information  

 

_____ Current list of Club Members  

 

_____ End of Semester Report  

 

 

 



Consult the Constitution . . .  
 
Council of Clu bs 
The Council of Clubs shall exist to increase the collaboration and accountability of all clubs and 
organizations on campus to enrich student life through more diverse activities, opportunities, and 
academic experiences. 
 

 

Council of Clubs Prefect: 
1. Maint ains the records of each club on campus and enforces funding procedures as described in 

Article XI of the Student Senate Constitution;  
2. Presides over all Council of Clubs meetings and prepares its agenda with the Director of 

Student Activities;  
3. Serves as Chair of the annual Clubs and Organizations Fair;  
4. Serves as a member on the Policy Committee B; 
5. Completes assigned number of office hours each week;  
6. Reports biweekly to the Director of Student Activities; and,  
7. Presides over Finance Committee Meetings in the absence of the Treasurer.  
 

Council of Clubs Vice Prefect: 
1. Presides over Council of Clubs meetings in the absence of the Council of Clubs Prefect;  
2. Succeeds to the Office of Council of Clubs Prefect should that office become vacant;  
3. Assists the Council of Clubs Prefect in maintaining records of each club on campus;  
4. Approves clubs and organizations in conjunction with the Director of Student Activities;  
5. Responsible for recording minutes during the Council of Clubs meeting and filing them in the 

Student Activities Office;  
6. Serves as a member of the Legislative Committee; and, 
7. Completes assigned number of office hours each week.  



How Do I Get a Club 

Account Number? 

 
 

Once Student Senate has given approval of the club,  

the following steps will be taken: 

 
 

1. Student Senate will e-mail the Vice President and Dean of Student Affairs to 

recommend the approval of the club. 

 

2. The Vice President and Dean of Student Affairs will request an account 

number from the Finance Office for the new club.  

 

3. When the number is assigned, Student Senate will then contact the club with 

the appropriate account number. 

 

4. The Club Advisor may request a detail sheet from the Finance Office stating 

what monies have been spent and what amount is available for the club’s use.  

If there are funds remaining at the end of the academic year, the money will 

be carried over into the next year.  

 

 

 

If you have any further questions, please contact the  

Student Activities Office at 945-8258 or 945-8253. 



BUDGETING 
 

One task groups face is the dev elopment of a plan to be fiscally 

responsible with funds.  A budget can be a helpful method for keeping 

track of group funds.  
 

A Budget is :  

V A tool for planning and controlling organizational funds  

V A formal written guideline of your organizationõs future goals expressed in 

financial terms within a set period of time  

V A detailed statement of estimated income and expenses  

V A historical record of the organizationõs activities during a given period  
 

A Budget can :  

V Help refine goals that reflect the realistic resour ce environment  

V Compel organization members to use funds efficiently and appropriately  

V Provide accurate information to adjust, analyze, and evaluate programs and 

activities  

V Aid in decision making  

V Provide a historical reference to be used for future planning   
 

Developing a Budget :  

V Begin preparations a month or more before the close of the current year 

broken up into semester s. 

V Prepare an outline of the organizationõs planned activities for the coming 

year. 

V Do careful studies, investigations and research of fu nding, cost and resources.  

V Determine the available funds (carry over balance from pervious semester, 

cash on hand, funds in the account)  

V Estimate expected income and when it is expected to be available  

V Get price quotations on big expenditures, delegate res ponsibilities to 

members 

V Rank order by their relative importance, which activities/programs are the 

widest expenditures of funds  

V Choose programs to initiate; ask how much is available to allocate  

V Negotiate as necessary:  eliminate or limit less essential e xpenditures  

V Revise, review, coordinate, cross -reference, and then assemble into a final 

budget; the budget must be flexible to anticipate conditions which might have 

been overlooked during the planning  

V Vote to approve the budget  
 



Managing the Budget :  

V Once approved, adapted and prepared, it should be monitored closely  

V Set and maintain a minimum cash balance  

V Formulate procedures and policies needed to achieve objectives  

V Keep an accurate log of financial transactions (income/expenses); maintain in 

a record book (check and balance records regularly)  

V Set up internal controls designed for safeguards and accurate  accounting 

data  

V Control cost s-allow only approved expenditures  

V Assess budget regularly  

V After the budget period has elapsed, determine the outcome of each  expense 

and revenue.   

 



Student Senate Finance Committee 
Policy on Funding 

 
Article XI. Financial Procedures  
Section 1. The Student Senate Funds 
 
A. Origin of Student Senate Funds 
Funds are transferred to the Student Senate Budget after receipt of the General Student Activities 
Office Budget; therefore, the Student Senate is responsible to Keystone College and to the student 
body for the resourceful channeling of its funds. The Student Senate may also coordinate fundraising 
efforts to meet specific financial needs if the General Assembly resolves to do so.  
 
B. Expenditure Limitations  
Expenditures by the Student Senate should never exceed resources available.  
 

Section 2. Funding Allocation Procedures  
The Student Senate funds are allocated based on the priority of enriching student life through the 
Student Senate purposes as set forth in Article II of the Student Senate Constitution. Budget requests 
may be submitted through both semester funding requests and through specific event funding 
requests. The Finance Committee must review all proposals following the regulations and procedures 
described in Article IV, Section 6 of the Student Senate Constitution and those listed within this 
section. All campus clubs and organizations will only be eligible for financi al consideration if the 
following criteria are met:  
 

A. General Funding Requirements for Keystone College Organizations and Clubs  
1. Current copy of constitution on file with the Student Activities Office  
2. Current list of Advisor and Club Officers with conta ct information  
3. Current list of Club Members  
4. End of Semester Report 
5. Have representation at each Council of Clubs Meeting  
6. Have representation at Leadership Conference (Keystone College) 
7. Participate in the Homecoming Parade 
8. Program Notification  
9. Fundraising Event each semester 
10. Service Project each semester 
11. Funding Report 

B. Acceptable Filing Standards 
1. Maintenance of complete, accurate, and current files in the Student Activities Office is required 

for all clubs and organizations that wish to receive funding fr om Student Senate. The Council 
of Clubs Prefect shall inform the Finance Committee whether or not a club or organizationõs 
files are acceptable before that club or organization is eligible to receive funds. If the Finance 
Committee determines that records are incomplete, the funding request will be denied.   

2. The Organization or Club must have an on campus account with the Business Office.  
3. To request Student Senate funds a completed Funding Application must be submitted.  
4. Adhere to the timeline and procedures  outlined by the Finance Committee.      

 



C. Compliance with the Financial Committee  
Clubs submitting funding requests must comply with all deadlines and procedures outlined by the 
Finance Committee per academic year and the Student Senate Constitution.  
 
D. Substantiation of Financial Need 
Any club or organization that requests Student Senate funds for a specific event must be able to 
demonstrate that they have explored all other fundraising activities and provide proof that a specific 
amount of monetary a id is necessary for the successful continuation of the organization. Clubs will be 
responsible for submitting both a written and oral proposal to the Finance Committee. After 
reviewing the submitted materials and questioning a representative of the club th at is requesting 
funds, the Treasurer shall present the Finance Committeeõs recommendation at the next General 
Assembly meeting.  
 
Section 3. Funding Regulations  
The following is a list of general regulations that must be followed in the allocation of any Student 
Senate funds:  
 
A. General Funding Regulations 

1. Funding for specific events should be allocated only in the semester during which the event is 
to be held;   

2. Student Senate funds must be allocated for educational purposes which benefit the student 
body and the campus community;  

3. The Student Senate has the right to request presentations from any club or organization where 
funding is provided;  

4. The Student Senate is unable to honor requests by individuals for funding of personal 
interests;   

5. Priority of f unds will take into account p revious track records of the Organization or Club 
requesting funds; and, 

6. Budget allowances should be sufficiently diversified and flexible to meet reasonable requests from all 

recognized clubs and organizations. 
 



  Funding Application 
 

 

ORGANIZATION/CLUB NAME: ________________________________________________ 

 

CLUB OFFICER: ___________________________________________ 

 

E-MAIL ADDRESS: ______________________________________ 

 

PHONE NUMBER:  ______________________________________ 

 

CLUB ADVISOR: _____________________________________________ 
 

E-MAIL ADDRESS: ______________________________________ 

 

PHONE NUMBER:  ______________________________________ 

 
 

 
* In order to be considered for funding the club must have the following items on file with the Student 

Activities Office. These items must be completed and up to date.   
 

The Student Senate Finance Committee will review with the Club during the Funding Meeting. 
 
 _____ Current copy of the Clubõs Constitution 
 
 _____ Current list of Advisor and Club Officerõs with contact information 
 
 _____ Current list of club members 
 
 _____ End of Semester Report 
 
 _____ Previous Program Notifications  
 
 _____ Fundraising Event completed 
 

_____ Service Project Time Sheet 
 
_____ Did the club participate in the Homecoming Parade?  
 
_____ Did the club have representation at each Council of Clubs Meeting this semester? 
 
_____ Did the club have representation at the Leadership Conference? (Spring Semester only) 
 
 
 
 



1.) Clubõs balance at the beginning of the semester was $_____________ as of ______/______/_______. 
 

2.) Current amount of funds in the clubõs budget $_____________ as of ______/______/_______. 
 

Briefly describe how the club has spent Student Senate funding this past semester. 
 

__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
_________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Describe the clubõs fundraiser for this past semester.  What was the profit from the fundraiser? 
 

__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Describe the clubõs fundraiser planned for the upcoming semester.  What is the estimated profit? 
 

__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
3) Describe the event(s) for which the Student Senate requested funds will be used. Identify the intended 
audiences, participants, etc., the date scheduled and the nature of the activity. 
 

__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________ 
__________________________________________________________________________________________
__________________________________________________________________________________________ 



Provide a project expense budget below that the club is requesting from Student Senate: 
 
Specific Events        Amount Requested  
   
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
________________________________________    $___________ 
 
 
      Total Amount Requested: $___________ 
 
 
 
Signature of Club Officer: ________________________________________ Date: _______________ 
 
Signature of Advisor: ____________________________________________ Date: _______________ 
 
 
 

* Funding requests for events open to all Keystone College students will be given first priority. 
* Any club receiving funding from Student Senate must fulfill all requirements and deadlines     
  set forth by the Student Senate. 

* Activities that will not be funded include but are not limited to any activity where alcohol is served 
or requests by individuals for funding of personal interests. 
*The Finance Committee will only allocate funds if the clubõs current balance does not cover proposed 
projects. 
 



  
 

Many student organizations have big plans and excellent ideas for programs or services.  However, 
few organiz ations have the finances to make these plans real.  It is important for student 
organizations to have some kind of fundraising plans and to execute those fundraisers with the 
utmost professional ism, accountability, and legitimacy.  
 
Fundraising events can be a lot of fun for all involved.  It is important to make the fundraising project 
a group effort and to get as many people involved as possible.  Not only will you have more help to 
accomplish yours goals, but you will also get more people interested in gi ving money.  The key to 
being successful in fundraising is to be creative and to keep your goal in mind.   
 
Members of your organization will not get excited or interested in your fundraising efforts if they do 
not know where the money will go.  In additio n, members of the community will not g ive unless 
there is a good cause.  Make sure that the reason you are raising money is a legitimate cause and let 
everyone know why you are raising funds.  
 
Fundraising is the key to maintaining an organization.  Without  money it is almost impossible to 
send mail, publicize events and sponsor programs.  However, successful fundraising does not have 
to be difficult or boring.  Be creative and make it a group effort!  
 

FUNDRAISING!!!  



Planning Your Fundraiser  
 
 

ǏǏ  Set a goal.  Plan in advance.  Develop a strategic plan for the group, including fundraising 
activities and target dates for fundraisers . 

