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This Student Organization Advisor Handbook is designed to provide basic information for student organization advisors. It contains information on the role of an advisor, student organization policies and procedures, and additional resources to help you create a positive and beneficial relationship between you and the organizations you advise. Please note that while this handbook contains helpful information for you in your role, it is not a comprehensive guide to all student organization policies and procedures; in addition, all policies and procedures are subject to change at any time. Please contact the Office of Student Life with any questions or concerns you may have regarding student organization advising. 

In an effort to maintain industry standards as related to student organization advising, the Office of Student Life adapted portions of this manual from the ACPA Commission for Student Involvement Advisor Manual. 

American College Personnel Association Commission for Student Involvement (2006). ACPA Advisor Manual.  Retrieved November 11, 2009, from ACPA Commission for Student Involvement website: 

http://www.myacpa.org/comm./student/documents/acpaadvisormanual.pdf 


Dear Student Organization Advisor,

Thank you for contributing to the creation of a vibrant student life by advising a student organization at UMBC! The Office of Student Life greatly appreciates the time and effort you put forth to helping our students learn and grow through their student organization experience. 

Involvement in a student organization can play an important role in the development and learning of our students. Research shows that students engaging in co-curricular involvement perform better academically and are generally happier with their college experience. The relationships built between students and their advisors can be one of the most important pieces of this experience. The discussions between a student and organization advisor is often among the most influential learning opportunities of a student’s college experience. 

Thank you for your committing your time and energy to creating strong co-curricular learning opportunities for UMBC students. 

We truly appreciate your contributions to our student organization community. 

Sincerely, 

Lee Calizo 
Director, Office of Student Life 
University of Maryland, Baltimore County 
1000 Hilltop Circle Baltimore, MD 21250 

www.umbc.edu/studentlife 
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Contact Information

Emergency Contact Information

UMBC Police Department    






410.455.5555              


After Hours Emergencies






410.455.5555

University Counseling Services (Monday-Friday 8:30am-5:00pm)

410.455.2472

Residential Life Community Director on Call




410.455.5555

Office of Student Life Contact Information                                     

 Main Line








410.455.3462
Director

Lee Calizo, Suite 336, The Commons





410.455.1754

Assistant Directors

Jen Dress, Major Events & Programs, Suite 336, The Commons


410.4553.2826

Lisa Gray, Cultural and Spiritual Diversity, Mosaic Center, The Commons

410.455.8478

David Hoffman, Student Government. Civic Agency, Suite 336, The Commons
410.455.1565
Coordinators

Susan Dumont, Fraternity & Sorority Life, 2B14 The Commons


410.455.3319


Sara Leidner, Student Organizations & Involvement, 2B19, The Commons 
410.455.3623
Craig Berger, Campus & Civic Engagement, 2B12, The Commons 


410.455.2339

Virginia Byrne, Leadership Development & Education, 2B15


410-455-2318
Office Manager

Sheryl Gibbs, Suite 336, The Commons





410.455.2605
Administrative Assistant

Jan Kefauver, Suite 336, The Commons





410.455.30142
Social Media   


Please give us a "follow" on Twitter and a "like" on Facebook as we connect with the UMBC Campus Community! 

@UMBCStudentlife (http://twitter.com/#!/UMBCStudentLife): Sara Leidner tweeting about opportunities to get involved on campus (here's a related Facebook page)

@UMBCStudentOrg (http://twitter.com/#!/UMBCStudentOrgs):  Sara and SGA staff, tweeting about topics relevant to UMBC student organization leaders (Facebook version here)

@CoCreateUMBC (http://twitter.com/#!/CoCreateUMBC): David Hoffman’s tweets about UMBC as a community we all make together (Facebook version here)
Student Organization Campus Resources  


Career Services Center, Room 212, Math/Psychology Building  


410.455.2216  
The Commons Information Center (Campus Lost & Found)  



410.455.5100  
Commonvision, UMBC Design & Print Center, Room 1A02, The Commons  

410.455.1884  
Event Planning & Conference Services, Room 335, The Commons  


410.455.3615  
Student Affairs Business Services, Room 334, The Commons  



410.455.1129  
Residential Life, Room 184, Erickson Hall  





410.455.2591  
Student Affairs, Room 319, The Commons  





410.455.2393  
Student Government Association, Room 2B20, The Commons  


410.455.2226  
Student Judicial Programs, Room 118, Student Development & Success Center 
 410.455.2453  
University Counseling Services, Room 117, Student Development & Success Center 
 410.455.2472  
University Health Services, Ground Floor facing Center Road, Erickson Hall  

410.455.2542  
Off Campus & Transfer Student Services, Room 309, The Commons  


410.455.2770  
Transportation Services, Room 113, Warehouse  




410.455.2454  
Student Involvement Center







410.455.2867
Catering, Chartwells  








410.612.FOOD  
Catering, Glenmore








410.455.5930

OIT Helpdesk  









410.455.3838  
Important Student Organization Dates 


Student Organization Registration Deadline (Fall)  




Aug. 15  
Involvement-Fest (recruiting/promotion of organizations)



Late Aug/Late Jan 

LeadingOrgs  (leadership and teamwork training experience retreat)


September   

STRiVE  (leadership retreat)







January
Student Organization Registration Deadline (Spring)  




May 15th   
Cabinet & Mailbox Applications /Involvement Fest Deadline  



May 15th  
Celebrate Black  & Gold   







May  

For more information about a specific date or deadline , visit our website: http://www.umbc.edu/studentlife/
Advisor Roles 

Each advisor perceives his/her relation to a student organization differently. Some Advisors play very active roles, attending meetings, working with student officers, and assisting in program planning and development. Others maintain a more distant relationship to the organization. It is hoped that each Advisor will maintain some regular contact with his/ her organization. An Advisor accepts responsibility for keeping informed about activities of the organization and for advising officers of the organization on the appropriateness and general merits of policies and activities. However, Advisors are not responsible for the actions or policies of student organizations; students are solely responsible. Advisors should be both accessible and interested and should provide appropriate counsel to a group or its members. 
Given the myriad of purposes, activities, and objectives of various student groups, the role of the Advisor will vary to some degree between groups. The purpose of this section is to outline basic roles of an Advisor. As groups vary in their expectations and needs, it is important that you, as an Advisor, develop an understanding with the organization as to the nature of your involvement. The Advisor and group should agree on a set of expectations of one another from the onset and should write this list down as a contract between the group and the Advisor. 
Following are some of the roles you may assume as an advisor: 
Mentor 



Many students will come to see their advisor as a mentor and the success of these relationships can last many years and be rewarding for both the student and the advisor. If the student is seeking an education and a career in your field, you may be asked to assist in his/her professional development. To be effective in this capacity, you will need knowledge of their academic program and profession, a genuine interest in the personal and professional development of new professionals, and a willingness to connect students to a network of professionals. You may be approached to review resumes, to connect students with community resources, or to be a sounding board for their ideas of what they want to accomplish in the field. 

