Services Available from Student Activities

Block Booking Resources
Event Management Assistance
Day Sheet Production
Web Page Assistance
Facility Reservations
Media Center Assistance
Advertisement Assistance through

e Posting

e Day Sheet

e Web Page

e  Campus Calendar
Micro Art Gallery Scheduling
Sound & Light Support
Contract Assistance
CoSponsorship Assistance
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Student Activities Office
103 Strebel Student Center
1600 Burrstone Road
Utica, NY 13502

Phone: 315792-3037
Fax: 315792-3126
Email: plehmann@utica.edu
URL http://www.utica.edu/student/activities/student_activities.htm

Revisions:
Suggestions for revisions and additions to this manual are encouraged
and should be addressed to the Student Activities Office

February 2010 Edition
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A Funding Sources
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UTICA COLLEGE

UC Recognized Clubs & Organizations

Accounting Society

Africa in Motion A.l.M.

Aikido Club

Alpha Phi Sigma, National Criminal

Ampersand Literary Journal

Asa Gray Biological Society

Asian Association

Association of Certified Fraud Exam-

Association of Certified Fraud Exam-

Autism Awareness

Black Student Union
Brothers on a New Direction (BOND)
Charles Drew Pre-Medical Society

Chi Beta Sigma

Chi Upsilon Sigma

Circle K

Criminal Justice Student Association

ECISA (Economic Crime Invest. Stud.

French Club

Freshman Class Council (Class of

Gaming Club

Gamma lota Sigma

Geology Club

Gospel Choir

PAGE3

Harold Frederic English Society
Herodotus History Club
Honors Program

International Student Club

Investment Club

Jewish Student Union

Junior Class Council (Class of 2011)

Kappa Delta Pi

Knitters Anonymous

Lambda Pi Eta (Communication Honor

Lambda Sigma Upsilon

Latin American Student Union (LASU)
Legacy (Yearbook)

Military Supporters of Utica College

Omega Phi Beta

Open Moments

Phi Sigma Sigma
Physical Therapy Society

Pioneer Builders

Prestige Step Team

Programming Board

Psi Chi National Psychology Honor Soci-

Psychology Society

Psychology/Child Life Society
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Public Relations Stud. Soc. of Am. Student Teacher Education Program ) )
(PRSSA) Part Il: Oneon-OneOfficer Sharing
) - ) Match outgoing and incoming officers by position. They should discuss:
Residence Hall Association Students Taking on New Endeavors . I . .
(STONE) Major responsibilities of the position/office

Goals accomplished during the past year
Ongoing projects and goals
Major challenges encountered and how to deal with them
Officer Notebook
Ideas for the future
Part Ill: AMeeting Run by Outgoingand Incoming Officers
Society of Collegiate Journalists TV Club = Incoming officers conduct the meeting with outgoing officers pre-
sent to offer support

=  After the meeting, all officers evaluate the meeting, making
notes for improvement
What Information & Skills Do You Need To Transfer?

Senior Class Council (Class of 2010)  Tau Kappa Epsilon

Sigma Tau Delta Therapeutic Recreation Society

pydu il

Society for Human Resource Mngmt.  Theta Phi Alpha

Sophomore Class Council (Class of UC Pride
2012)

STAND (Student Anti-Genocide Coali- V-Day at UC

tion) Thinkback to yourfirst weeks.What could you have usedto do yourjob bet-
Stud. Occupational Therapy Assn. Women in a New Direction W.1.N.D. ter?
(SOTA) Some suggestions are...
Student Affiliates of the American Womyn's Resource Center = Effective leadership qualities and skills.
Chemical Society = Problems and helpful ideas, procedures and recommendations.
Student Gerontology Society WPNR Radio = Wiritten reports containing information on:
e Traditions, ideas or completed projects; continuing projects and
o , o ) concerns; or ideas never carried out
Student Nurses' Association Young Believers Christian Fellowship . )
e Personal notes and organizational files
e  Office procedures
Student Senate Updated 2/17/10 p . .
e Instructions on use of equipment, computers or other supplies
. L e Introduction to personnel (advisors, administrators, contacts, etc.).
Starting a New Organization = A complete record of the organization's structure, goals and accomplish-
blishi q o h ) " ) ments (through complete and organized files):
Establishing a new student organization on the Utica College campus is a _ e Constitution and byaws
relatively simple procedure. The organi