ǏǏ  Ask for suggestions from your members.  What do the members want to do? How can you 
improve? When deciding on a fundraiser keep the following in mind:  

o Is group interest in the activity high?  
o Is the time commitment clear and agreed upon? 
o What special talents and connections do your group members have? 
o What resources and facilities are available? 
o Determine the potential profits from the event (projec t the income to be generated 

minus the cost of the event). 
o Donõt over price or offer something no one wants. 
o Is there enough time to properly organize the event ? 

ǏǏ  Check into local and state regulations.  Check into Keystone College Policy. 

ǏǏ  Involve all segments of your group, not just the officers. People contribute to what they create.  
Get as many volunteers for the project as possible.  Make sure they understand the cause and 
are willing to contribute their time and effort.  Delegate responsibility to all members so that 
everyone can be involved. 

ǏǏ  Determine your market:  college students, community, parents, etc. 

ǏǏ  Know your overhead.  

ǏǏ  Publicize and advertise wisely !  There is no easier way to not make money at a fundraiser than 
to hold one that no one knows about.  Be visible and let people know for what, when and 
where you will be fundraising.  

ǏǏ  Let everyone know your expectations in advance and update on progress.  Using a goal poster 
is a great idea; make sure that poster is displayed prominently. 

ǏǏ  Do a dry run  of the event before it happens. 

ǏǏ  Recognize everyone involved in the planning and implementation of the fundraising project.   

ǏǏ  Thank supporters.  Give your big donors some kind of tangible reminder of how they 
contributed to a good cause.  Create and maintain good will with these contributors, because 
they will tend to help in the future.  

ǏǏ  Evaluate!  What worked?  What didnõt?  How could it have been better?  Make sure to keep a 
record of all suggestions, so that next year you donõt have to reinvent the wheel.  Complete a 
written evaluation or report.  Make sure you include:  

o Contact names, addresses, and phone numbers 
o Time lines and important dates  
o Suggestions of things to do differently    



Hey!  Give Me Some Fundraising Ideasé 
 
Sales:  T-shirt, baked goods, pins, posters, raffles, hoagie sales, candy bars and anything else you 
think people might buy.  Sales require that you put out the money first to make a profit later, so donõt 
buy so much that you cannot make a profit!  
 
A-Thons:  Write -a-thons, dance-a-thons, rock-a-thons, skate-a-thons, walk -a-thons, and the list goes 
on and on, require a little more planning, but can be very profitable.  Instead of chasing around 
pledges after the event, try to get pledges in advance.  Either ask for a block pledge ($10.00 for the 
event) or agree to a set number of dances or milesé.and ask for payment up front. 
 
Money -Making Meals:  Pancake Breakfasts, Taco Dinners, these are easy and can really raise funds 
for th e organization.  Bake sales, hoagies and candy work well too .  Another cool idea is to buy 
fortune cookies, stuff them with fortunes that contain information about your organization and sell 
them. 
 
Exam Breaks:  Hold an exam break.  The organization supplies food or a relaxing atmosphere, maybe 
toys or games like play dough, slinkies , video games, checkers or coloring books for students to get 
away from studying for a while.  Charge a small admission fee.   
 
Holidays:   Candy Grams & Flower Grams are a nice way to raise money.  Choose a holiday or special 
event and create a message gram that fits the theme.  Charge a certain amount and send the gram to 
the person it is bought for.  

 
Here are more ideasé 
× Recycling drive 
× Sell candy canes with a message around the holidays 
× Sell stadium seat cushions 
× Sell buttons with school spirit slogans at athletic games 
× Sell flowers for special occasions  
× Rummage sale 
× Pig Roast 
× Road rally 
× Pancake breakfast before hunting or fishing season  
× Talent show 
× Homemade boat contest 
× Drive -in movie  
× Best beard contest 
× Car washes 
× Pie auction 

 

Fundraising 

is Great 

Fun!! 



FUNDRAISING EVENT  
Notification  Form 

 

 

Organization/Club Name: ____________________________ Type of Event: ___________________________ 

 

Date(s) of Event: ___________________________________ Facilities Needed: _________________________ 

 

Cost of Item Being Sold: ________________ Cost of Ticket Being Sold: _________________ 

 

Chairperson(s) of Event: ________________Phone Number: _______________ E-mail Address:  ___________ 

 

Advisor’s Name: __________________________  Advisor’s Signature: ___________________________ 
 

Purpose of the Fundraiser:  
__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

Description of the Fundraiser: 
__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

Goal(s) of the Fundraiser: 
__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
 

******************  

Return completed form to the Student Activities Office no later than 10 days prior to the start of sales. 
 

If your club does not receive approval within three business days from date submitted please contact the 

Council of Clubs Perfect or the Director of Student Activities. 
 

Fundraising concepts are approved on a first come, first served basis; duplicates may not be approved 

during the same semester. 
 

An EVENT EVALUATION FORM must be completed and returned to the Student Activities Office 

within 10 days after Fundraising Event is completed. 
 

Please read reverse side for more details regarding fundraising events. 

 

Student Activities Office Use Only 

 

Approved by: ____________________________     Date: _________________ 

 



The Club is responsible for contacting responsible departments and 

making the appropriate arrangements for each service listed below. 
 

REQUESTS FOR EQUIPMENT AND OTHER SERVICES:   

¶ Facilities Office, Events Coordinator  945-8580 

o Room Requests, AV Equipment, Electrical Needs, Table, Chairs, etc.  

¶ Dining Services, Catering Director 945-4302  

o Food Service 

¶ Business and Financial Services Office  

o Check/Petty Cash/Purchase Order/Budget Change Requests  ext 8364 or ext 8375 

o Liability Issues  945-8361 or ext 8361 

¶ Campus Safety Department   945-8077 or ext 8266 

o To request Campus Safety to open a room or request presence at event.  If the club is expecting a 

large group or a crowd of off-campus individuals, the Director of Campus Safety must be 

notified in advance.  If unsure err on the side of caution.      

¶ College Relations  ext 8172 

o Must approve all printed materials/publications. Contact for publicity needs. 

 



SERVICE REQUIREMENTS  
 

FOR FUNDED ORGANIZATIONS AND CLUBS  
 
× Student Organizations and Clubs which receive funding from Student Senate 

must complete a community service project each semester.   
 
× When the event has been completed a group time sheet should be filled out and 

returned to the  Student Activities Office . This is the only means of verification to 
the Student Senate regarding completion of service events. If a time sheet is not 
submitted, the club will be ineligible fo r future funding. Time sheets are 
available at the Student Activities Office.  

 
× The Student Activities Office and Center for Service Learning will assist with 

service project ideas and related issues.  Center for Service Learning, 945-8167 
 



Keystone College 

SERVICE PROJECT RECORD 

 
GROUP COMPLETING THE PROJECT (IDS CLASS, CLUB, OFFICE, ETC.)  

 

 

 

PROJECT NAME:  ______________________________________________________ 

 

PROJECT DATE(S):  ____________________________________________________ 

 

POPULATION/ORGANIZATION  SERVED: ________________________________ 

 

BRIEF PROJECT DESCRIPTION:  

 

 

 

 

NAMES OF PARTICIPANTS (NUMBER OF HOURS PARTICIPATED):  

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

____________________________(       ) ___________________________(        ) 

 

 

TOTAL NUMBER OF PARTICIPANTS:  __________________________ 

 

TOTAL NUMBER OF HOURS OF SERVICE:  ______________________ 

Please return this completed form to the Center for Service Learning 



Program Planning  
 

Over the course of time, your club will most likely plan a 

program of some kind.  Programs can range from social to 

educational, for a cause or simply for fun.  When 

planning a program, there are many factors to consider:  

 

The who, what, when, where, why and how factors :  
 

Who is involved with the Program 

Who will be involved with planning and implementing the program?  Are committees 

appropriate and who will be on them?  Who ne eds to approve the program?  
 

What - Description of the Program  

What will the program accomplish?  Is it necessary? What is your target population?  How 

many people do you estimate attending?  
 

What are the costs involved with the Program  

Consider food, suppli es, advertising, tickets, prizes, transportation off campus, etc.  Should 

the program be co -sponsored with another group?  
 

When will the Program happen  

Does the date conflict with major exams, holidays, or other important events around 

campus? 
 

Where will the Program be held  

For the location many things must be taken into account such as size, lighting, sound, 

electrical needs, etc.  
 

How will people know about the Program  

What needs to be done to advertise the program -posters, KC Morning E -Notes, personal 

contact?  When does the advertising need to go out?  Who will be in charge of coordinating 

ads? 
 

Why  

What is the purpose of our program?  What are our goals?  Why are we doing this?  How does 

this program support the vision and scope of our group?  
 

Have you  considered the following ? 

Gender bias and gender -neutral language; religious backgrounds, rituals and traditions; diverse 

racial and/or ethnical populations; needs of students with disabilities; economic limitations 

faced by some students; heterosexual bi as and diverse sexual orientations.    

  

 



program  Planning Timeline  

 

This timeline is to be used to spark ideas and reminders for your club to create your own timeline 
specially tailored to your needs.  Please keep in mind the deadlines set forth by the College and 
the Student Activities Office.    
 

One Semester in Advance  
-Survey students 

Beyond board/committee and friends  
 Do you have a target audience built in? 
 Phone/paper surveys  
 Use event evaluations to solicit more ideas 

-Review past program evaluat ions and reports 
-Establish budgets 
-Determine audience: campus only, open to general public, all ages, family, etc. 
-Choose events 

 Does it meet the Clubõs mission? 
 Does it move your organization forward?  
 Does it serve/help your target audience?  
  -If t arget audience is children under 18, additional requirements will apply  

-Choose event coordinator  
-Check other calendars for conflicts 

 Your own organization  
 Other student organizations  
 Academic Calendar (Avoid finals, breaks, etc.) 
 The Student Activiti es Office Events 
 Holidays  

-Reserve locations/venues (include as many details as possible-and remember that the earlier 
submitted the better  

Reserve rain location 
Offstage preparation area 
Dressing room  

-Contact agent/performers -get all necessary information, but be careful not to verbally commit to 
anything  
-Consider liabilities/risk associated with event  
 Contact College Risk Manager with any questions 
-Identify possible co-sponsors 
-Decide upon need for tickets, costs 
-Consider people power needed for event-be realistic with your resources 
-Create event checklist/calendar with specific dates and people responsible for each item on list 

 
Two -Three Months  in Advance  

-Contract performers NOTE:  Contracts are sometimes-complicated legal documents. DO NOT 
sign any contract or agree verbally without appropriate permission from your advisor.  Some 
performers require much more advance booking than others.  