At times, students will seek out someone to assist with their personal development. In this capacity, a mentor will have a basic understanding of student needs and perspectives, a desire to challenge students intellectually and emotionally while providing support to meet the challenge, and the ability to listen to students’ verbal and nonverbal communication. Students may want to talk to you about family or relationship issues, conflicts they are having with other students, or to have conversations about their ideas and thoughts on different subjects. 

Team Builder



When new officers are elected or new members join the organization, you may need to take the initiative in turning the students from individuals with separate goals and expectations into a team. Team building is important because it enhances the relationships of the students between one another and the advisor. Positive relationships help the organization succeed and to work through conflicts and difficult times. 
To accomplish the goal of creating an effective team, it is necessary to conduct a workshop (if you and the students have the time, a full-scale retreat encompassing team building and goal setting could be planned) to engage students in this process. As the advisor, you may consider working with the student officers to develop a plan and to have the students implement it. 

Training students in effective techniques for team building will keep students invested in the organization and give them the opportunity to learn what it takes to build a team. 

Conflict Mediator


Inevitably, students are going to join the organization with different agendas, goals, and ideas about how things should function and the direction they should be taking. When working with students who have come in to conflict, it may be necessary to meet with them and have them discuss their issues with each other. In many cases, it may be necessary to remind them that they both want what is in the best interest of the organization. Ask them how they think they can work together, point out the organization’s mission, and ask how their conduct is helping the group achieve its mission. 
Sometimes, one student may be causing problems with other students. In many cases this student may not realize that his/her actions are causing a problem. In this case, speaking with the student individually could be helpful. Chances are that no one has met with the student previously and discussed how his/her attitudes are impacting other people and how those attitudes or actions can be changed to make everyone feel better. In many cases, the student will appreciate honest feedback. 

Reflective Agent

 One of the most essential components to learning in “out of classroom” activities is providing time for students to reflect on how and what they are doing. As an advisor, you will want your officers to talk to you about how they think they are performing, their strengths, and their weaknesses. Give them the opportunity to discuss their thoughts on their performance. Then be honest with them. Let them know when you agree with their self-perceptions and in a tactful manner let them know when you disagree. Remember, any criticism you provide students should be constructive and you will want to provide concrete examples of actions the student took that seem to contradict their self-perceptions. When students discuss their weaknesses, ask them how they can improve those areas and how you can help them. Students usually have the answer to what they need; they just don’t like to ask for help. Remember to have students reflect on their successes and failures. 
Educator 



As an advisor, your role of educator will often come through the role modeling of behavior, guiding the student in reflection of their actions, and being there to answer questions. One of the most difficult actions to take as an advisor is to do nothing, but sometimes this can be the most important action of all. Allow the students to make their decisions even if they do not agree with your ideas. Sometimes, students will succeed; other times, they may fail. The key is to return to the role of the reflective agent and give the students a safe place to reflect on their experiences. 

Motivator 



As an advisor, you may have to motivate students to excel and to carry out their plans and achieve their goals. Some students are easily discouraged and at the first sign of difficulty they may want to quit. You will need to be their “cheerleader” to keep them excited about all of the potential successes they will experience. You can motivate students through the recognition of their efforts, appealing to their desire to create change, and to connecting their experiences here at the University to the experiences they will have in the community. 

Policy Interpreter 



Student organizations operate under policies, procedures, and rules. At times, students may not be aware of these policies and they will do things in an inappropriate manner. The more you know about these policies the better advising you can give to the students on their plans. 
As an advisor you will assume numerous roles and all possible roles are not mentioned here. A key idea to remember is that you are an advisor not the leader. You provide guidance, insight, and perspective to students as they work on projects, but you should not be doing the work. Students will learn if they are engaged. Be careful of being challenged into doing the work for a student project. The students make the decisions, and they are accountable for those decisions, and for the successes and failures of their groups. 

From Schreiber, V. and Pfleghaar, E. “Supervising vs. Advising”, UMR-ACUHO, 1999 

The Role of Advisor Checklist 

This form is designed to help advisors and student officers determine a clear role for advisors in matters pertaining to student organizations. 

Directions: The advisor and each officer should respond to the following items, and then meet to compare answers and discuss any differences. For any items, which are determined not to be the responsibility of the advisor, it would be valuable to clarify which officer will assume that responsibility. 


Circle your answer according to the scale. 

1. 
Attend all general meetings 
1
2
3
4
5 

2. 
Store all group paraphernalia during the summer and between transitions of officers 
1
2
3
4
5 

3. 
Attend all executive committee meetings 

1
2
3
4
5 

4. 
Keep official file in his/her office 

1
2
3
4
5 

5. 
Attend all other organizational activities 

1
2
3
4
5 

6. 
Inform the group of infraction of its bylaws, codes and standing rules 

1
2
3
4
5 

7. 
Explain university policy when relevant to the discussion 

1
2
3
4
5 

8. 
Keep the group aware of its stated objectives when planning events 

1
2
3
4
5 

9. 
Help the president prepare the agenda before each meeting 

1
2
3
4
5 

10. 
Mediate interpersonal conflicts that arise 

1
2
3
4
5 

11. 
Serve as a parliamentarian of the group 

1
2
3
4
5 

12. 
Be responsible for planning a leadership skill workshop 

1
2
3
4
5 

13. 
Speak up during discussion 
1
2
3
4
5 

14. 
State perceptions of his/her role as advisor at the beginning of the year 
1
2
3
4
5 

15. 
Be quiet during general meetings unless called upon  

1
2
3
4
5 

16. 
Let the group work out its problems, including making mistakes 
1
2
3
4
5 

17. 
Assist organization by signing forms only 
1
2
3
4
5 

18. 
Insist on an evaluation of each activity 
1
2
3
4
5 

19. 
Attend advisor training offered by the University 
1
2
3
4
5 

20. 
Take the initiative in creating teamwork and cooperation among officers 
1
2
3
4
5 

21. 
Speak up during discussion when he/she has relevant information or feels the group is making a poor decision 
1
2
3
4
5 