Organization purpose or mission statement
Organizational goals and objectives for previous years
Officer descriptions/role clarification

Status reports on ongoing projects

Evaluations of previous projects and programs

the Vice President for Student Affairs and Dean of Students, who will interpret
the information described below and help get the club started. Below is an
outline for the constitution.

Article B Name of Organization

Article 1B Purpose of Organization ) .
Article 11B Membership Minutes for previous 3 years

Article I\d Officers and Duties of Officers Resources/contacts lists with addresses, email and phone

Article \B Meetings and Definition of Quorum numbers
Article V& Removal from Office Financial records for previous 5 years

e Mailing lists

— —
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Minimizes the confusion of leadership changeover.
Gives outgoing leaders a sense of closure.
Utilizes the valuable contributions of experienced leaders, usually
the most neglected members in your group.
Helps incoming leadership absorb the special expertise of the out-
going leadership.
Increases the knowledge and confidence of the new leadership.
Minimizes the loss of momentum and accomplishments for the
group.
When Do You Start?
= Begin early in the year to identify emerging leaders.
= Encourage these potential leaders through personal contact, help in
developing skills, delegating responsibility to them, sharing with
them the personal benefits of leadership, clarifying job responsibili-
ties, letting them know that transition will be orderly and thorough,
and last, modeling an open, encouraging leadership style.
= When new officers have been elected, orient them together as a
group with all of the outgoing officers. This process provides the
new leaders with an opportunity to understand each other's roles
and to start building their leadership team.
Prior to transitioning, outgoing officers need to:
= Reuvise officer position description
= Clean out/organize officer notebook
= Write a yearend report including a summary of major projects, pro-
grams and events, challenges faced, outcomes and suggestions for
future planning. Make sure all records, reports and bills are filed
and upto-date.
Officer Transition Workshop Outline

Uy U Juuy

Time: approximately 3 hours
Supplies: flip chart/newsprint, markers, copies of group goals
Attendance: all incoming and outgoing officers, advisor

Part1: GroupInformation Sharing
Assess the success of the group in the following areas:

Goals

Membership

Meetings

Organizational Operations
Outreach Activities

Public Image

Programs and Activities

—
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Article Vi Amendment
Article VId Ratification
Article DO Student Senate Constitution

Organizers must identify five (5) interested student members from the entire
college community and a faculty/staff advisor. The organizers must present
two copies of their constitution to the Dean of Students. The Dean of Stu-
dents will review the constitution with the Senate Vice President. The Senate
Vice President will then present the student to the Student Senate for ap-
proval. Upon approval, the Senate Vice President shall notify the Dean of
Students as to the Senate vote. The Dean of Students will then issue a formal
letter of College recognition.

All recognized organizations must submit a revised Constitution to the Senate
at least once every four years from the date of their recognition. All recog-
nized organizations must identify one representative in order to receive fund-
ing. Each representative can only represent one organization. (For more infor-
mation please refer to the Utica College Student Senate Constitution Article V

Clubs & Organizations at Utica College

Utica College believes strongly in the concept that a great deal of what
students learn in college takes place outside of the classroom. Therefore, at
UC, students, faculty, and staff members work side by side to provide a rich
variety of social, cultural, and recreational activities. A student who
participates fully in campus life can expect to be exposed to various ideas
and issues, music and art forms, and styles of life. This is, of course, in
addition to simply having a good time.

UC employs professional staff members to advise students in these matters,

but the College faculty and staff members know that active student

participation in the planning of extracurricular activities adds a vibrant quality
to UCOs activities program and hel ps
leadership, decisioamaking, and related skills.