-Reserve housing for performers  



-Obtain meal tickets/plan for performer meals  
-Order supplies  
 Decorations 
 Tickets 
 Wristbands 
 Raffle Tickets 
 Flowers 
 Awards  
 T-shirts 
-Identify target market groups  
-Identify/contract ticket outlets  
-Get information to the Office of College Communications for press releases  

 

One Month  in Advance  
-Start promotion for event -announcements to media, teaser campaign 
-Confirm housing and meals -retain confirmation numbers  
-Arrange for performer payment with Accounting Services  
-Review Technical Rider 
-Arrange all Technical Considerations 
 Sound-microphones, tape decks/CD players, amps, speakers, cords, stands 
 Lights -bulbs, dimmers, wiring, gels  
 Staging-platforms, seating for audience, caution tape 

Special needs-projectors, screens, recording equipment, musical instruments (piano-tuned), 
music stands, lecterns, furniture (coach, side table, etc), amts, access to water 

-Meet with supervisor/technical director for space to ensure equipment is working and will meet 
performer needs 

-Rent additional equipment  
-Order food for event  
 Backstage refreshments 
 Meals for performer(s)  
 Meals/sna cks for crews 

Concessions- Sodexo Dining Services will sell food to clubs for resale in concessions at cost, 
but a 2 week notice is required 
How many people do you expect to attend? 
Meet with campus catering to arrange food order  
Complete appropriate forms  

-Confirm Campus Safety Department  
-Arrange for parking  
-Talk with the Office of College Communications for advertising and coverage of the event  
-If open to the public, contact other local schools, organizations, etc. 
-Start determining staffing needs-be specific with duties and responsibilities  
-Use committees-delegate responsibilities and authority  
 PR Crew 

Photographer 
Ticket-takers 
House Manager, ushers, box office 
Concessions 
Campus Safety Department  



Load-In Crew/Grips  
Load-Out Crew/Grips  
Runners 
Electrician 
Sounds Board 
Spotlight Operators  
Film Projectionists 
Master/Mistress of Ceremonies  
Welcome Committee, Guest Liaison(s)/Host(s)  
Driver(s)  

-Delegate creation of signage needed 
 òNo photos/recording devicesó 
 Directional signs  

Sponsorship banners including board/committee banner  
-Design marketing Campaign/Publicity -vitally important!!  
-Complete Program Checklist Form 

  

Three Weeks Before 
-Distribute promotional materials/advertising  
-Pick up supplies 
-Start ticket sales 
-Finalize volunteer staff  
-Create access badges/passes and list of recipients  
 

Two Weeks -One Week Before 
-Second round of promo 
-Word of mouth promotion campaign  
-Pick up performerõs check-lock in a safe 
-Confirm all details with agent  
-Send performer information pack  
-Make sure all board/committee members and volunteers will be attending the program  
-Gather performer welcome pack materials 

 

Day of Event  

-Get there early-make sure supplies are ready to go 
-Place signs and decorations 
-Hand out flyers/handbills  
-Everyone wear committee/ board/event t -shirt if possible  
-Make sure someone is at venue to greet guests if they are driving on their own 
-Make sure all appropriate persons are there for sound check (Campus Safety, performer, tech 
crew), provide water/soda/juices if possible  
-Make sure all volunteers are in place 
-Donõt forget check(s) 
-Keep talking up the event  
-Make sure performer is introduced at beginning and thanked at end of program  
-Provide water for stage 
-Keep event on schedule 



-Make sure volunteers have breaks if they are working entire event  
-Clean-up following performance  
-Inventory equipment and assess damage for repairs and reordering  

   

Post-Event 
-Return all rented or borrowed equipment  
-Remove all advertising displays and posters 
-Settle with all ticket outlets  
-Turn in receipts 
-Deposit cash 
-Restock/order supplies if necessary 
-Thank advisor, members, volunteers, etc. for job well done 
-Send thank youõs to agent, performer along with photos and letter of recommendation if 
appropriate  
-Clip and send reviews to agent or performer  
-Jot down notes for file and future programs   
 Attendance, budget with receipts  
 Whether program met goals 
 Strengths, weaknesses 
 Personal and audience response to performer 
 Copies of thank-youõs, reviews, evaluations 
 Recommendations for new procedures, additions to event checklist, etc. 
-Complete program evaluation and submit to the Student Activities Office -ideally with input of 
committee and volunteers 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 



PROGRAM PLANNING CHECKLIST 

Program: __________________________ _______________     Date: ________________  

Agency: __________________ Agent: _______________ Agentõs Phone Number: ________ 

Arrival Time: ______________ Starting Time: _____________ Ending Time: ____________  

Location: _______________________________ Rain L ocation: ______________________  

Contract (Yes____) (No____) Signed and Returned (Yes____) Date Returned: ____________  

Information: _____________________________________________________________  

Rider Received (Yes____) (No____) Rider Completed (Yes____)  

Inf ormation: _____________________________________________________________  

Meal Required:  Yes_____ No_____ Information: __________________________________  

Hotel Accommodations:  Yes_____ No _____ Date Needed: __________________________  

Hotel Name: _________ ________________ Confirmation #_________________________  

Assistants needed to help load/unload (Yes____) (No____) How many: __________________  

Names of Assistant Helpers: _________________________________________________  

Certificate of Insurance Received ( Yes____) (No____) Date Received: _________  

Letter of Confirmation Sent (Yes____) (No____)  

Campus Map and Directions Sent (Yes____) (No____)  

 

FACILITIES  

Room Request-Crystal Seigle   

Date Sent______ Date Confirmed______ Location____________ Rain Location_ _________  

Special Information:  

______________________________________________ ___________________________  

 AV Request  

Date Sent__________ Date Confirmed__________  

Special Information: _______________________________________________________  

_________________ ______________________________________________________  

 

FOOD REQUEST-Allyson Edwards  

Date Sent_________ Date Confirmed___________  

Special Information: _______________________________________________________  

_________________________________________________ ______________________  

 

CAMPUS SAFETY-Mark Fetzko   

NEEDED: (Yes____) (No____)   Confirmed: (Yes____) Date: _________  

 

BUSINESS OFFICE  

 Purchase Order  

Date Sent__________ Date Confirmed__________  

_____________________________________________________________ __________  

 Check Request   

Date Sent__________ Date Confirmed__________  

_______________________________________________________________________  

 Petty Cash  

Date Sent__________ Date Confirmed__________  
 

Publicity Completed  (Yes________) Date: _________   
 

Point Person: _______________________ Cell Phone Number: ____________  



PROGRAM NOTIFICATION  
 

Organization/Committee: ____________________________  Event: ________________________________ 
 

Date: _______________ Day of the Week: __________ Start Time: __________ End Time: ______________ 
 

Program Coordinator(s): ____________________________ Phone Number: _________________________ 
 
Advisor: ________________ Phone Number: _________________ Club Account Number: _________________ 

 

× Please include a short description of event and number of individuals expected to attend. 
 

__________________________________________________________________________________________ 
 

__________________________________________________________________________________________ 
 

__________________________________________________________________________________________ 
 

× Please indicate the building(s), respective room(s), and/or area(s) that you have already been approved 

to use by the Facilities Office, Events Coordinator.   
 

 _________________________________________________________________________________________ 
  

 _________________________________________________________________________________________ 

 

The Club is responsible for contacting responsible departments and 

making the appropriate arrangements for each service listed below. 
 

REQUESTS FOR EQUIPMENT AND OTHER SERVICES:   

¶ Facilities Office, Events Coordinator  945-8580 

o Room Requests, AV Equipment, Electrical Needs, Table, Chairs, etc.  

¶ Dining Services, Catering Director 945-4302  

o Food Service 

¶ Business and Financial Services Office  

o Check/Petty Cash/Purchase Order/Budget Change Requests  ext 8364 or ext 8375 

o Liability Issues  945-8361 or ext 8361 

¶ Campus Safety Department   945-8077 or ext 8266 

o To request Campus Safety to open a room or request presence at event.  If the club is expecting a 

large group or a crowd of off-campus individuals, the Director of Campus Safety must be 

notified in advance.  If unsure err on the side of caution.      

¶ College Relations  ext 8172 

o Must approve all printed materials/publications. Contact for publicity needs. 
 

Student Activities Office Use Only 

 

Approved by: ____________________________     Date: _________________ 

 
 

 
Please return this completed form to the Student Activities Office at least 10 business days prior to the 

event for approval.   
 

If your club does not receive approval within three business days from date submitted please contact the 

Council of Clubs Perfect or the Director of Student Activities. 



 

PUBLICIZING YOUR EVE NT  
 
Is our publicity out?  Is it catchy?  
¶ When to publicize:  

1 to 2 weeks in advance for most events  
3 to 4 weeks in advance for special events  
Saturate as the date draws close  
 

¶ What to publicize:  
Name of event     Date      
Time      Place  
Sponsoring Organization(s)   Cost (if any)  
Explanation of Event  
 

¶ How to grab othersõ attention: 
o Write a message on balloons and 

give one to everyone in the 
cafeteria  

o Use odd shaped signs or 
flyers  

o Make collage posters or flyers 
using popular magazines  

o Attach a balloon or candy  

o Use computer graphics  and clip 
art  

o Use glitter or paint instead 
of markers  

o Use photos of students on a 
poster or flyer  

o Send personal invitations  

o Write a message on a t -shirt or 
hat and wear it the day of the 
program  

o Write a message on toilet 
paper in the bathroom  

o Use a comi c strip format or 
actual comic strips  

o Make cookies with a 
message in frosting  

o Make a doorknob hanger with 
do not disturb on one side and 
your message on the other side  

o Hang banners around 
campus  

o Paint a window  o Use the entire bulletin 
board as a poster  

 

 

For more ideas ask the  

Student Activities Office !!! !  
 

 

 

 
 



Keystone College Policy for Posting On-Campus 
 

¶ All off -campus and non-college sponsored publicity (i.e. signs/posters) must be approved 

and stamped by the Student Activities Office located in the Hibbard Campus Center, 1
st
 

Floor.  See the Director of Student Activities or the Assistant Director of Student 

Activities for approval.  

¶ All publicity is to be hung only on bulletin boards located throughout the campus.   

¶ Signs are not to be hung on glass doors or windows.  

¶ In the Hibbard Campus Center please place all signs on the designated bulletin boards.  

Bulletin boards are clearly marked as:  Student Senate, Campus Activities Board, Clubs, 

Off-campus Advertising, On-campus Advertising. 

If any of these requirements are not followed the signs/posters will 

be removed immediately. 
 

 
Your cooperation in removing outdated signs is appreciated.  A 

fine will be levied for violation of these regulations. 
 

 

 



Business Office  
ON CAMPUS/AGENCY ACCOUNTS  

 

The business office is responsible for maintaining accurate records detailing both receipts and disbursements to 

various accounts.  If the College tax exempt information is requested please contact the Business Office at ext 

8371. 

 

Agency accounts accommodate various organizations on campus.  New accounts, changes to existing accounts 

and account authorizations for clubs and organizations will be maintained in the Business Office only when 

instructed by the Student Activities Office. 

 

All Business Office Forms are available on the Keystone College website.  Instructions and samples are listed 

below.  

 

Deposits 
All checks are to be made payable to Keystone College. 

All deposits should have a completed deposit slip.  All deposits must be hand delivered to the Business Office. 

Coins must be wrapped and marked with the Agency Name and Account Number. 

NSF checks will be charged back to the Agency Account in which it was deposited.  It will be the responsibility 

of the individual in charge of that Agency Account to recover uncollected funds.  The Business Office will 

notify the Student Activities Office that the NSF check is to be picked up; the NSF check will not be sent via 

Campus Mail. 

 

Disbursements 
Petty Cash Requisitions should be forwarded to the Business Office.  Petty Cash requisitions have a maximum 

limit of $50.00 and require 5 business days notice.  Receipts for funds advanced through Petty Cash are to be 

returned to the Business Office within one week. 

 

Purchase Requisitions are required for all expenditures of agency funds and require a 2-3 business days for processing.  

 

Check Requisitions should be forwarded to the Business Office.  Accounts payable checks are printed and 

Tuesday and Thursday.  In order to eliminate any possible delays, check requisitions should be submitted 5 days 

in advance.   

Please contact the Business Office at 945-8371 if you have any questions regarding deposits and/or 

disbursements of Agency Funds. 
***All club and organizations business office requests 

(Deposits, Purchase Orders, Pett y Cash Requests, and/or Check 
Requests) must be first approved by the Office of the Vice 

President of Student Affairs and Dean of Students . All of these 
requests should be first sent to Shirley Michaels, Assistant to 

the Vice President of Student Affairs a nd Dean of Students, for 
approval before being sent to the Business Office. This is a 

college policy for all 20 accounts (including clubs and 
organizations accounts).  