22. 
Let the group thrive or decline on its merits; do not interfere unless requested to do so 
1
2
3
4
5 

23. 
Take an active part in formulation of the creation of group goals 

1
2
3
4
5 

24. 
Represent the group in any conflicts with members of the University staff 

1
2
3
4
5 

25. 
Indicate ideas for discussion when he/she believes they will help the group 

1
2
3
4
5 

26. 
Be familiar with University facilities, services, and procedures for group activities  

1
2
3
4
5 

27. 
Be one of the groups except for voting and holding office 

1
2
3
4
5 

28. 
Recommend programs and speakers 

1
2
3
4
5 

29. 
Request to see the treasurer’s books at the end of each semester 

1
2
3
4
5 

30. 
Take an active part in the orderly transition of responsibilities between old and new officers 

1
2
3
4
5 

31. 
Check the secretary’s minutes before they are distributed 
1
2
3
4
5 

32. 
Cancel any activity when he/she believes it has been inadequately planned 
1
2
3
4
5 

33. 
Receive copies of official correspondence 
1
2
3
4
5 
Sample Agreement 

A useful instrument for sharing expectations and clearly identifying an Advisor’s role is the advisor’s agreement. It is beneficial to record your expectations for future leaders of the organization.
*Underlined/bold words should be replaced with the appropriate information. 

"Sample Contract" information provided by Jim Mohr, Advisor for Student Organizations and Greek Life, Eastern Washington University.

Advising Do's and Don’ts!

Each advisor should openly discuss what kind of role the advisor should play with the organization. Some organizations have a pool of advisors to assist them with different aspects of the organization (financial, scholarship, programming, etc.) Some advisors have a high level of involvement with every aspect of the organization; others have a very limited role. It is up to the organization and the advisor to set the parameters of involvement. With those thoughts in mind, the following list is a guideline to the “dos” of student organization advising: 


Questions You May 
Want to Ask the Org 


Troubleshooting 

Identifying the Issue…


The following lists are provided so that an advisor may have a better idea of the types of problems he/she may face with their organization. This list is not all inclusive, but may serve as a guide for the Advisor. 

Leadership Problems 

• The leader does not consult with the organization before making significant decisions. 
• The leader appears to lack confidence, is non-assertive, and lacks interest in organization.
 • A rivalry exists between leaders in the organization. 
• The leader has work overload, and too many time-conflicts. 

Membership Problems 

• Low attendance at meetings. 
• Members have low satisfaction and morale, are bored, do not communicate well, feel left out or are apathetic. 
• Members compete for attention. 
• An individual member's goals differ from those of the organization. 
• There exists a lack of trust among members. 
• There is a lack of ideas.
• Programs fail

Organizational Problems 

• Meetings are disorganized. 

• Meetings are too long. 
• The organization suffers from financial problems. 

• There is no continuity from one year to the next. 

• The organization has no "plan of action”. 


Tips for Resolving Issues


· Having a conversation with student officers (outside of the meeting)

· Encourage leaders to attend leadership retreats through The Office of Student Life (Strive, LATTE)

· Utilize conflict mediation services in Human Resources 

· Encourage students to create agendas

· Led a mini-retreat 

· Work with the  Leadership Consultants so they can create a presentation/workshop 
· Contact a staff member in the Office of Student Life to discuss the situation 

*Lorenz and Shipton, 1984
Liability and Risk Reduction 


As an advisor of a student organization, you are the university's representative regarding the organization's activities. As such, you are expected to give reasonable and sound advice to your organization about such things as programs, use of facilities and operational procedures. 
If you have reason to question an action taken by the organization, express your concern directly to the organization in writing, including the date, a suggested alternative to the questionable action, a warning, etc. You are welcome to copy the Office of Student Life on this letter/email as well (The Coordinator of Student Organizations and Involvement, sleidner@umbc.edu). It is important to remember that, in general, while we need to be concerned about liability, we can seriously damage the educational process by being paranoid about it. Just as there is no specific statement that explains faculty liability for every possible classroom incident, there is none that covers all the possible situations student organizations might encounter. If you have concerns about a situation unique to your organization or to a specific event sponsored by the organization you advise, please contact The Office of Student Life, Coordinator of Student Organizations and Involvement. Although there is no way to completely eliminate risk and legal liability associated with a program or event, there are ways to reduce risk and provide a safer environment for program participants. 
Here are a few things that your organization can do to identify and reduce risk: 


• Work with University Events (The Commons, 336) on the details of your activity.  

• Identify specific risks involved in the event. These could include physical risks (such as an event with physical activity) and liability risks (such as events involving alcohol, minors, or travel). 
•Consult with University legal counsel.
Identify options for reducing risks by including, but not limited to: 


• Hiring a third party vendor or contractor; 

• Purchasing additional liability insurance; 

• Asking participants to complete liability waivers, if necessary (See University Events)
• Providing advanced training; 

• Assuming a ‘worst case scenario’ and preparing for it in order to reduce likelihood of it occurring; 

• Utilizing waivers that outline the specific nature and risk associated with the event; 

• Canceling the event if the conditions are dangerous or the group is not prepared to assume full responsibility for the risk involved: 

• Assess the capability of the group to manage risk.
 • Identify the challenges in managing risk, as well as resources to assist in your planning.

• Develop a plan of action in reducing risk. 

• Communicate with everyone involved (officers, members, advisors, participants, facilities staff) 

*Information taken from Ball State University Downloads for Student Organizations and Advisors and Adapted from University of Wisconsin-Stevens Point Student Organization Advisor Manual 

Budgeting 
Business Services Resources


Student Organizations can come to the Student Business Services (3rd Floor Commons) to:

· Obtain their chartstring number

· Find out about the balance left in their account

· Get information about paid bills and other business transactions

· Deposit money from fundraisers

· Place orders for items needed for an event

· Get reimbursements by bringing in their original receipts

· Ask general financial questions about their organizations
SGA Budgetary Policy for Student Organizations 


SGA-Managed Accounts

Student Organization Funds- Funds that SGA allocates to SGA-recognized organizations must be used within the fiscal year they have been allocated for and shall be accounted for separate of funds received from sources other than the SGA.

Any funds received from sources other than the SGA shall be called Carryover Funds. Carryover funds may be spent at the individual organization’s discretion provided they are not used for purchasing alcoholic beverages, but must be expended according to the usual SGA procedures. Organizations must deposit revenue funds, including departmental contributions, into their carryover account according to the procedures established by the SGA Treasurer and the Business Center.