According to theUtica College Student Senate Constitution, Article V, Section
9: Student Clubs and Organization®ach club and organization on campus

is required to have at least five student members and one Faculty/Staff
Advisor. They must have a constitution on file and they must submit a revised
constitution to the Senate at least once every four years. Clubs and
organizations are required to submit an updated list of their officers and
advisor to the Dean of Students Office at the beginning of each fall semester
to retain recognition status and to be eligible for funding.

—

st
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The Role of the Advisor

Clearly, as explained in the Student Senate Constitution, advisors are re-

quired in order to receive funding. But what do they do? The role of the advi-

sor may or mat not be spelled out in tfF
does vary from organization to organization. But there are some traits and

practices which we can identify that assist a faculty or staff member to suc-
cessfully act as a groupds advisor.

The advisor first and foremost is an educator who acts in accordance with the
goals, values and mission of the College. Advisors must have knowledge and
skills which enable them to empower students within the group they advise.
Advisors must also role model ethical behavior and, when appropriate, pro-

vide direction to organizations which is consistent with College policy.

Advising a student organization can be a rewarding experience, but can also

be nervewracking. Enthusiastic new advisors can easily fall into the trap of
overadvising, or micromanaging, a student group. Conversely, wa#aning
advisors can-wodddptata idhuadredsvhi ch can si
morale and productivity of a student group. As advisors, we often search for

bal ance: we struggle to balance the de
of this Ooutsided influence. It is our
in this quest for balance and will be a useful resource for all advisors and the

clubs and organizations that they advise.

The Basic Roles of an Advisor are to:

Provide leadership development and skills training.

Serve as a resource on policies, procedure, contacts, etc.
Serve as troubleshooters.

Provide access to internal and external networks.

Ask questions that will better prepare students.

Channel information.

Monitor expenditures, policies, and goals.

Provide continuity from year to year.

Provide a sense of organizational history.

L L A R

Provide for smoother leadership transition.

—
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Membership

Evaluate the number of members and their level of involvement.

= Do we currently have just enough, too few, or too many members (in
light of the group's goals)?

= How effective are our membership recruitment efforts?

= Are the members actively involved in the operation of the club (including
decision making, planning, implementing, and evaluation)?

= Are members enthusiastic about the group's activities and motivated to
work towards the group's goals?

= Were there adequate opportunities for members to get involved in re-
sponsible, meaningful ways?

Meetings

Reflect on the nature of the meetings (both executive board and general
body).

Were they well attended?

Did they run too short or too long?

Were meetings run effectively and efficiently?
Was the frequency of meetings appropriate?
How can they be improved?

Uy Ul

OrganizationalOperations

Evaluate the finances, structure, scheduling, etc.
Were the finances adequate for the group's activities?
Was the budget managed properly?

Do we have a committee structure? If yes, did it work? If no, is it
needed?

= Do we experience scheduling conflicts with other groups or activities?

Uy

OutreachActivities
Evaluate the quantity and quality of other members' participation in the or-
ganization and/or its activities.

= Was our advisor involved just enough, too much, or too little?

Transition

Your year as an officer is coming to an end and new officers are being se-
lected. How do you leave your position gracefully? How do you ensure that the
new officers are ready to continue to provide your organization with strong
leadership?

Thoroughleadershiptransition has several benefits:
= Provides for transfer of significant organizational knowledge.
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about this program?).
2) Program Planner Evaluation (subjective)

Getting all of your own thoughts down about the difficulties and things that
went well will help the next person planning a similar program and will help
you evaluate your own skills.

Questionsto consider:

e What were the goals and the purpose of this program? Were the goals
met?

e Was there a current need or interest in the program area?

e Who was your target audience? Did you reach them?

e Was the expense of the program and the planned publicity
proportional to the amount of student interest and expected audience?

e Was the publicity effective?

e  Were the committee members sufficiently enthusiastic about the pro-
gram to be eager to work and promote it?

e Was the timing of the program advantageous to its success?
e Was there enough time to sufficiently publicize the program?

e What were the financial risks? How did the program compatre to the
budget (over, even, under)?
e What could have been done differently?