DEPOSIT SLIP  
 

 

Do not use Campus Mail  
-These deposits MUST BE HAND DELIVERED  to the Business Office. 

 

Instructions for Completing Form:  This form is available online. 

 

(a) Enter club/organization name and Agency Account number. 

 

(b) Enter dollar amounts of cash, coins and checks. 

Coin must be wrapped and marked with Agency Name and Account Number. 

 

(c) Enter reason (example: T-Shirt sale). 

 

(d) Enter total amount of deposit. 

 

(e) Signature and date of person responsible for deposit. 

 

(f) Signature of Business Office personnel receiving & verifying deposit. 

 

(g) Enter name of person who should receive the receipt of the transaction. 

 



PURCHASE ORDER 
A sample Purchase Order form appears below.  This is the official form used by the College to purchase 

goods and services.  This form is available online. 

 

 
 
 

   
For Business Office Use 

Only! 

    
P.O. #: 
_____________________ 

    
Date: 

______/_______/_______ 

Purchase Order Request 

Vendor:   Phone:   

Address:   

   

      

Requestor:      Date:   

Department:      
12 Digit Account 

Number:     

Required Delivery Date:     

      

Quantity  

Catalog 

Number Description 

Cost 

Per 

Unit  Total Cost 

         $                       -    

         $                       -    

       $                       -    

         $                       -    

       $                       -    

         $                       -    

       $                       -    

         $                       -    

       $                       -    

         $                       -    

Total        $                       -    

            

Approval 

      

Requested By   Date 

      

Budget Manager   Date 

      

Accounting Services   Date 

NOTE: Forward signed and approved requisition to Business Office.  Allow 2 to 3 days for processing 
Please submit supporting documentation along with request to Accounting Services 



Check and Petty Cash Request 
 

INSTRUCTIONS FOR COMPLETION OF CHECK REQUESTS  
 
Please type or neatly print all information requested. 

 

(a) Enter the Agency Account number. 

 

(b) Enter amount requested. 

 

(c) Enter a brief but complete reason for the check. 

 

(d) Name the check is to be made payable to & complete address.  The check will be made payable to the name 

that first appears after ñTo:ò. 

 

(e) Requests will not be honored unless it is dated & signed by the person authorized to sign for expenditures 

from the Agency Account listed on the requisition. 

 

Note: Check will be mailed unless the Check Requisition is noted ñWILL PICK UPò. 

 

INSTRUCTIONS FOR COMPLETION OF PETTY CASH  
 

This form is also used to request petty cash for small purchases of less than $50. 

 

Instructions for Complet ing Form  
 

(a) Enter the Agency Account number. 

 

(b) Enter a brief but complete description of the item(s) to be purchased.  Also note suggested 

vendor. 

 

(c) Enter name of person who will be receiving the cash. 

 

(d) The request  must be dated and signed by the person with authority to that Agency 

Account. 

 

 
WITHIN FIVE DAYS OF THE RECEIPT OF THE CASH, VENDOR RECEIPTS ARE TO BE HANDED INTO THE CASHIER’S OFFICE ALONG WITH ANY 

FUNDS RECEIVED IN EXCESS OF THE PURCHASE. 

 



 
         

REQUEST FOR CHECK/PETTY CASH 
         

DATE:         

TO: BUSINESS OFFICE    

FROM:             

DEPARTMENT:               

          

Please issue a check in the amount 
of  $      

Please issue petty cash in the 
amount of $   (not to exceed $50.00) 

         

Payable to:             

Address:           

               

              

               

Social Security # (if 
necessary):        

           

Charge to:     
(please provide 12 digit account 
number) 

Purpose:             

Requested by:             

Approved by:              

Approved by:               

Return check 
to:             

Remarks:               

             

Please complete all lines.  Missing information will hold up your check and may 
cause 
the request to be returned to you. 

         
PLEASE NOTE: ONCE THE REQUEST IS RECEIVED IN THE BUSINESS OFFICE, 
PLEASE ALLOW FIVE (5) WORKING DAYS FOR PROCESSING. 

Please e-mail or fax required documentation as per new procedures. 

 



 
            

REQUEST FOR BUDGET CHANGE 

DATE:       

TO: Budget Manager/ Business Office     

FROM:     

SUBJECT: 
Budget 
Year:     

Budget No. 
Budget Line 
Item   

Budget 
before 
change   

Amount 
to Add   

Amount to 
Subtract  

Budget 
after 
change 

                 0.00  

               0.00  

                 0.00  

                 0.00  

                 0.00  

                 0.00  

              

Reason for request to change budget:         

  

  

  

  

  

  

            

Authorization Signatures:          

      

Budget Supervisor          Date   

      

Department Head, if not 
Budget Supervisor             Date   

      

Cabinet Member        Date   

      

Business Office            Date   

 



END OF THE SEMESTER REPORT 
 

 

CLUB NAME:  ________________________________________________ 

 

CLUB ADVISOR : _____________________________________________ 

 

E-MAIL AD DRESS: ______________________________________ 

 

PHONE NUMBER:  ______________________________________ 

 

CLUB PRESIDENT: ___________________________________________ 
 

E-MAIL ADDRESS: ______________________________________ 

 

PHONE NUMBER:  ______________________________________ 

 

 

Below is a list of items that must be included in the Organization/Club’s End of the Semester Report in order 

for the club to maintain active status as a club at Keystone College.  Please return to the Student Activities 

Office. 

 

ǏǏ  CURRENT OFFICERS’ NAMES AND CONTACT INFORMATION  

 

ǏǏ  OFFICERS’ NAMES AND CONTACT INFORMATION FOR UPCOMING SEMESTER  

 

ǏǏ  ACTIVITIES/PROGRAMS  

 

ǏǏ  MEETINGS HELD 

 

ǏǏ  ACCOMPLISHMENTS 

 

ǏǏ  CHALLENGES 

 

ǏǏ  GOALS FOR UPCOMING SEMESTER 

 

ǏǏ  BUDGET REPORT FROM THE BUSINESS OFFICE  

 

ǏǏ  MEMBERSHIP LIST 



END OF THE SEMESTER REPORT EXAMPLE  

 

Club Name:   

Current Club Officers’ Names and Contact Information: 

Upcoming Semester Club Officers’ Names and Contact Information: 

Advisor’s Name and Contact Information: 

Activities/Programs 

 

Ice Cream Social: (9/25/07) The club officers organized a social activity in order for members of the department 

to get to know other people in the major.  The Madonna kitchen was reserved and ice cream was provided.  

Approximately twenty members attended.  Although we hoped for a better turn-out, the purpose of the evening 

was successful.  Members interacted and underclassmen were given the opportunity to ask questions about the 

major and the school in general in a stress-free environment. 

 

Fundraiser:  (10/18/07 and 10/24/07) The club sold raffle tickets at Midnight Madness, as well as the FPL, First 

Stop, and Atrium from 11:00-1:00PM.  Club members also sold tickets to family and friends.  Prizes include: 

$100 American Express Gift Card, $50 Olive Garden/Red Lobster Gift Card, and a $25 Target Gift Card.  The 

drawing occurred on Wednesday, November 7
th
 at the club meeting.  Winners were announced and notified. 

 

Fall Harvest Party:  (11/2/07) The club held its annual event for the pediatric clients and families who attend the 

Speech and Hearing clinic for speech-language services.  The club organized activities, crafts, and games, as 

well as provided a variety of refreshments.  The materials for the crafts and games were purchased using club 

funds.  As we did not receive funding for this event, the money that was used is a direct result of the fundraising 

done in the past.  The faculty, staff, students, clinicians, and the clients and their families were able to interact 

and share a fun and festive experience. 

 

Hunger Walk:  (11/4/07) The club members have been donating money and walked as a group in the event to 

raise awareness for the hunger and homelessness in Scranton, PA.  The club has raised a total of $50.  As we 

have less than twenty members walking, I deeply appreciate the money the participants have been able to raise. 

 

Giving Tree:  (11/5/07-12/7/07) The club has been participating in the Christmas giving tree project by taking 

tickets and buying gifts for those in need during the holiday season.  The final collection will be at our Holiday 

Social and the gifts will be delivered to campus ministry. 

 

Christmas Social:  (12/7/07)  The club members (including faculty and staff) will participate in a holiday club 

gathering.  Refreshments will be donated by members and other supplies will be provided by the club, using 

club funds.  The attendees will participate in a gift exchange and icebreaker activities. 

 

Meetings Held 

 

Officer Meetings: 9/11/07, 10/4/07, 10/30/07, 11/27/07 

Club Meetings:  9/12/07, 10/10/07, 11/7/07 

 

Accomplishments 
 

The club has a core group of active members.  Although the final numbers are not yet known, the fundraiser has 

been very successful.  Communication between members, officers, and faculty has been smooth and effective.  

The Fall Harvest Party was a great success and the members seem very interested in volunteer efforts. 



Challenges 

 

Meeting attendance seems to drop as the semester progresses.  Only a core group of members actively 

participate in activities, whereas we prefer more involvement from a variety of members. 

 

Goals for the Upcoming Semester 

 

We hope to gain more involvement in club meetings and activities.  We also hope to work on cosponsoring a 

conference within the CSD department. 

 

Current Membership List  

*The following is a list of all students who are the most involved with the club.  Although all are welcome to be 

part of the club at any time, we typically only have approximately thirty people at any one event or meeting. 

 

 

Alicia Averto 

 Alice Gatto  

 Alex Johnson  

 Al Laluna 

 Alyssa Skowronski  

 Angela Miles  

 Alyssa Oliveri 

 Ashley Jones 

 Amanda White  

Bethanie Lecureux  

 Bryna Rickenbach  

 Bianca Giombetti 

 

Budget Report Attached 

 

 

 
 
 



PLANNING AND RUNNING MEETINGS 
 

× Announce and advertise meeting schedules widely.  

 

× Develop an agenda and review it with your advisor prior to the meeting.  

 

× Publish the agenda in advance. 

 

× Start meetings on time.  

 

× Conduct one item of business at a time.  

 

× Remember that participation is both a right and a responsibility.  

 

× Encourage discussion and initiate idea s. 

 

× Assign follow up actions and responsibilities after each meeting or during the meeting if the 

instructions are short.  

 

× Summarize accomplishments.  

 

× Try to limit meetings to one hour.  

 

× Replace members who do not produce; But, do so only after every alter native has been 

exhausted.  

 

 

 

 

 

 

 

 

 

 

 

When you talk, you can only say something that you 
already know. 

When you listen, you may learn what someone else 
knows. 

 
Thomas Drier  

 



Sample Agenda  

 
Name of the Organization  

 

Date:  

 

I.  Call to Order  

 

II.  Roll Call 

 

III.  Review and Approval of Minutes from Previous Meeting  

 

IV.  Approval of Agenda  

 

V. Approval of Treasurerõs Report 

 

VI.  Special Reports/Speaker  

 

VII.  Committe e Reports  

A. 

B. 

C. 

D. 

 

VIII.  Officer Reports  

 

IX.  Old Business 

 

X. New Business 

 

XI.  For the Good of the Order  

 

XII.  Adjournment  

 

XIII.  Next Meeting Time / Place / Location  

 

 

 

Committee meetings may be scheduled after the conclusion of the meeting.  



WHAT?  MINUTES?  
 