Each individual organization is responsible for ensuring that it does not overspend its accounts. No organization may spend more SGA-allocated funds than have been allocated in a given fiscal year. Any overspending of SGA-allocated funds found during the process of fiscal year-end reconciling shall be deducted from the organization’s carryover account. Whenever an organization overspends its carryover account, the student organizations would have to fundraise to cover the deficit.  Organizations that overspend can have their assets frozen or suspended at the discretion of the SGA Treasurer.

External Bank Accounts- No SGA-funded organization may have an external bank account (any account not under control of the University System of Maryland) unless required by the organization’s national charter.  The SGA and Business Center must be made aware of any such requirements. SGA funds may not be placed in external bank accounts.
Finance Board Allocations- The Finance Board shall approve allocations to student organizations from the funds within its control throughout the fiscal year.  Additionally, the Finance Board may use the funds within its control for programs beneficial to student organizations.
Student Organization Reallocations- Student organizations, including Charter Organizations may reallocate funds within their SGA budgets throughout the fiscal year. Reallocations must be approved by the chief financial or executive officer of the requesting organization, and then forwarded to the SGA Treasurer, who shall grant or deny final approval. Reallocation requests should be more readily approved, provided that the budget after reallocation stays within the guidelines set by the Finance Board. Reallocations do not need to occur if the organization is retaining money for the same event, only appending it towards a different part of that event; the SGA Treasurer shall have discretion over execution of this clause. All reallocations must comply with the Finance Board Budgetary Statues. 
Expenditure Procedures- The SGA Treasurer and the Business Center shall establish acceptable procedures for the

expenditure of funds from all SGA-managed accounts. These procedures shall apply to the SGA, charter organizations, and 
all SGA-recognized student organizations. All requests for expenditures of SGA funds must be approved before the actual

purchase takes place.

SGA-Recognized Organization Expenditures- All other SGA-recognized student organizations shall have a designated chief executive officer and chief financial officer. They shall approve expenditures made by their organization in accordance with the SGA Treasurer / Business Center procedures. All expenditures they authorize shall then be forwarded to the Business Center, which shall verify that the organization has funds for the expenditure, includes signatures consistent with SGA records of organization officers, and (if an expenditure of SGA-allocated funds) has been approved by the SGA. Any expenditure requests disputed by the Business Center should be directed to the SGA Treasurer for review.
Sales Tax- Because UMBC is a state agency, the SGA and SGA-funded organizations do not pay sales taxes, but may have to pay other states taxes. Organizations may borrow a copy of the tax-exempt certificate from the Business Center before purchasing items.
Reclamation of Funds- The SGA shall have the power to reclaim funds in any student organization’s account before they have been spent through proper legislation and/or Supreme Court action. Funds reclaimed shall be placed into the Student Organization Allocation Fund. This power shall only be applied to transferring carryover funds as directed by the Abandoned Funds section. Reasons for reclaiming funds may include, but are not limited to:
· Deliberate Falsification of any information provided affecting SGA budgetary decision-making

· Failure to maintain contract or co-sponsorship agreement obligations

· Failure to hold the event for which funds were allocated

· Failure to comply with any other orders mandated in passed House of Organizations legislation

Freezing of Funds- The SGA Treasurer shall have the power to freeze funds of SGA-funded organizations for any of the following reasons:
· Any of the reasons listed above as reason for reclaiming funds

· Violations of this SGA Budgetary Policy
· Failure to attend any budgetary training declared mandatory by the SGA Treasurer

· The organization being placed on probation, as outlined in the Student Organization Recognition Policy, with loss of funding privileges

· Irresponsible and inappropriate use of organization funds

Notification- The SGA Treasurer will keep a record of all contact made with an organization to try and rectify any suspensions of funds. Within two university days of the suspension, the SGA Treasurer shall email a formal memorandum to the organization’s president and treasurer with a copy to the offending organization’s advisor; Manager of Business Center; Director of Student Life and designees thereof; University Contract designee; SGA President, Vice President, Supreme Court Justices, Speakers of the legislative bodies, and Vice-President of Student Organizations. All memorandums will have a detailed listing of said violations, list of contacts made to the organization, and a detailed explanation of what sanctions are or will be made. The SGA can use the accumulation of violations as a reason for sanctioning an organization even if violations are separate.
Resolution- For all violations of the SGA Budgetary Policy, a contract, a co-sponsorship agreement, and/or SGA legislation, the Treasurer shall immediately initiate SGA Supreme Court action. Any other time funds are frozen, the Finance Board shall be informed to address the issue. In either case, the body may lift the suspension or reclaim funds. The SGA Treasurer may lift the suspension provided before any the Supreme Court and/or Finance Board act. Organizations are ineligible for Student Organization Allocations or reallocations, and may not access their account while their funds are frozen.
Failure to Attend Training- The SGA Treasurer shall be responsible for holding mandatory budgetary training for student organizations before each fiscal year. No organization may access funds until their chief financial officer has attended this mandatory training or an appropriate substitute, as deemed by the SGA Treasurer and SGA Advisor.
Abandoned Carryover Funds- Carryover funds of organizations that lose SGA recognition for any reason shall be maintained for a period of two years.  If the organization receives recognition again within that time period, these carry-over funds may be available to the newly recognized organization with the approval of the Finance Board. If the organization is not restarted, the carry-over funds shall be transferred to the GL account. The Business Center shall be responsible for maintaining a listing of any accounts in an abandoned state and shall furnish a listing of all accounts and affected amounts with any financial statements filed in accordance with this policy.
Contracts- Only the Vice President of Student Affairs of UMBC or a designee thereof, shall have the authority to enter

into a contract between the SGA, any charter organization(s), and/or any SGA-recognized organization(s) and any off-
campus entity. If any contracts or legal agreements are negotiated and entered into by any unauthorized person, the SGA 
will not accept legal responsibility for these contracts or agreements. In these cases, student organizations and/or 
individuals may incur personal liability. Student organizations would have to either fundraise or use carryover funds. 
Organizations need to submit a contract worksheet form and all other necessary information to a Student Life Advisor 
with their RESGAF or Event Request Form in accordance with procedures determined by the SGA Treasurer and Office of

Student Life.
Co-sponsorship

SGA-Recognized Organizations- Co-sponsorship and Co-sponsored events shall be actively encouraged and shall be given funding priority within the SGA Finance Board. A completed Student Organization Co-sponsored Event Agreement, which must stipulate the date of the event, must be filled out by each of the Student Organizations involved and forwarded to the SGA Treasurer before an event shall be an official co-sponsored event. Funds allocated to a co-sponsorship may only be reallocated to an event co-sponsored by all the same organizations. Whenever an organization withdraws from or violates the terms of a Co-Sponsored Event Agreement, the SGA Treasurer may freeze a portion of the funds allocated for the event and shall notify the Finance Board. If a co-sponsored event does not occur, the SGA Treasurer will freeze all funds allocated for the event on the day after the stipulated date of the event. The SGA Treasurer holds discretion over these cases. 