3) Factual Evaluation(objective)

Find out how many people attended your program and how much money you
actually spent. Compare these figures with your original program plan.

Program Evaluation Forms and data from other programs are available in the
Student Activities Office.

Organizational Assessment

Organizational evaluation is an important part of the officer transition or goal
setting process. Use the following outline to reflect on the performance of the
organizationas a whole over the past year.

Goals
Review the group's goals for the previous year.

What did we hope to accomplish?
How well did we meet each goal?
Which goals should be continued?
Which goals should be dropped?

Luuy
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The Student Leader/Advisor Relationship

In any advisee/advisor relationship, expectations will flow two ways. Advisors
and student leaders must articulate their expectations of each other. Under-
standing and respect are necessary if they are to build a solid base for com-
municating with each other and work together as a team. Here are some

basic assumptions that exist universally in student organizations.
What a student leader expects of an advisor:

= The advisor assists the leader/organization in formulating lorgnge
goals and in planning and initiating short term projects.

= The advisor is a resource person, and evaluates projects, performance
and progress.

= The advisor offers guidance by reviewing goals, objectives, and the pro-
gress of the organization.

The advisor assists the student leader with college procedural matters.

U U

The advisor suggests ways in which the organization may be strength-
ened or improved.

= The advisor may have access to internal and extemnal networks and infor-
mation which may be helpful to student groups.

= The advisor represents the organization and its interests in staff and
other College meetings.

= The advisor is able to make suggestions that will permit the student
leader to improve his or her leadership skills.

= The advisor is accessible, and is available whenever emergency situa-
tions/problems arise.

= The advisor should be willing to be wrong and be open to criticism and
evaluation.

= The advisor will be willing to allow the group to act on its own and to
make mistakes.

The advisor will encourage the group to maintain records.

Uy

The advisor will encourage the division of labor among group members
to sustain member interest.

= The advisor will be willing to assist in role negotiation for each group
member.

e
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What an advisor may expect of a student leader:

= The leader keeps the advisor informed as to all organizational activities,
meetings, agendas and topics under discussion within committees or the
organization at large.

= The student leader meets regularly with the advisor and discusses plans
and problems.

= The student leader acts in the best interests of the organization at all
times.

= The student leader represents the organization and its interests both to
other students and to the College in meetings and at events.

= The student leader assists other students in the organization to develop
skills and to provide activities which will significantly enhance the College
environment.

= The student leader will be willing to share responsibility with other group
members.

= The student leader (or someone assigned by the leader) will document
group activities.

The student leader will help create the group identity.

U4

Obviously, the advisor role is varied and complex. However, there are
several tips that are helpful in establishing a good working relationship
with the group:

= Learn as much about the group as you can. Get to know the organiza-

tionds purpose, how it was for med,

campus culture.

= Get to know the leader and let the leader get to know you. Help that
person understand both your roles as an advisor and their roles as a
leader. Develop his/her confidence in you.

= Meet with the leader before group meetings begin and discuss the agen-
das and any current issues or concerns.

= In early meetings, encourage the leader to help the group define its mis-
sion and its working procedures. It is important for the group to see the
big picture of what it is trying to accomplish.

= Observe the leader with the group. How does he/she function in the
group? What type of personality problems does the group have? What
are the strengths and weaknesses of its various members as well as its
leader? Find out what the leader has observed about this area, com-
ment on strengths you have seen, and offer suggestions on weaknesses
you may have noticed.

—
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Academic or Administrative Department8 Most departments or divisions

have either no or only very limited funding for programming. Depending upon
the nature of a proposed program and its target audience, however, they may
be very interested in cesponsoring an event or activity either by assisting with
the planning, identifying potential speakers at reasonable costs, identifying
other funding sources, and/or helping with the marketing for the program.