 

1.  The use of minut es 

¶ Minutes are an official record of business for an organization  

¶ Minutes give continuity to procedures, traditional activities, etc  

¶ Minutes inform those members who were not in attendance  

¶ Minutes assist in the follow up of assignments & decisions  

 

 

2.  What s hould be in the minutes  

¶ Name of the organization  

¶ Type of meeting  

¶ Date of meeting  

¶ Place of meeting  

¶ Name of the presiding officer & secretary (secretary should sign 

the minutes)  

¶ Acknowledgment of the approval or disapproval of the minutes from 

the last meeti ng 

¶ All major motions or decisions  

¶ Names of committee members and any reports  

¶ List of all in attendance  

¶ Any announcements 

¶ Adjournment  

¶ Time / date / location of the next meeting  

 

 

 

 

 

 

 

 

 



 

3.  Some tips on how to write the minutes  

¶ Ask people to repeat or restate  information if you are not sure what 

was said 

¶ Ask for names and spelling if clarification is needed  

¶ You donõt have to put everything in the minutes, just major points 

and highlights  

¶ State whether motions have been passed or defeated  

¶ Make corrections to th e minutes immediately  

¶ Identify major items of business  

¶ Include committee reports  

¶ Record what is done, not what is said  

¶ Prepare and distribute minutes to all organization members  

 

 

4.  Hints for taking minutes:  

¶ Follow agenda order.  

¶ Completely in third person  (do not use òIó òweó òouró òyouó etc.). 

¶ First and last name must be included. Club name should be included 

if the meeting had more than one club represented.  

¶ Every statement should be a complete sentence.  

¶ Be short and to the point.  

¶ Be clear. If someone ta lks more than once about the same topic, 

condense it to one heading.  

¶ Under each heading, each separate point should have itõs own bullet. 

¶ Donõt state your opinion or the opinion of the speaker.  

¶ If the chair of the meeting asks a question, rephrase it in the 

minutes. And give the responses to the questions.  

¶ No CAPS or exclamation points!  

¶ Remember you are writing for someone who wasnõt there. 
 



_____________________  

General Assembly Meeting 
 
 
Date: __________________________ 
Location: ______________________ 
 

I. Call to order: _____________ 

II. Roll Call 

III. Approval of minutes from _________________ 

a. Suzy Smith made a motion to approve the minutes.  

b. Joe Schmoe seconded the motion.  

IV. Officer Reports 

a. April Fool, president 

i. Met withé. 

b. Billy Goat, vice president 

i. Followed up withé.  

V. Old Business 

VI. Open Floor 

a. Donny Boy, Fun in the Sun Club 

i. Their club is planning a beach party for the night of May 10, 2006 at 10 pm on the art 

field.  

  

VII. Adjournment: ______________ 

a. Gina Whalner made a motion to adjourn the meeting.   

b. Steve Scuba seconded the motion.  

c. All in favor.   

 

Amy Neat 
 

_______________Secretary 

 

General Minutes Form 



 

Student Government Association  
 

 
General Assembly Meeting       February 28, 2006  

 
I. Call to Order 

II. Icebreaker 

III. Roll Call 

IV. Review and Approval of 2/14/06 Minutes 

V. Officer Reports 

a. Lisa, President 
i. Meeting with Sr. Mary Report 
ii. Leadership Conference- Friday, March 31 3-7 pm 
iii.  Transitional Binders 
iv. SGA Summit with Local SGA Boards- Friday March 17th in the PDR 
v. Review Notes- College v. Class Model 
vi. Reminder: Class Meetings TOMORROW 

b. Kristen, Vice President 
i. Election Information- Updated 

c. Meghan, Public Affairs 
i. Meeting with Dr. Mirabito update 

d. Emily, Secretary 
i. Incentive package for next year 
ii. Discussion for voting 

e. Julie, Resident Committee Prefect 
i. Valentines day dinner and auction update 

f. Mary Alice, Special Events Coordinator 
i. Spring Fling Report (April 2-9) 
 

VI. Open Floor 

VII. Standards 

VIII. Adjournment 

 

 
 

NEXT MEETING: 

MARCH 21
ST

 @ 9 PM IN THE 

LYNETT BOARDROOM 

ELECTIONS -  IMPORTANT 
DATES  

March 13/14: Election Dinner in MDR (Tenative)  
Informational Meetings for Executive Board Elections:  

Wednesday, March 15th at 2 pm 
Wednesday, March 15th at 9 pm 

March 20th: Executive platforms due  
March 22nd and 23rd: Executive Board voting 

Informational meeting for class boards  
Monday, March 27 at 9 pm 

Wednesday, March 29 at 2 pm 
April 3 rd: Class platforms due 

April 5 th and 6th: Class Board voting 



Undergraduate Student Government Association 
General Assembly Meeting 

 
 

Date: February 28, 2006 
Location: Lynett Boardroom 
 

I. Call to order: 9:00 pm 
II. Roll Call 
III. Approval of February 14th minutes.  

a. Meaghan Shanahan motioned to approve. Chris Petter seconded. All in favor. None opposed.  
IV. Officer Reports 

a. Lisa Zager, President 
i. Reviewed meeting with Sister Mary Reap, President 

1. Informed her about the communication issue with seniors not knowing when or where 
to place cap and gown order.  

2. Asked her to inform students that the current athletic center will be closed this summer 
for renovations and to install air conditioning. Faculty and staff will be moving into the 
Robert J. Mellow Center after graduation and it will be ready to host athletic events in 
the Fall of 2006.  

3. Informed her that the Executive Cabinet is looking into creating a stipend system for 
officers. She is not opposed to the idea, but she would like to see benchmark schools.  

4. Discussed the issue of restructuring SGA.  Sr. Mary suggested have one representative 
from each college on each class board.  

5. Sr. Mary acknowledged the problem students have to go through to add or drop a 
course. Sr. Mary is looking into it with various offices.  

6. There is a goal to consolidate Student Affairs Offices to one central area, possibly in the 
LAC. Additionally she would like to see an Advising Office created in each college.  

7. The idea of a Presidents List was brought to the attention of Sister Patricia Matthews 
and the Academic Council. They are discussing it.  

8. The future plan of the area behind the Mellow Center is to flatten it, use it for athletic 
fields and create a road entering from Boulevard Ave.  

9. A master planner will be coming to campus to look at different areas of campus and 
giving suggestions. One of the places he will look at is the First Stop to see if it can be 
expanded.  

10. Mary Sheridan, Class of 2008 President, asked if the visitation policy was discussed and 
what the status is.  

a. The surveys were updated and information about retention was added. More 
information about the progress will be forthcoming.  

ii. The leadership conference is scheduled for March 31st from 3-7 pm. All leaders on campus are 
invited: SGA, Campus Ministry, and all Clubs. This is mandatory for SGA Officers.  

iii.  If transitional binders were not picked up at the last SGA meeting, they are available in the SGA 
office. The purpose of this binder is to pass along information to next yearõs officers.  

iv. Hosting a Summit with other local colleges on March 17. 2 colleges have confirmed 
attendance: Kingõs College and PSU Worthington. 

v. A reminder went out that Class Board meeting are Wednesday, March 1.  
b. Kristen Bolig, Vice President 

i. The SGA promotional dinner for elections has been cancelled for Thursday, March 2 and 
rescheduled for either Monday, March 13 or Tuesday, March 14.  

ii. The dates for the mandatory meetings have also changed. They will both be on Wednesday, 
March 15. The first is at 2 pm and the second is at 9 pm. 

iii.  If a person currently holds a position on SGA, he or she still must attend a meeting. If 
attendance is not possible and the individual wants to run for a position, one of the members of 
the Executive Cabinet must be notified. 

c. Meghan Mileski, Public Affairs Officer 
i. A tentative meeting is set with Dr. Mirabito for Monday, March 27 at 9 am to discuss the 24-

hour computer lab and the GoPrint system. 
d. Emily Reineke, Secretary 

i. The Legislative Committee met to discuss possible incentives to offer people to run for positions 
on SGA. Please see attached sheet with the confirmed incentives. Additionally, the Executive 
Cabinet is looking to install a stipend. More information about this will be coming.  



ii. At the last General Assembly meeting, the voting procedure was discussed. Since class meeting 
have not yet met to discuss this, it will not be voted on until the next SGA meeting.  

e. Julia Greene 
i. The Valentines Day Auction occurred on February 15. $450 was raised. $200 was donated to 

Spring Break Campus Ministry Trips, $200 was kept for Resident Committee, and $50 went 
towards ordering a plaque for Tom Notchick because he donated the entire formal dinner.  

f. Mary Alice Capezza, Special Events Coordinator 
i. The dates for Spring Fling were changed to April 1- April 8. The schedule is being finalized and 

will be distributed when ready. Some of the events include Bingo, Resident Rules, Salsa dancing, 
inflatables, a picnic, and some athletic events.  

ii. This years theme is Get your Spring On. 
V. Open Floor 

a. Jamie Valis, Athletic Liaison 
i. On Saturday March 25, tours of the new athletic center will be offered.  

b. Kristina St. Jean, Campus Ministry Liaison 
i. Hunger and Homelessness Awareness week is planned for March 12-19. The goal of having 

1,000 hearts to decorate the Rotunda has not yet been reached. If people could help decorate 
hearts after the meeting, it would be appreciated.  

c. Jen Mulhern, Class of 2006 Vice President 
i. Asked Marielle Zuccolo, HHS Representative, if she talked to her Dean about allowing athletes 

to pre-register for classes. Dr. Bulbulian is reviewing this issue with the other Deans, and he 
will contact Marielle when finished.  

VI. Adjournment: 9:24pm.  
a. Marielle Zuccolo, HHS Representative, motioned  
b. Jamie Valis, Athletic Liaison seconded. 
c. All in favor.   

 
Emily Reineke 
SGA Secretary



Recruit & Retain Members  

 
There is no more valuable skill for any organization than the ability to recruit new memberséexcept maybe the 
ability to keep the old ones.  The larger the group is, the more resources you have; the more people you know, the 
more you can accomplish. 
 
Recruiting 

1.  Maintain Constant Visibility 
a. an organization needs to regularly pursue activities that gets its name out 
b. visibility can be raised by sponsoring major events like programs, fundraisers & speakers 
c. visibility can also be raised by smaller activities like letter writing & open meetings 
d. bulletin boards, posters, giveaways and signs are also ways of recruiting members 
e. remember that maintaining visibility is an on-going project that the organization needs to recruit 

new members  
 

2.  Recruit at an Event not a Business Meeting 
a. no matter what the reason for wanting to join an organization, a person is more likely to join if they 

see the group is action oriented 
b. meetings are to be used for recruitment, make sure the meeting is action oriented and that the 

organization members are all actively participating in the meeting 
c. programs and events that the organization is sponsoring are super recruitment tools 

 
 

 
 

Gathering Friends (Members)  
 

Recruiting  
o How will we recruit prospective members ? 
 
 

  
 
 

 
o How will we welcome new members?  

 
 
 
 

 



Recruiting Ideas  
 
 
 

RECRUIT BY A PPEALING TO PEOPLE õS SELF INTEREST  
Personal:   People become involved with organizations that affect them, SO listen 

to your members and find out what is important to them  
 

Social:   People become involved to meet people and to make friends, SO 
incorporate fun while accomplishing tasks  
 

Professional:  People become involved to develop skills or leadership qualities, SO 
connect your organizationõs work to career development 
¶ Ex. Have someone from career services come to a meeting  
 

Moral:   People become involved to sustain commitment to a cause or in 
organizationõs that have similar values and priorities, SO highlight how 
your organization makes a difference at the College & in the world  

 
 
 
 
 

WELCOMING N EW M EMBERS  
Watch your 
Lingo  

Remember that a new comer might not know the lingo or 
the issues of the organization, it can feel like they are 
joining the middle of a conversation  
 

Involve  When attracting new members, it is impo rtant for you to 
involve them, never hesitate to give a newcomer a job of 
importance  
 

Educate  Always make sure that veteran members of the group 
help to educate the new members on issues and lingo  
 

Watch Inside 
Jokes  

Remember to avoid inside jokes, nothi ng can help you to 
lose new members quicker  

 



Retaining  
 

o How will we sustain commitment to our organization /club ? 
 