For the full budgetary policy of the Student Government Association, please contact the Student Government Association located in room 2B20 of The Commons at (410) 455-2226.



Budgetary Statutes



Purpose and Scope- The SGA funds student organizations for the purpose of promoting of students’ interests and enhancing student involvement to ensure an engaged and active student life. SGA shall only fund student organizations granted funding privileges through SGA recognition. These statutes shall govern the funding of student organizations and all other Finance Board allocations. These statutes are superseded by the SGA Constitution, Bylaws, and Budgetary Policy.
Organization Funding Guidelines- The following budgeting guidelines apply to the SGA-allocated funds of all SGA-funded organizations.  The SGA and all charter organizations shall be exempt from these guidelines.
Non-Funded Items- The SGA shall not fund any of the following for student organizations:
· Alcoholic beverages

· Sales tax – UMBC is a tax-exempt organization (see section 12.3.5, Sales Tax)

· Salaries or stipends 

· Personal expenses, to include, but not limited to phone calls, room services, porter fees

· Loans- SGA shall not approve or grant loans of any kind to any organization or individual(s)

· Airfare for trips to destinations whose distance from UMBC is less than 300 miles 

· Train-fare for trips to destinations whose distance from UMBC is less than 100 miles (excluding public transportation)

· Any on-campus event that is not expressly open to all undergraduate students of UMBC on the basis of race, sex, religion, ethnic background, physical or mental disability, age, veteran status or sexual orientation. Organizations should not discriminate based on economic stresses; however, they are allowed to charge admission to events.

· Expenditures deemed illegal by city, county, state, and/or national authorities.

· Hotels for destinations within 50 miles of campus.

· Athletic equipment and other competition-related costs for club sports.

Limited-Funded Items- The SGA shall not fund in excess of the following limits:
· University facilities costs – the actual cost of the facilities as established by the University

· University equipment costs – the actual cost of the use of the equipment as established by the University

· Rental Vehicles – no smaller than 8 person van, unless there exist extenuating circumstances.

· Privately owned automobile travel expenses – either the itemized cost of gas plus tolls, or the current State of Maryland travel reimbursement amount, figured per mile round-trip, with UMBC as the origin and return destination, whichever is less

· Guest (any individual or group who is not a student, faculty, or staff member at UMBC or its sub-contracted agencies, who a student organization asks to attend an event on campus for the purpose of providing entertainment, speech, or presentation) costs in excess of the following:

· Transportation – primary mode of transportation and any costs of on-ground transportation travel in Baltimore

· Food – as required by University rate for meals and reimbursements served during the Guest’s stay in Baltimore while attending an SGA-funded event

· Lodging – as required per University rate during the Guest’s stay in Baltimore while attending an SGA-funded event

· Limitations set by the SGA Finance Board, as noted and presented before the Finance Board, and forwarded to Business Center. These should include, but are not limited to:

· Funds for transportation (bus and airfare), lodging, and dues.

· Standards for prizes giveaways and individual property requests

· Any limits set by the University, but the SGA has the ability to set stricter standards

Positive Efforts- While considering allocations, the Finance Board shall consider the following items favorable for student organizations, giving them priority in funding decisions:
· Co-sponsorships

· Fundraising efforts and proceeds

· Donations, endowments, and funding receive from other campus sources

· Community outreach

· Organization membership and growth

· Past successful performance of the organization and the proposed event

· Positive representation of UMBC outside of the campus community.
Funding Criteria and Evaluation- The Finance Board shall consider the following when evaluating organization’s requests for funding:
· The quality and quantity of student participation in the event

· The extent to which the funding of certain items is necessary for the event/program’s success

· The extent to which the organization has made effective use of previously allocated funds

· The amount of funds the organization is contributing to the event from other sources

· Past performance of the organization and the proposed event

· Positive Efforts conducted by the organization over the course of the fiscal year

· Timeliness and presentation of the request

· Other criteria deemed appropriate by the Finance Board

Student Organization Allocations- The Student Organization Allocation Fund shall be used for funding organization events and programs, budgets of newly-recognized organizations, and programs held for the benefit of student organizations. The process for Student Organization Allocations shall be as follows:
1. Student organizations should submit all Student Organization Allocation Request forms to the SGA Treasurer.  If the total request for an event or purchase is for less than $1,000, the form must be submitted at least 15 days in advance.  If the total request is for $1,000 to $3,000, it must be submitted at least 30 days in advance.  If the total request is for more than $3,000, it must be submitted 60 days in advance.

However, in the event that an unforeseeable cost increase would imperil the success of an event for which the Finance Board already has allocated funds, the Finance Board may approve an additional allocation of funds to the event without regard to the 30- or 60-day deadlines by unanimous consent.  Under no circumstances will the Finance Board grant Student Organization Allocation funds to an event in response to any request submitted fewer than 15 days in advance.

2. The SGA Treasurer shall then forward the requests to the Finance Board Chair.

3. The Finance Board shall then review the requests and approve proper legislation.

4. Once the legislation has received final approval (by the President or a veto override), the SGA Treasurer shall be notified by the SGA President. The Treasurer will inform the student organization and the SABSC so that the organization’s records may be updated.

Budget Planning- The Finance Board should work to insure that they do not over/under-spend its Student Organization Allocation Fund. The Finance Board should create budget focus dates and targets, which shall serve only as guidelines for management of the Student Organization Allocation Fund. These dates and targets should be established at the beginning of the fall semester and should be consistently reevaluated throughout the fiscal year.
Ratifications and Amendments- This document shall be ratified and amended by a two-thirds vote of the entire membership of the Finance Board, not subject to presidential veto.
Fundraising 
Many student organizations have big plans and excellent ideas for programs or services. However, few organizations have the finances to make these plans real. It is important for student organizations to have some kind of fund raising plans and to execute those fundraisers with the utmost professionalism, accountability, and legitimacy. 

Fund raising 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 your goals, but you will also get more people interested in giving money. The key to being successful in fund raising is to be creative and to keep your goal in mind. Members of your organization will not get excited or interested in your fund raising efforts if they do not know where the money will go. In addition, members of the community will not give 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. 