A final caution- Funding for a program should be secured before making a
commitment to sponsor an event. Funding sources may include applying for
Student Senate funds, exploring ceponsorship with another group, fund
raising, or payment from the existing treasury of the student organization.
Officers and members of student organizations should know that they may be
held personally liable for any actions taken by the organization. For example,
if performers or vendors are not paid for services rendered, the group is liable
for the debt. Student organizations not honoring their debt could find that
their organization and/or its officers are prosecuted, depending upon the
amount of money involved and the circumstances surrounding the situation.
So plan ahead, and do not make commitments until you are certain that you
can honor them.

Assessment

Event Assessment
** An important last part of any event **

= Discover if what was originally planned for event was carried out.
= Determine if you met the goals you originally set for your program.

= Gather valuable information to help others decide if the program should
be repeated and provide help in planning similar programs in the future.

Three Types of Evaluation

1) Audience Evaluation (subjective)

Programs are planned for audiences so it is important to learn what they
thought. This can be done through leaving cards on seats, having a table
with evaluation forms, etc.

Questionsto consider: (providesome sort of scale for audienceto use)
= How would you rate the event?

= How would you rate the facility?

= How would you rate the publicity for this program?

= How would you rate the event overall?

You may also wish to learn about the demographics of the audience (class,
major, residence) and inquire about your marketing plan (How did you hear

—
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e Campuswide events encompassing the whole student body.
e  Cultural or educational events of exceptional merit.
e  Student travel that benefits the College community.

Some standing precedents for funding set by the Student Senate Finance
Committee are:

There is a $70.00 per room, per night for hotel expenses
There is a $500 maximum for honorariums

Travel expenses up to $50 per person may be funded
There is no funding for club/organization-shirts

No funding for prizes/ gifts

*Please refer to the Utica College Student Senate Finance Committee Consti-
tutional Supplement for more information funding.

Cosponsorship- Student organizations are encouraged to consider €0
sponsoring programs with other organizations or offices. Program co
sponsorship can make the program more affordable, increase attendance,
attract multiple audiences, and increase collaboration with other organiza-
tions. As you consider possible programs, think about what other groups or
offices might be logical cesponsors for particular programs.

Other sources of possible funding or esponsorship are:

Programming Board The purposes of the Programming Board are to estab-
lish a social calendar and publicize it, prepare and present programming that
will appeal to the entire student body, provide regularly scheduled program-
ming, and acquaint students with a diverse programming schedule. While the
Programming Board does not fund student organizations, it may consider co
sponsoring (including paying for part of) an event or program with one or
more other student groups. Contact the Programming Board Director or their
advisor, the Director of Student Activities.

Social/Cultural Committeed The mission of this committee is to contribute to
the cultural and intellectual enrichment of the campus community by intro-
ducing new ideas and art forms, and through its programming, bring the cam-
pus community closer together. Funding priorities include traditional College
programs, programs of cultural/intellectual significance, and esponsorship

of programs with other groups. Contact the Director of Student Activities for
copies of their policies and procedures, funding criteria and priorities and
committee details.

Diversity Committee) Its functions are to increase awareness and apprecia-
tion of diversity on campus and in society at large and to implement programs
and activities that build a sense of unity within and across groups. Contact
the Associate Dean of Students for more information.

—
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= Meet regularly with the leader and be available for consultation when
something occurs that she/he might need help with outside the regularly

scheduled meetings.

Recruitment & Retention of Members

Recruitment and retention are not the same thing. The trick is not just in
finding new members but in keeping them. An organization needs to evalu-
ate its development and create a plan unique to its membership. There are
about eighty clubs and organizations at UC, each vying for the same student
body to become its members. What will make your group different from the
others? To be successful, an organization needs to have a clear purpose
followed by a well conceived and executed recruitment and retention plan.

Recruitment:

= Know and understand your organization. Have a meeting to discuss your
purpose and goals and to make sure that the current activities and pro-
grams support the purpose.