 
 
 
 
 
 
 
 
o How will we help new members sustain commitment to the organization?  
 
 
 
 
 
 
 
 
 
 
o What are some of the reasons that we lose dedication  throughout the semester?  
 
 
 
 
 
 
 
 
 
o How will we address those reasons?  
 



Avoiding the 8 Pitfalls  of Retaining  
1. Burn Out:  People often leave organizations because they are asked to do 

too much too fast.  To avoid burn out, try to offer members a 
series of  slowly increasing responsibilities.  
 

2. Cool Out:  The number 1 reason that people leave an organization is 
because they feel like there is nothing for them to do .  Donõt 
hesitate to ask people to do something --people want to be useful.  
 

3. Keep Out:  Returning members will naturally gravitate to one another leaving 
the newcomer feeling left out.  Time must be taken to get the 
newcomer aquatinted with all members, so that they feel 
comfortable in the group.  
 

4. Pull Out:  Allow members to set their own l imits on their participation.  If a 
member feels that the organization expects too much or too 
little of them, they will leave.  Listen to your members and know 
how much they want to be involved.  
 

5. Canõt Win: Members need to feel like they are accomplis hing something.  
Make sure that attainable goals are set.  Nothing disillusions a 
member more then an organization that can get nothing done.  
 

6. Canõt Lose:  When setting goals, make sure that there is some challenge 
involved.  People get more out of ach ieving a goal that took 
some work, then something that was just handed to them.  
 

7. No Growth:  Volunteer work should be interesting.  It should offer variety 
and a chance for personal growth.  There is boring work to be 
done, of course, but spread it aro und evenly and mix in as much 
fun stuff as you can.  
 

8. No Appreciation  Volunteers need and deserve appreciation.  Without it, they tend 
to lose faith in the value of what they are doing.  
¶ Show members that you are grateful for the work they 

have done.  
¶ Donõt take for granted that they will continue doing work 

for the group.  
¶ Show respect for their opinions and their work by 

returning their phone calls, answering notes, and passing 
along information.  

 
How will our organization address these 8 pitfalls?  
 
 
 



 

Hints on Motivating People  
Give weight to the fact that people 
carry out their own best ideas  

¶ Study members & see what makes each 
tick  

¶ Delegate appropriate responsibilities to 
members 

¶ Give members a chance to take part in 
decisions, particularly those af fecting 
them  

¶ Discover the activities members of your 
group want to do  

 
Avoid domination or forcefulness  ¶ Make your wishes known by suggestions or 

requests  
¶ When you make a request or suggestion, 

be sure to tell the reasons for it  
¶ When youõre wrong or have made a 

mistake, admit it  
 

Show interest in & appreciation for the 
other members of the organization  

¶ Give credit where credit is due  
¶ Praise in public  
¶ Criticize constructively in private  
 

Never forget that the leader sets the 
stage for the organization  

¶ Play up the positive  
¶ Be consistent  
¶ Be careful what you say & how you say it  
¶ Donõt be upset by little hassles 
 

Show your members that you have 
confidence in them  

¶ Let the members in on your plans & 
programs, even when theyõre in the early 
stages 

¶ Ask members for  counsel or help  
¶ Be a good listener to the ideas of others  
 

Give your members goals, a sense of 
direction, something to strive for  

¶ Use every opportunity to build up in 
members a sense of the importance of 
their own being  

¶ Keep your members informed on matt ers 
affecting them  

 
 
 

 

 

 



GROUP FACILITATION SKILLS :  
 

"The primary role of facilitators is to create an environment  

that allows group members to learn easily."  
(Stewart, 1991 as cited in Komives, Woodward & Associates, Student Services, A Handbook for the  Profession, 1996)  

 

 

 

ROLES OF A FACILITATOR  PAY ATTENTION TO THE NONVERBALS 
¶ Tone Setting:  Energy, Seriousness, Sensitivity, 

Passive/Active Listening  

 

¶ Handling the Group Dynamics:  

Á Increasing Group Participation  

Á Handling Someone who Dominates a group 

Á Protecting Partial or Badly Stated Ideas  

Á Redirecting a Group Question  

Á Preventing Put -downs 

Á Preventing Ignored Statements  

 

¶ Information giving:  Fill the group in on what 

you know 

 

¶ Modeling and Self disclosure  

When leading a group discussion, you must 

attend to  much more than just the verbal 

exchange that happens between members.  

Things to observe include:  

Á Level of trust among group 

members 

Á Level of commitment of group 

members 

Á Conflicts between group members  

Á Strong alliances between group 

members 

Á Attention -seeking behaviors  

Á Who talks to whom  

Á How often each group member 

speaks 

Á Members who dominate the 

discussion 

Á Members who are silent  

(Taken from Ford, "Facilitator Training for Process Leadership")  

 

 

 

 

 

 
 
 



HELPFUL HINTS FOR HARRIED FACILITATORS  
 

IF THIS HAPPENS :  

 

FACILITATOR RESPONSES:  

1) Interrupting: jumping in  1) Remember what we said about one person 

speaking at a time and listening when another 

person is talking.  

 

2) Two people talking at once  

 

2) "Can we hear from Mary, and then John?ó 

 

3) No response  to idea offered  

 

 

 

3) "Does anyone want to add anything? Then wait 

for a response. If no one responds, share one of 

your thoughts and then ask again."  

4) One person "wiping out" another's idea 

and becoming judgmental  

 

 

4) òEach person experiences things differently 

and has different value systems, itõs important to 

respect one another even if you see things 

differently. ó 

 

5) Strong feeling expressed, especially 

negative  

5) "It sounds as if you feel strongly about that 

and that's O.K." or "I'm glad to k now how 

strongly you feel about that."  

 

6) Member remains silent throughout 

session 

6) "You've been listening intently; is there 

anything you'd like to add?"  

 

7) Repetition of same ideas  7) Summarize main points expressed by person: 

"That's helpful: may be we could hear from 

someone else." 

 

8) Several different opinions expressed  8) "If I've heard everyone correctly, it sounds 

as if there are two or three different opinions 

being expressed."  Summarize them.  

 

9)  Wandering from topic under discussion  9)  "To bring ourselves back to the topic, we 

began discussingé.ó 

 

10) One dominant person  

 

10)  "I understand that you feel strongly  about... 

Can we hear from other people?ó 

 



T I PS WHEN FACILITATING DISCUSSION  
 
Your role during a group discussion is t o facilitate the flow of comments from participants. Although it is 

not necessary to interject your comments after each participant speaks, periodically assisting the group 

with their contributions can be helpful. Here is a facilitation menu to use as you lead group discussions.      

 

1. Paraphrase    

 

To validate the speaker.  To summarize what has been 

said. 

2. Check for meaning    

 

 

 

Check for understanding of a participantõs statement or 

ask the participant to clarify what he/she is saying.  

(Ex. Iõm not sure that I understand exactly what you 

meant. Could you run it by us again?)  

3. Give Positive Feedback    

 

 

Compliment an interesting or insightful comment.  (Ex. 

Thatõs a good point. Iõm glad that you brought that to 

our attention.)  

4. Expand 

 

 

Elaborate on a participantõs contribution to the 

discussion with examples  or suggest a new way to view 

the problem.  (Ex. I see where you were coming from.  

Here is my take on the situation.)  

 

5. Increase the pace   

 

 

Energize a discussion by q uickening the pace,  using 

humor or if necessary  prodding the group for more 

contributions.  

6. Devils Advocate  

 

 

 

 

Disagree (gently) with a participantõs comments to 

stimulate further discussion.  (Ex. I ca n see where you 

are coming from  but Iõm not sure that what you are 

describing is always the case. Has anyone else had an 

experience that is different from Jimõs?) 

7. Relieve Tension    

 

 

  

 

Mediate differences of opinion between participants 

and relieve any tensions that may be brewing.  (Ex. I 

think that Susan and Mary ar e not really disagreeing 

with each other but are just bringing out two different 

sides of this issue.)  

8. Consolidate  

 

Pull ideas together by showing their relationship to 

each other.  (Ex. Our discussion seems to focus around 

this theme.)  

 

9. Change the  group   

process  

 

Alter the method for obtaining participation.  (Ex. 

Break into smaller groups.)  



 

 TEN METHODS FOR OBTAINING  

GROUP PARTICIPATION  
 

Active meetings cannot occur without the involvement of participants. There are a 

variety of ways to stru cture discussion and to obtain responses from participants 

during a meeting. Some methods are especially suitable when time is limited or 

participation needs to be coaxed. For example, you might use subgroup discussion and 

then invite a spokesperson from e ach subgroup to serve on a panel.  

 

 

1.  Open Discussion  Use to welcome comments from anyone in the group.  

¶ If you are worried that the ensuing discussion might be 

too lengthy, say beforehand, "We have time for four or 

five short comments. Who would like t o begin?" 

¶ To encourage several participants to volunteer 

comments, ask, "How many of you would like to comment 

on this matter?" Then note who wants to participate 

and establish an order of participation.  

  

2.  Subgroup Discussion   Use subgroups when you have sufficient time for 

discussion.  

¶ Form participants into subgroups.  

¶ This is one of the key methods for obtaining everyoneõs 

participation.  

  

3.  Partners   Use partners when you want to involve everybody, but do 

not have enough time for subgroup disc ussion.  

¶ Form participants into pairs and ask them to discuss and 

problem solve together.  

¶ Enables every participant to talk about an issue  

¶ May be especially helpful with large groups  

  

4.  Response Cards Use response cards to save time or to provide anon ymity 

for personally threatening self -disclosures.  

¶ Pass out index cards and request that participants 

record their comments or ideas on the cards.  

¶ Cards can be used to brainstorm.  

  

5.  Polling Use to gather responses from a large group quickly.  

¶ Ex. Short survey, Written Survey, Verbal Survey, 

Raising Hands 

6.  Go- Arounds   Use go-arounds when you want to obtain something quickly 

from each participant.  [Ex. Sentence stems (for example, 

"One idea to raise money is.")]  

¶ Avoid repetition, if you want, by asking each participant 



for a new contribution to the process.   

¶ In large meetings, use go -arounds for only a portion of 

the group (for example, all new members).  

  

7.  Calling on the Next 

Speaker   

Use this method when you are sure there is a lot of 

inte rest in the discussion or activity.  

¶ Call on people by raising hands 

¶ Request that the present speaker call on the next 

speaker (rather than the facilitator doing so).  

  

8.  Panels Use panels when time permits to generate a focused 

exchange of ideas. Rota te panelists to increase 

participation.  

¶ An informal panel can be created by asking for the 

views of a designated number of participants who 

remain in their seats.  

¶ Invite a small number of participants to present their 

views in front of the entire group.  

  

9.  Fishbowl  Use fishbowls to help bring focus to large -group 

discussions. 

¶ Ask a portion of the group to form a discussion circle, 

and have the remaining participants form a listening 

circle around them. Rotate new groups into the inner 

circle to conti nue the discussion.  

¶ Although time -consuming, this is the best method for 

combining the virtues of large -group and small-group 

discussion.  

  

10.  Games  Use an enjoyable activity or a quiz game to elicit 

participantsõ ideas, opinions, and knowledge.  

 
This material is adapted from the book "101 Ways to Make Meetings Active.” 



 DDEELLEEGGAATTII OONN   
  

WW HHYY  DDEELLEEGGAATTEE??  

  

××    

  

××    

  

××    

  

××    

  

  

  

  

YYEEAAHH,,  II   LLII KKEE  DDEELLEEGGAATTII OONN  BBUUTT  ..  ..  ..  