Planning Your Fund Raiser 

• Set a goal. 

• Ask for suggestions from your members. What do the members want to do? 
Brainstorm for ideas. 

• Find out what has been done before. What worked? What didn’t? Why? How can you improve? 
• Check into local and state regulations. Check University policy. 
• Involve all segments of your group, not just the officers. People contribute to what they create. Get as many volunteers for your project as possible. Make sure they understand the cause and are willing to contribute their time and effort. 

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

• Know your overhead. 
• Advertise wisely. 
• 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. 
• Recognize everyone involved in the planning and implementation of the fund raising project. Reward those who achieve. Make certificates, ribbons, or other type of small rewards for everyone who volunteered for the project.
 • 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. 

• Complete a written evaluation or report.

 • Make sure you include:
• Contact names, addresses, and phone numbers 
• Time lines and important dates 
• Suggestions of things to do differently 

Corporate Sponsorship 

One of the best ways to increase fund raising efforts is to obtain corporate sponsorship for an event, either through underwriting or direct contributions from companies. Corporations will help to fund an event if it is in their marketing plan. Are their customers likely to come to this event? Will sponsorship in an event help them attract new customers and get their name seen? 

How to Ask for Corporate Funding 

Plan far in advance.  Most corporations plan their donation budgets six to twelve months in advance. Talk to a company as early as possible. Do not expect to get donations in a month. Try to target a specific company who could definitely benefit from your cause rather than sending out blanket letters to everyone. By matching your cause and the company, there are better chances for a positive answer. Learn as much about the organization you are soliciting before you actually ask for a dime. Knowledge of the company, their products and services, and their past charitable events will help see if they are the right match for you. Address your pitch letter to the person in charge. Do NOT just write “To Whom It May Concern” or “Dear Sir/ Madam.” Call and obtain the person’s appropriate name and title. Put your proposal in writing. Enlist the help of your marketing and business majors to write the proposal in marketing terms. State your cause in terms of benefits to the company. For example, a $25 ad in an ad book or a $25 poster that is going to be seen by 1,000 students at an event is inexpensive advertising for even small businesses. 
Who to Ask 
Since so many organizations are in need of the same kinds of donations and will be asking the same companies, it is a good idea to think of all the different possibilities. Your best efforts will be made with those firms and companies that primarily market their products or services to college-age students. 
Some examples are: 

• Businesses located around campus are good, but sometimes they are overused and get approached a great deal. 

• Be creative. 
• Fast food companies (ice cream, frozen yogurt, hamburgers, etc.). You may need to ask the local manager or may need to write their district office. Many local fast food chains will provide free punch and drink cups if you are having a sporting event or project to benefit a local charity. 
• Real estate companies that specialize in rentals to college students. 
• Beauty supply distributors. Beauty shops may get ten requests for free gift certificates, but the distributors that sell them their products may not get any requests. As for the distributor’s name and address, contact them directly. 
• Soft drink companies. Look for the local distributor. 
• Sportswear and clothing manufacturers. 

• Health clubs. 

• Cosmetic companies. 

What to Ask For Product

Straight-product contributions for samples to give to participants or for door prizes. Most companies have their products in trial sizes just for this purpose.

Printing: Underwriting the cost of printing posters, flyers, or t-shirts. In return, you will put their name and logo on all printer material. 
Ads for Ad Books, Calendar or Program: 

Sell ad space in a campus calendar or program that is given out at the event you are sponsoring. You may want to give companies who donate products or supplies and materials free ads. 

At an Event: Hang ads with logos on banners or posters for a fee. This is an excellent source of income at sporting events or anywhere there is a place to hang a poster during an event.

Event Planning


For a comprehensive guide to Event Planning, please visit this website: 
http://www.umbc.edu/thecommons/epcs/planningguides/studentguide.pdf
Officer Transition

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

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

The Team Effort 

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

• Past records/notebooks for their office and updating those together 

• Discussion topics should include: 

• Completed projects for the past year. 

• Upcoming/incomplete projects. 

• Challenges and setbacks. 

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

( The advisor’s role may be to: 

• Facilitate discussion and be a sounding board for ideas. 

• Organize and provide the structure of a retreat. 

• Offer suggestions on various questions. 

• Refrain from telling new officers what they should do. 
• Fill in the blanks." If an outgoing officer doesn’t know how something was done, or doesn’t have records to   

  pass on to the new officer, you can help that officer by providing the information he or she doesn’t have. 

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

One-on-One Training, 
Advisor with Officers 

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

Things to include in a new notebook: 

• Any forms the officers may need to use 

• Copies of previous meeting agendas 

• A copy of the organization’s 
constitution and bylaws 
Talk about what the officers hope to accomplish in the forthcoming year. Assess the officer’s role in the organization. What are the expectations of each position? What are the student’s expectations of the position and his/her goals? 

Information provided by Jim Mohr, Advisor for Student Organizations and Greek Life, Eastern Washington University 

Retreats 


Why should your organization have a retreat/workshop? 

Organization retreats and workshops enable student organizations to briefly get away from the distractions of school and work and to focus on the needs of the organization and the needs of the individual members of the organization. Planning for the future will enable an organization to operate more efficiently. By setting goals and planning together, members of an organization can operate more effectively as a team. 

Establish the Purpose for your Retreat 

• Team Building 

• Skills Training 

• Communications 

• Goal Setting 

• Problem Solving 

• Planning 

• Learning 

• Orientation 

• Socializing 

• Transition 

• Revitalization 

• Conflict Resolution 

Determining Who the Retreat is For 

• New Officers 

• Executive Board 

• All Organization Members 

Selecting the Best Format 

• Workshops presented by an "expert" advertising, program planning, public speaking, fund-raising, etc. 
• Experiential Exercises-team building, brainstorming, communications skills, ropes course, etc. 

• Recreational Exercises, skiing, hiking, canoeing, biking, etc. 
Selecting the Facilitators & Presenters 

• Organization Officers, Organization Members, Faculty Advisor, Other Faculty Members.

Evaluating your Retreat 

Evaluation Forms. Ask members what they thought of the experience. What would they change? What would they keep the same? Ask the presenters what they thought of the experience. What could have made it better? 

Tips for Advisors to Increase Organizational Productivity 

1. Know what the students expect of you as an Advisor. 

2. Let the group and individual members know what you expect of them. 

3. Express a sincere interest in the group and its mission. Stress the importance of each individual’s contribution to the whole. 