= Set recruitment goal$ include the number of new members, character-
istics of members who will help the group succeed and how you will re-
cruit them. Some questions you might ask are:

e What type of time commitment should be expected?
e What talents are missing that the organization currently needs?

e  Are there students from specific majors who will benefit from or
add to the organization?

Know what attracts new members. I n
society, organizations need to update their approach. Posters and flyers just
wonoét get it done. New members are

e The past leaders reflect a positive attitude toward the organiza-
tion and have a general good feeling about their position.

e The group appears organized and knows what it is doing.

e They feel welcomed and see that support and encouragement
are provided.

e There is opportunity for them to learn and to get involved
quickly.

—
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. the student handbook and on the Coll ege
Retention:
It takes six times more energy and expense to recruit a new member than it Recognized student organizations are also required to submit an updated list
does to retain one. This expense can be the financial cost of publicizing re- of their officers and their faculty/staff advisor to the Student Senate Vice
cruiting efforts or it can be the total member time needed to recruit new President and the Dean of Students Office at the beginning of each fall se-
members instead of working on projects. Most people will stay motivated mester in order to retain recognition status and be eligible to receive funding
when they can take ownership for projects. Retention strategies include: for events.

= Have contact within one week of initial interest/sign up. Funding from the Student Senate

= Hold a special welcoming event. Plan a social event with food, a special
introduction or establish a ritual or tradition for new members. The Student Senate Finance Committee administers the club funding proc-

—  Make the first meeting fun so they will want to come back! Recognize ess, as outlined in the accompanying flow chart. In the case of allocations of
t hat some wondt come back because the $100 or less, the Finance Committee is the only approving body. All other

allocations must also come before the full Student Senate for approval. Con-

involved. tact the Comptroller in the Student Senate office (ext. 3200) well in advance
= Orient your new members. Encourage old and new members to form of your event to pick up the funding request packet, which includes criteria for

bonds by using icebreakers and teambuilding activities; maybe hold a proposal writing, the funding request form and related information. Forms

retreat. are also available from the Dean of Students Office. The Finance Committee

generally meets Wednesday afternoons in the Student Senate complex in

= Remember the new membersd names. A -
. Strebel Student Center to hear presentations of club funding requests.
= Get email addresses and phone numbers that are accurate and that the The Student Senate Constitution (Article VIII) outlines the following funding
students use. Do not rely on a directory. criteria. The Constitution and all funding related forms are available online
= Follow through with emails, post goals, summarize meeting outcomes at : http://www.utica.edu/student/activities/organizations/senate/ Funding
) o ' ] ] ) ) for organizations will only be given for: (see next page)
= Provide reminders of responsibilities
next?o Student Senate Funding Flow Chart
= Show appreciation for your members both publicly and in private. Step 1
.. . . Appointment vs_lith Step 2
= Have fun together! Know when it is time to work and time to play. No Prepare Proposall p e oo P s e |
H i H H H H orm Xpen: * i b i ey
one wants to feel like involvement in an organization is a burden. Report o o Eeabosal o a1 et
Report advance of event)
Step 3 Step 4
: 1t Approvedn Sten 2 Ui Tl
Meetings Proposaiis teardy | | s Pemenen
Attending meetings is something most students dread. Is this because meet- (at least 1 org. rep. fat lamat 3 vl
ings are often dull, unproductive, disorganized, and too long? The burden of Must be present)

successfully running a meeting falls into the hands of those student leaders [ Finout htaining Funding Form(s) |

who have been elected. Unfortunately, students are often elected to positions |

without proper knowledge or experience, and figuring out what to do is a mat- Pumha}é Sraor +
ter of trial and error. With proper planning and preparation, any meeting can (PO)
be effective and enjoyable.

L Food Service

Meetings have several functions. They give members a chance to discuss
and evaluate goals and objectives, keep updated on current events, provide
a chance to communicate and keep the group cohesive. Most of all, meetings
allow groups to pull resources together for decision making. If the facilitator

Send Directly to
Person or
Company

Go to Store with
PO or send to
Vendor

Senate
Comptroller
Sends Paperwork
to Food Service

— e
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