  

××    

  

××    

  

××    

  

××    

  

  

  

  

SSOO,,  WWHHYY  NNOOTT  DDOO  TTHHEE  WWOORRKK  BBYY  MMYYSSEELLFF??  

  

  

  

  

  

  

  

 



STEPS IN EFFECTIVE  
DELEGATION  

 

6. BE AVAILABLE TO TAKE & GIVE FEEDBACK 

5. SHARE INFORMATION , KNOWLEDGE & PLANS 

4. I DENTIFY & MAXIMIZE STRENGTHS O F THE INDIVIDUAL  

3. WHEN POSSIBLE , SEEK OUT PEOPLE WITH  THE SKILL & KNOWLEDGE NEEDED 

2. MUTUALLY SET GOALS & STANDARDS OF PERFORMANCE 

1. WHEN POSSIBLE , GIVE  THOSE WHO ARE RESPONSIBLE  FOR CARRYING OUT A PROGRAM 

A VOICE  IN THE DECISION -MAKING  

 

Č WHY ARE THESE STEPS I MPORTANT? 
 

 

 

 
 

 
 

 

 

 

 

 

Instead of doing one job,  

enable several people to  

do several jobs.  

 

Delegating work works, provided 
the one delegating works, too .  

~ Robert Half  
 

     



 

 

 

Delegation 
Spreadsheet Committee: 

  
  
  

Activity or Duty to Delegate Person Delegating to Date Delegated Date and Result of Follow Up Was it completed? When? 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          



Group Stand ards Introduction  
 

What is a standard?  

 
¶ Group Standards are our agreements about how our group will operate.   
¶ By this we mean:  how we will treat each other, how we will handle problems that occur in our 

group, how we will respond to members that act in w ays that violate the agreements we make.  

Group Standards are our way of assuring that we have the kind of group with which everyone can 

agree. 
¶ Group Standards should not be seen as a product, or a list of agreements.   Group Standards are a 

process by whi ch we begin forming a cohesive team through dialogue, compromise, and 

commitment. Group Standards evolve, and therefore the Group Standards process is never 

finished. Because Group Standards evolve, we should not think of them as a task to be completed 

but  as a means by which our group interactions occur.  

 

How are standards developed?  

 
¶ Group Standards are developed through group discussion and consensus.  Through this format 

each of us is afforded the opportunity to assert our point -of -view.  An underlying tenet of this 

system is the belief that in order to have oneõs needs met, one must accept responsibility for 

participation in the system designed to negotiate oneõs needs.  Through implementing the Group 

Standards model, we are providing ourselves the oppo rtunity to learn that we are responsible for 

our experience, and we are not simply passive recipients of experience.  

 

How are standards set?  

 
¶ The way the standards will be set is that we will each be given a chance to state what we want 

from the group.  We  will list all of our ideas and then discuss each.  Our discussion will focus on:  

o Whether the idea is practical, or if not, how it could be practical;  

o Whether it is in everyoneõs best interest or if not, how it could be changed so that it is in 

everyoneõs best interest;  

o Whether everyone can agree to live according to that idea.  

¶ We may want to get an idea of the support for a suggestion by asking if anyone opposes the idea.  

o Remember to express rationale for various points of view so that others can attempt t o 

understand.  

o If we donõt anticipate a problem with a suggested standard, letõs consider the òwhat ifs.ó 

¶ Our goal is to reach consensus (everyone agrees without voting).  If consensus canõt be reached, 

letõs reword the standard so everyone can agree. 

¶ As we agree with an idea it will become a standard for everyone to live by.  

 

Remember:  Group Standards system is not a way to control the group.  It is a process by which we form 
an understanding of how we want to live together.  

 



What about accountability?  

 
¶ The only way the standards will help make our group satisfying for everyone is if each member of 

our group is responsible to every other member of the group for adhering to the standards.  If 

any one of us allows someone to act in a way that causes us to b e dissatisfied with living in the 

group then we are contributing to the problem.  We each have responsibility for reminding 

ourselves and others of our agreement.  This means that a member who is aware that a standard 

has been or is being violated has a re sponsibility to discuss the violation with a member who is 

violating the standard.  This conversation should be an attempt to ask the other party to 

cooperate in keeping the group as everyone wanted it.  

 

¶ Do we feel comfortable approaching each other to dis cuss Group Standards issues?  

 

 

 

 

¶ How will we approach others who we believe may be violating a standard?  

 

 

 

 

It is our responsibility to negotiate agreements about the future of our organization.  
 
 
 

 

 

 

 

 

 



GROUP STANDARDS  
 

Things to consider:  

 
Individual  

Ç What can I give to this group?  

Ç What can I get from this group?  

Ç How would I like to be treated in this group?  

 

Group 
1. How will we communicate with each other?  

2. How will we make decisions? 

3. What are our expectations about meeting attendance?  

4. What are our expec tations about completing assignments on time?  

5. What are our expectations about bad mouthing fellow group members?   

6. What are our expectations about listening versus interrupting?  

7. What are our expectations about how much each person speaks and whether everyo ne has to 

participate?  

8. How will we deal with conflict?  What will we do when we disagree with each other?  

9. What are our expectations of our advisor?  

10. How will we share work?  

11. How will we treat others who are not part of our group?  

12. What other standards do we want to set for ourselves in this group?  
 



SETTING YOUR GOALS  
 

Ç Why is it important to have personal goals?  

 

 

 

 

Ç What do I want to accomplish this year? Personally, Academically, and Leadership wise?  

 

 

 

 

Ç How will I accomplish my goals?  

 

 

 

 

Ç How will I know if  I accomplished my goals?  

 

 

 

 

Ç If two of my goals conflict, how will I choose between them?  

 

 

 

 

Ç If another great opportunity arises, will I take it, considering all that I hope to accomplish?  

 

 

 

 

Ç If I have a tough decision or things get rough, where will I go for support?  

 

 

 

 

 

 

 



 

 

 

  PERSONAL GOALS & LEARNING OUTCOMES 
1st  Semester  

 

Ç Establish your own leadership, academic, and personal development -related goals & outcomes.  

Ç Remember:  When writing goals, describe what you will learn, not what you will do.  Think 

about what you will gain and how this experience relates to your academic course of study.  Use 

concise, measurable words to describe your goals, e.g. identify, improve, define, apply, solve, 

compare, initiate, and develop.  

Ç Connect your goals with wha t you want to showcase on your resume!  

 
Leadership-Related Goals Outcomes What have I learned? 

1.  Learn to collaborate with others 

by working with Inter -Hall Council. 

 

 

Feel confident sharing ideas 

with others. Learn that it is 

okay to disagree.  

I have l earned how to listen and 

appreciate ideas different from 

my own and how to come to mutual 

agreements even if it is not my 

ideal solution.  

2. 

 

 

 

  

3. 

 

 

 

  

4. 

 

 

 

  

5. 

 

 

 

  



 
 

Academic Goals 

1.  To meet with Career Services to 

learn how to describe my s ervice 

experience on my resume.  

To understand connections 

between academic and service 

learning.  

I learned how to connect my 

in & out of class learning on 

my r esume, which should 

help w/graduate  school. 

2. 

 

 

 

  

3. 

 

 

 

  

4. 

 

 

 

  

5. 

 

 

 

  

 

 
 

Personal Development Goals 

1.  To increase my motivation . 

 

 

 

To develop a commitment to 

serving others and learning.  

I have learned to manage 

my time more effectively 

while ta king on more tasks, 

such as Student Senate . 

2. 

 

 

 

  

3. 

 

 

 

  

4. 

 

 

 

  

5. 

 

 

 

  

 

       

 

 



 

  PERSONAL GOALS & LEARNING OUTCOMES 
2nd Semester  

 

Ç Establish your own leadership, academic, and personal development -related goals & outcomes.  

Ç Remember:  When writing objectives, describe what you will learn, not what you will do.  

Think about what you wil l gain and how this experience relates to your academic course of study.  

Use concise, measurable words to describe your goals, e.g. identify, improve, define, apply, solve, 

compare, initiate, and develop.  

Ç Connect your goals with what you want to showcase on your resume! 

 
Leadership-Related Goals Outcomes What have I learned? 

1. 

 

 

 

  

2. 

 

 

 

  

3. 

 

 

 

  

4. 

 

 

 

  

5. 

 

 

 

  



 
Academic Goals 

1. 

 

 

  

2. 

 

 

  

3. 

 

 

  

4. 

 

 

  

5. 

 

 

  

 

Personal Development Goals 

1. 

 

 

  

2. 

 

 

  

3. 

 

 

  

4. 

 

 

  

5. 

 

 

  



QUALITIES OF A HEALTHY ORGANIZATION  
 

Healthy organizationsé 

V communicate and listen  

V affirm and support  

V teach and respect  

V develop a sense of trust  

V have a sense of play and humor  

V share responsibility  

V teach right and wrong  

V have a balance of interaction  

V respect the priva cy of one another  

V value the services of others  

V foster open communication  

V admit to problems and seeks help.  

 
5 OUTCOMES OF HEALTHY ORGANIZATIONS  

 

1. Increased energy and zest as a result of all people feeling connected.  

 

2. Increased empowerment to act or be in t he organization because all members are active 

within it.  

 

3. Increased knowledge of self and others.  All members have more clarity about their 

thoughts and feelings.  

 

4. Increased sense of self -worth, which enables all members to feel empowered and able to 

act  beyond the organization.  

 

5. Increased sense of self -worth resulting in a desire for more connection rather than less.  

 

 
 

 

 



Some Common Problems for Organizations  

 
ATTENDANCE  

Sometimes attendance falls.  Reasons for this maybe that the organization members donõt feel 

needed.  It is important for the officers to make sure all members have an active part in 

developing the goals and influencing the activities of the organization.  Another way to get 

students involved is to invite their opinions in meetings.  As k them what they think, or if they 

have any ideas.  Another important step is for the executive members to hold the attention of 

the general members at meetings.  If the meetings are too long or are unorganized, member 

attendance will decline quickly.  

 

MORALE 

If morale seems low try lifting the spirits of the organization by turning a meeting into a pizza 

party or social event.  Plan a program that wonõt just benefit the organization, but the whole 

campus community.  Have a retreat with the executive office rs to find out their thoughts and 

opinions on the morale problem.  

 

LACK OF FOLLOW THROUGH  

What do you do if students donõt follow through with ideas and plans?  It is important to make 

sure responsibilities are being delegated.  Sometimes when students are  overwhelmed they are 

unable to finish tasks.  It is important for the advisor to talk to the student or students 

involved to get to the bottom of the problem.  

 

ABUNDANCE OF COMMITTEE WORK  

What do you do when everything gets referred to a committee?  Are t oo many committees 

being formed and no work or planning being accomplished?  If so, make sure that committees 

are only formed for big projects.  Make sure there is enough work involved so that all members 

have a task to perform.  

 

DOMINATION AT MEETINGS  

Meetings dominated by one student or a group of students often are ineffective.  It is 

important that the group benefit from all of the membersõ ideas.  It is important to single out 

individuals who look like they might want to participate.  

 

 



Plan Outcomes f or the Year  
 

¶ What do we want to accomplish?   

 

o Impacting the campus:  

 

 

 

 

 

 

o In our group dynamics (relationships):  

 

 

 

 

 

 

¶ Do our goals reflect our organizational mission?  

 

 

 

 

o The Student Affairs mission?  

 

 

 

 

o The College mission? 

 

 

 

 

¶ Do our goals reflect le arning or development?  

 

 

 

 

 



Organizational Goals/Outcomes  

 
August  

Goals Outcomes 

1. 

 

 

1. 

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 

September  

Goals Outcomes 

1.  Host a comprehensive activities fair for both 

residents and commuter students.  

 

 

1. All students will have an understanding of the 

clubs/organizations available at Keystone College.  