4. Assist the group in setting realistic, attainable goals. Ensure beginning success as much as possible, but allow the responsibility and implementation of events to lie primarily with the organization. 

5. Have the goals or objectives of the group firmly in mind. Know the purposes of the group and know what things will need to be accomplished to meet the goals. 

6. Assist the group in achieving its goals. Understand why people become involved. Learn strengths and emphasize them. Help the group learn through involvement by providing opportunities. 

7. Know and understand the students with whom you are working. Different groups require different approaches. 

8. Assist the group in determining the needs of the people the group is serving. 

9. Express a sincere interest in each member. Encourage everyone to be responsible. 

10. Assist the members in understanding the group’s dynamics and human interaction. Recognize that at times the process is more important than the content. 

11. Realize the importance of the peer group and its effect on each member’s participation or lack thereof. 

12. Communicate that each individual’s efforts are needed and appreciated. 

13. Assist the group in developing a system by which they can evaluate their progress. Balance task orientation with social needs of members. 

14. Use a reward system and recognition system for work well done. 

15. Develop a style that balances active and passive group membership. 

16. Be aware of the various roles that you will have: clarifier, consultant, counselor, educator, facilitator, friend, information source, mentor, and role model. 

17. Do not allow yourself to be placed in the position of chairperson. 

18. Be aware of institutional power structure— both formal and informal. Discuss institutional developments and policies with members. 

19. 


Provide continuity for the group from semester to semester (not mandatory but encouraged). 

20. Challenge the group to grow and develop. Encourage independent thinking and decision-making. 

21. Be creative and innovative. Keep a sense of humor!
(Adapted from M.J. Michael) Office of Student Leadership Development Programs at East Carolina University 
Ways to Recognize Students Leaders & Members

• Treat to a soda/coffee/ice-cream

• Send a birthday card 
• Recognize personal needs and problems • Be pleasant 
( Host informal socials 
• Send newsworthy information to the media 
• Recommend to prospective employer • Utilize as consultants 

• Praise them to their friends 

• Plan occasional extravaganzas 

• Send impromptu fun cards 

• Attend sports event/theater productions in which students are competing/performing in

( Give awards

( Nominate the group or one of their events for an award (Black and Gold Awards)

( Nominate a student to attend LATE (leadership retreat for positional leaders or STRIVE (leadership retreat for any student) Visit the Student Life website: www.umbc.edu/studentlife for more information.

From Schreiber, V. and Pfleghaar, E. “Supervising vs. Advising”, UMR-ACUHO, 1999 

Advisor's Self-Evaluation Checklist 

This is a useful tool to rate yourself as an advisor. And potentially give you ideas for new and different things you can do. Please answer the following questions as they relate to your role as a student organization advisor. 

Circle your answer according to the scale. 

For each statement, respond according to the following scale: 

1. I actively provide motivation and encouragement to members.  


1
2
3
4
5
2. I know the goals of the organization. 

1
2
3
4
5
3. I know the group's members. 

1
2
3
4
5
4. I attend regularly scheduled executive board meetings.  


1
2
3
4
5
5. I attend regularly scheduled organizational meetings. 

1
2
3
4
5
6. I meet regularly with the officers of the organization. 

1
2
3
4
5
7. I attend the organization's special events. 

1
2
3
4
5
8. I assist with the orientation and training of new officers.  


1
2
3
4
5
9. I help provide continuity for the organization. 

1
2
3
4
5
10. I confront the negative behavior of members. 

1
2
3
4
5
11. I understand the principles of group development. 

1
2
3
4
5
12. I understand how students grow and learn.  


1
2
3
4
5
13. I understand the principles that lead to orderly meetings.  


1
2
3
4
5
14. I have read the group's constitution and by-laws.  


1
2
3
4
5
15. I recommend and encourage without imposing my ideas and preferences.  


1
2
3
4
5
16. I monitor the organization's financial records.  


1
2
3
4
5
17. I understand the principles of good fund raising.  


1
2
3
4
5
18. I understand how the issues of diversity affect the organization.  


1
2
3
4
5
19. I attend conferences with the organization's members.  


1
2
3
4
5
20. I know the steps to follow in developing a program.  


1
2
3
4
5
21. I can identify what members have learned by participating in the organization. 

1
2
3
4
5
22. I know where to find assistance when I encounter problems I cannot solve. 

1
2
3
4
5
23. I have found ways to recognize group members for their efforts and successes.

1
2
3
4
5
Advisor/Student Evaluation and Feedback Tool 

Please take 15-20 minutes to share your thoughts on the questions and statements listed below. Your feedback is valuable to my professional development. 

Please use a scale of 5 through 1 to rate your answers, 5 being the best score. 

1. I am satisfied with the amount of time our advisor spends with our group. 

 
1
2
3
4
5
2. I am satisfied with the quality of time our advisor spends with our group. 


1
2
3
4
5
3. I am satisfied with the amount of information our advisor shares with our group 


1
2
3
4
5
4. I am satisfied with the quality of information our advisor shares with our group 


1
2
3
4
5
5. Our advisor is familiar with the goals of our group 


1
2
3
4
5
6. Our advisor advises our group in a way consistent with our goals 


1
2
3
4
5
7. Our advisor adjusts his/her advising style to meet our needs 


1
2
3
4
5
8. Our advisor is a good listener 


1
2
3
4
5
9. Our advisor understands the dynamics of our group 


1
2
3
4
5
10. Our advisor role models balance and healthy living 


1
2
3
4
5
11. Our advisor challenges me to think 


1
2
3
4
5
12. Our advisor allows me room to make and execute decisions 


1
2
3
4
5
Additional Comments: 

Resource provided by Jon Kapell, Associate Director of Campus Activities, Drexell University 
Additional Resources 

• Advising Student Groups and Organizations by Dunkel and Shuh 
• Astin, A.W. (1984). Student involvement: A developmental theory for higher education. Journal of College Student Personnel, 25, 297-308. 
• Hovland, M., Anderson, E., McGuire, W., Crockett, D., Kaufman, J., and Woodward, D. (1997) Academic Advising for Student Success and Retention. Iowa City, IO: Noel-Levitz, Inc. 
• Floerchinger, D. (1992) Enhancing the role of student organization advisors in building a positive campus community. Campus Activities Programming, 26(6), 39-46. 
• Johnson, D.W. and Johnson, F.P.(1991). Joining Together Group Theory and Group Skills. Needham Heights, MA: Allyn and Bacon. 
• Lorenz, N. and Shipton, W. (1984). A Practical Approach to Group Advising and Problem Solving. A Handbook for Student Group Advisors. Schuh, J.H. (Ed.). American College Personnel Association. 
• Greenwell, GNA. (2002). Learning the rules of the road: A beginning advisor’s journey. Campus Activities Programming, 35 (2), 56-61. 
• Vest, M.V. (2002). Years of experience are not enough: Seasoned advisors must continually adapt. Campus Activities Programming, 35(2), 62-66. 
• Dunkel, N.W. and Schuh, J.H. (1997). Advising student groups and organizations. San Francisco, CA: Jossey-Bass. 