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 

 

 

 

 



October  

Goals Outcomes 

1.  To incorporate more education about the issue 

of hunger into the CROP Walk this year.  

 

 

1.  To raise awareness of hunger.  To raise money 

for hunger.  

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 

November/December  

Goals Outcomes 

1. To plan and implement College-wide passive and 

active programming about the subject of AIDS and 

other STDs.  

 

1. Increased awareness of STEAL Advisors and 

students at large about prevention and spread of 

AIDS and other STDs.  

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 

 

 

 

 

 



 

January  

Goals Outcomes 

1. 

 

 

1. 

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 

February  

Goals Outcomes 

1. 

 

 

1. 

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 
 

 

 

 

 

 

 

 

 



March  

Goals Outcomes 

1. 

 

 

1. 

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 
April/May  

Goals Outcomes 

1. 

 

 

1. 

2. 

 

 

2. 

3. 

 

 

3. 

4. 

 

 

4 

5. 

 

 

5. 

 

 



REFLECTION  

"The ability to step back and ponder one's own experience..."  

Human beings have a natural need to reflect on past experiences, to work though the feelings 

associated with those experiences. Without adequate time to do so, our thoughts tend to 

become distorted by frustration, emotional overload and burnout.  Reflection allows us to  turn 

inward...   

Through this experienceé  

 

I am helping others :  

1.  

 

2. 

  

3. 

 

I am developing and practicing skills in:  

1. 

 

2. 

 

3. 

 

I am learning:  

1. 

 

2. 

 

3. 

 

I am exploring values of :  

1. 

 

2. 

 

3. 

 

 



These are the obstacles that I face :  

1. 

 

2. 

 

3. 

 

 

This is my plan of action to address those obstacles:  

1. 

 

2. 

 

3. 

 

 

 

 
 

 

 

 

 

 

TAKE TIME TO RECHARGE YOUR 

BATTERIES TO MORE EFFECTIVELY 

HELP OTHERS 

         



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Perhaps the largest component 

to any task  is purpose.  

It is our intent that this section 

will help you to identify purpose 

for your club or organization 

and for the most important 

person . . . You.  
 

 

 

 

Go from being a ñpebble in a pond to a boulder in an ocean.ò 
 

 

 



 

 

 

 

 

 

 
 

 

By starting with yourself. 

 

By becoming an active and participatory student leader on campus, in your 

community, and in your own life. 

o Do it well  

o Take pride in what you do 

o Be reasonable, realistic, and shoot for the stars 

o Realize that every position held, every skill gained, is a step to 
getting you to your desired goal 

 

Taking opportunities to enhance your leadership development. 

 

By learning from other leaders. 

 

By translating these skills into the real world. 

 

What you are doing here is not just practice; it is an investment in your 

future. 

 
Share your skills with others, leave a legacy, pass it on, create a portfolio, 

apply what you have learned to your career and life situations. 



 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

The following skills are the most common requested, needed, and valued skills 

in any òreal worldó supervisory or professional position: 
 

Á Personal and Professional Vision 

Á Ethical Decision Making 

Á Influencing Others 

Á Leading Change 

Á Team Development 

Á Building Consensus 

Á Managing Conflict 

Á Negotiation 

Á Communicating Effectively 

Á Organizational Culture 
Á Values and Motivation 

 

Companies all over the world are spending thousands of dollars every year to 

train their employees on these very skills. 

 

Consider how marketable you will be if you are already well on your way to 

possessing these skills. 



 

 

 

 

 

 

 

 

 

 

 

 

By Anthony J. DôAngelo 

 

 

 

Before setting off to college my father sat me down and shared this memorable story with me. It 
is one that I shall never forget. Now my father is not college educated himself, yet he possessed 
more wisdom and insight than most college professors I have ever met. After you read this story 
you will know what I mean. 
 
Ȱ4ÈÅÒÅ ÉÓ ÁÎ ÏÌÄ ÓÔÏÒÙ ÏÆ Á ÂÏÉÌÅÒÍÁËÅÒ ×ÈÏ ×ÁÓ ÈÉÒÅÄ ÔÏ ÆÉØ Á ÈÕÇÅ ÓÔÅÁÍÓÈÉÐ ÂÏÉÌÅÒ ÓÙÓÔÅÍ ÔÈÁÔ 
×ÁÓ ÎÏÔ ×ÏÒËÉÎÇ ×ÅÌÌȢ !ÆÔÅÒ ÌÉÓÔÅÎÉÎÇ ÔÏ ÔÈÅ ÅÎÇÉÎÅÅÒȭÓ ÄÅÓÃÒÉÐÔÉÏÎ ÏÆ ÔÈÅ ÐÒÏÂÌÅÍÓ and asking a 
few questions he went to the boiler room. He looked at the maze of twisting pipes, listened to 
the thump of the boiler and the hiss of escaping steam for a few minutes, and felt some pipes 
with his hands. Then he hummed softly to himself, reached into his overalls and took out a 
small hammer, and tapped a bright red valve, once. Immediately the entire system began 
working perfectly, and the boilermaker went home. When the steamship owner received the 
bill for $1,000 he complained that the boilermaker had only been in the engine room for fifteen 
minutes and requested an itemized bill. So the boilermaker sent him a bill that read the 
following:  
 

 For tapping the hammer:       .50 
 For knowing where to tap:        $999.50 
          $1,000.00 
 

Ȱ4ÏÎÙȟȱ ÈÅ ÓÁÉÄȟ Ȱ) ×ÁÎÔ ÙÏÕ ÔÏ ÇÏ ÔÏ ÃÏÌÌÅÇÅ ÓÏ ÔÈÁÔ ÙÏÕ ÃÁÎ ÇÅÔ ÙÏÕÒ ÄÅÇÒÅÅȟ ÂÕÔ ÍÏÒÅ 
importantly I want you to return with an education. Make certain that you find opportunities 
that tap you and your potential. Promise not to settle for anything less than tÈÁÔȢȱ  
 
Years later as I reflect on this story, I can honestly say that I got my degree from lessons I 
learned in the classroom. But I got my education from my lessons learned as a student leader. I 
would not trade the latter for anything.  



ñStart With Yourselfò 
 

The following words are written on the tomb of and Anglican bishop in the crypts of 

Westminster Abbey.   Excerpt from Anonymous  
 

 
When I was young and free and my imagination had no limits, I dreamed of 
changing the world.  
 
As I grew older and wiser , I discovered the world would not change, so I 
shortened my sights somewhat and decided to change only my country.  
 
But it too seemed immovable.  
 
As I grew into my twilight years in one last desperate attempt, I settled for 
changing only my family, those closest to me, but alas they would have none 
of it.  
 
And now as I lay on my deathbed, I suddenly realize: IF I HAD ONLY 
CHANGED MYSELF FIRST, Then by EXAMPLE, I would have changed my 
family.  
 
And from their inspiration and encouragement, I would then have  been able to 
better my country and, who knows, I may have even changed the world.  

    
This is precisely the key to success as a Leader, not just at 

Keystone, but a leader in life start with yourself, and change 

the world by example. 
 

 

 

 
 



 

 

 

 

 

 

 

To Illustrate this point I will refer to the movie 

 “Pay It Forward.” 

 
You may ÈÁÖÅ ÈÅÁÒÄ ÏÆ ȰÁ ÒÉÐÐÌÅ ÉÎ Á ÐÏÎÄȟȱ ÁÎÄ ÔÈÅ ȰÄÏÍÉÎÏ ÅÆÆÅÃÔȱ ÂÕÔ ÐÅÒÈÁÐÓ ÔÈÅ 
most vivid example ÉÓ ÔÈÁÔ ÏÆ Ȱ0ÁÙ )Ô &ÏÒ×ÁÒÄȢȱ 
 
The point of Pay it Forward is for one individual to do something meaningful for 3 
individuals. The only thing the giver should ask of the receiver is to Pay It Forward: They 
must now do three things for three other people. Then those 3 will produce favors for 3 
more . . . and the cycle continues. Do you see how the 3 things that you do will so 
quickly produce a large effect? In the movie this process was begun by a ninth grader 
named Trevor . . . anyone can make a difference. 
 
Two excerpts from the movie: 
 

òSo now maybe it seems like those three little things couldnõt add up to 
changing the world, but youõd be surprised. At first Trevor thought it wasnõt 
working at all, but things were happening out there, things he couldnõt see. 
People were paying it forward whether he knew it or not. And soon Pay It 
Forward beca me a movement that surprised even Trevor.ó 
 
òThe most important thing I can add from my own observations is this: 
Knowing that it started from unremarkable circumstances should be a 
comfort to us all. Because it proves that you donõt need much to change the 
entire world for the better. You can start with the most ordinary ingredients. 
You can start with the world youõve got.ó 
 

 

So the answer is YES!  

You can make a difference.  

Pay It Forward  

Make a Difference  

Leave a Legacy  
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I n philosophy class I had professor who was the quintessential eccentric philosopher. His 

disheveled appearance was highlighted by a well worn tweed sport coat and poor fitting thick 

glasses, which often rested on the tip of his nose. Every now and then, as  most philosophy 

professors do, he would go off on one of those esoterically and existential òwhatõs the meaning of 

lifeó discussions. Many of those discussions would go nowhere, but there were a few that really 

hit home. This was one of them:  

 

òRespond to the following questions by a show of hands,ó My professor instructed. 

 

òHow many of you can tell me something about your parents?ó  

Everyoneõs hand went up. 

 

òHow many of you can tell me something about your grandparents?ó 

About three fourths of the class  raised their hands.  

 

òHow many of you can tell me something about your great grandparents?ó 

Two out of sixty students raised their hands.  

 

òLook around the room,ó he said. òIn just two short generations hardly any of us even know who 

our own great grandpa rents were. Oh sure, maybe we have old tattered photographs tucked 

away in a musty cigar box or know the classic family story about how he walked 5 miles to school 

barefoot. But how many of us really know who they were, what they thought, what they were 

proud of, what they were afraid of, or what they dreamed about? Think about that. Within three 

generations our ancestors are all but forgotten.  

 

Will this happen to you?  

 

òHereõs a better question. Look ahead three generations. You are long gone. Instead of you sitting 

in this room, now are your great grandchildren. What will they have to say about you? Will they 

know about you? Or will you be forgotten too? With the only memory of you being your teeth on 

their bookshelf.ó 

 

òIs your life going to be a warning or an example? What legacy will you leave? The choice is 

yours. Class dismissed.ó 

 

 
 

 

 

 



You are involved in student leadership and extracurricular activities to get 

an EDUCATION and not just a degree.  Going to college is more than learning 

about your sub ject area.  You are learning not only about what  you want to do, but 

also who you want to be. 

 

It is about BECOMING not being. To become a Leader there are two key 

elements that must be considered. The first is YOU! You are the key component 

to your life. This might sound simple yet it is not always so. Think of all the times 

when you considered the opinions of others first and stepped back from 

something you intended to do.  Think of all the times when you thought you would 

not be good enough or that your idea was not worth mentioning.  

 

This is why it is important as a Leader to gain confidence, humility, 

communication skills, and many other skills to help you and those around you.  

 

Doesnõt sound very easy? Well, thatõs why you are a Student Leader here at 

Keystone College.  You are learning all of these skills by participating in activities, 

clubs, organizations, sports, Student Senate, diversity training and other 

leadership opportunities. The only way to become a leader is to learn how to be a 

leader thro ugh training and experience.  You have chosen to do so while you have 

the access and support of peers and professionals. You are well on your way.  

 

 

 

 

Congratulations!  
  

  

 

 

Please contact the Student Activities Office to learn 

more about becoming a stud ent leader and all the 

leadership opportunities that are available!  

 