Online Resources 
• http://ul.studentaffairs.duke.edu/soar/index.html 

• http://www.wileyeurope.com/WileyCDA/WileyTitle/productCd-0787910333.html 

• http://www.isu.edu/stdorg/lead/manual/advisor.html 

• http://www.bgsu.edu/offices/sa/getinvolved/advising.pdf 
Icebreakers and Team builders Online 
• http://www.mindtools.com/ 

• http://www.byu.edu/tma/arts-ed/home/games.htm 

• http://www.ag.ohio-state.edu/~bdg/ 

• http://www.residentassistant.com/games/teambuilders.htm 

• http://www.residentassistant.com/games/namegames.htm 

• http://www.residentassistant.com/games/icebreakers.htm 

• http://adulted.about.com/od/icebreakers/ 
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For each statement, respond according to the following scale: 


Essential for the advisor


Helpful for the advisor to do


Nice, but they don’t have to


Would prefer not to


Absolutely not an advisor’s role








Student Organization Advisor Agreement








The members of organization request name to serve as Advisor of the organization for a period not to exceed how long beginning with semester. 






Duties, responsibilities, and expectations of the position are as follows: 






List responsibilities and expectations of the Advisor and organization





Duties and responsibilities may be reconsidered at the request of the Advisor, president, or majority vote of the membership in a regular meeting. 






Presidents/Chairperson’s: 



Signature______________________ Date: ________________ 






I have met with the president of the above-named organization and discussed the duties and responsibilities of Advisor as listed above. I agree to serve as Advisor and will fulfill these duties and responsibilities to the best of my abilities. 






Advisor: 



Signature______________________ Date: ________________ 






This contract is effective for period and may be renewed each year thereafter upon the agreement of both parties. 









DON’Ts





• Know it all. 


• Be the leader or “run” the meeting. 


• Say I told you so. 


• Impose your own bias. 


• Manipulate the group, impose, or force your opinions. • Close communications. 


• Tell the group what to do, or do the work of the president or other members of the executive board.


 • Take everything so seriously. 


• Take ownership for the group, be the “parent,” or the smothering administrator. 


• Miss group meetings or functions. 


• Be afraid to let the group try new ideas. 


• Become such an advocate that you lose an objective viewpoint. 


• Allow the organization to become a one-person organization.


 • Be laissez-faire or autocratic. 


• Assume the group handles everything okay and doesn’t need you.


 • Assume the organization’s attitudes, needs and personalities will remain the same year to year. 














DO’s


• Be visible and choose to attend group meetings and events. At the same time, know your limits. Establish an attendance schedule at organization meetings, which is mutually agreed upon by the advisor and the student organization. 





• Know your group’s limits. Help students find a balance between activities and their academic responsibilities. 


• Keep your sense of humor and enthusiasm. Share creative suggestions and provide feedback for activities planned by students. 


• Serve as a resource person. The advisor does not set the policy of the group, but should take an active part in its formulation through interaction with the members of the group. Since members and officers in any organization are ordinarily active only as long as they are students, the advisor can serve as a continuity factor for the group. 


• Be consistent with your actions. Model good communication skills and listening skills. Develop good rapport. 


• Head off situations that might give rise to poor public relations for the student group or University. 


• Introduce new program ideas with educational flavor; point out new perspectives and directions to the group; and supply the knowledge and the insight of experience. 


• Carefully review monthly financial reports from the organization treasurer or business manager. Familiarize yourself with the group’s financial structure, from where the treasury is derived (dues, fundraising), for what the money is used, how money is allocated, and how the money is budgeted; assist in budget development and execution. 


• Learn the strengths and weaknesses of the group. Offer support when necessary; but also allow people to make their own mistakes and learn from them. 


• Be available in emergency situations. 


• Encourage feedback and the evaluation process. 


• Plan and encourage attendance at leadership training. 


• Provide support. Give the group autonomy but offer feedback, even when it is not solicited. Let the group work out its problems, but be prepared to step in when called upon to assist.


 • Assist officers with procedural matters. Be knowledgeable of the organization’s purpose and constitution and help the general membership adhere to them. 


• Be knowledgeable about, and comply with federal, state and local laws and ordinances, as well as campus policies. Inform the group of pertinent policies. 








Final Thoughts…





Once again, this list is not meant to be totally inclusive or applicable to every organization, but it may serve as a guideline when determining the role that you will play. It is also important to bear in mind that the job of Advisor is not always an easy one. At times you may have to make a difficult decision or take an action which is not popular with the organization. It is important to realize that your first responsibility is to the health and well being of the students and to uphold campus and community policies and regulations. It may be necessary on occasion to use your authority to ensure that you meet these responsibilities.


---------------------------------------------------------------------------------------------





Some information provided by Jim Mohr, Advisor for Student Organizations and Greek Life, Eastern Washington University; Office of Student Leadership Development Programs at East Carolina University; and Jon Kapell, Associate Director of Campus Activities, Drexell University; and adapted from the Wesley College Student Organizational Manual and Boland, Paul A., Student group advising in higher education, ACPA Student Personnel Series No.8; Schreiber, V. and Pfleghaar, E.“Supervising vs. Advising”, UMR-ACUHO, 1999; and Adapted from Leader Bits, University of Kansas. 








Inner-organization Problems 


• Disagreement between an organization and other student organizations. 


• Disagreement with institutional policies and procedures. 





Advisor Problems 


• Organization members avoid the advisor. 


• Organization members do not pay attention to advisor’s advice.


• The advisor is overwhelmed by their responsibility 


• The advisor assumes a leadership function.  





 








Contact information:


Student Affairs Business Services


1000 Hilltop Circle


Baltimore, MD 21250


Commons 334


Phone: 410-455-1129


Fax: 410-455-8930








For each statement, respond according to the following scale:





1. Essential for the advisor 





2. Helpful for the advisor to do 





3. Nice, but they don’t have to 





4. Would prefer not to do 





5. Absolutely not an advisor’s role 
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