RESOURCES AND INFORMATION

The tasks of student leaders and advisors vary greatly.  There are, however, some basic information and resources that affect any one involved with a student organization.  The following pages represent a brief overview of icebreakers, team builders, university resources and responsibilities of group members and advisors. For more information about any of these topics, please contact the Student Involvement & Employment Office at Ext. 4700.
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THESE ARE A FEW OF MY FAVORITE THINGS…

(Some Sample Ice Breakers)

Please answer the following questions about yourself on a piece of paper:

1. What color best describes you?

2. What animal do you identify with?

3. What song can best describe your life style?

4. What car would describe your personality?

5. What television or comic strip character do you identify with most closely?

Fold up your answers and hand them to____________.  Now ____________ will read the answers and you try to guess who they describe.

TOOTHPICK PASS

Pass a lifesaver from person to person with a toothpick between your teeth.  Don’t use your hands!  Can be done in equal number member teams as a relay.

BALLOON BURST

Tape balloons to your hips and the last person remaining with an un-burst balloon receives some sort of recognition.  Do not use hands or feet to burst balloons!

REVERSE THE TOPIC

Write name and (floor, hometown, school, or some other describing information) on a sheet of paper and then ask about some topic, i.e.- name something which disgusts you and why, then change the topic of each answer to sex.

PASS THE ORANGE, APPLE, GRAPEFRUIT

Hold object between the neck and chest and each person must relay the object to another person’s neck and chest without using hands.

THE SHOE

Everyone places their shoes in the middle of the circled group and then everyone picks a pair of shoes and describes the person who owns them because of observations of the shoes.

THE NAME GAME

Go around the circle with each person stating their name and some bit of information or motion and repeating this for each person preceding you.  Some examples- name and favorite animal which starts with the same letter as that in their first name or name and a signal with motions which correspond to the syllables in your name.
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NATURE’S SECRETS

During the last five- (5) minutes, get away from everyone else and find two objects that you feel would describe you.  The first one should describe you at the present and the second one should describe how you would like to be in the future.  Return to the group, and explain what objects you chose and your reasons for making those choices.

EVERYTHING YOU NEVER WANTED TO TELL OR LETTING THE CAT OUT OF THE BAG

Choose someone from the group that you don’t know well.  With your partner go to a quiet spot (nearby) and interview each other for 15 minutes.  Ask questions of each other about silly things, or favorite things, or most embarrassing moments.  Nothing serious, please!  Report back to the group those secrets and stories you have now uncovered.

AROUND- THE- CIRCLE (Get Acquainted Exercise)

The group forms a circle.  Each member says his/ her name (first and last).  Group members then take turns repeating the names of every other person in the circle.  After every person has repeated all of the names, each person says the name of his/ her residence hall.  Again, each member repeats the name and hall of all the others in the circle.  Add, in the same manner major, hobby, and interest.  At the end of the exercise, each person in the group has gone around the circle repeating the name, hall, major, and hobby of each of the other group members.

HUMAN KNOTS

Split up or form groups of people (number per group depends on total people, i.e. – 10 people = 2 groups, 20 people = 3 or 4 groups, minimum of 5 per group).  Form a circle of group members facing toward center.  Each grabs someone else’s hand, but only one hand of the same person.  The object of this is to untie yourselves without dropping hands.

OBSERVATION CHECK

Choose a partner whom you do not know from the group.  Find a spot quickly and sit down back to back.  Now I’m going to ask you a few questions to see how observant you were of the partner you chose.

1. What color are his/ her eyes?

2. How tall is he/ she?

3. What size shoe does he/ she wear?

4. What’s his/ hers favorite TV show?

5. What’s his/ her favorite hobby?

6. What’s one word that would describe him/ her?

Turn around and face each other to exchange answers you wrote down.  How close were you?  What impressions did you have that caused you to answer as you did?
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UNIVERSITY RESOURCES

Accounting (Basement, Main Building, Ext. 2052


--Opening an SFO Account & Budget Summary Information


--Payment to Vendors


--For information about residence hall accounts, contact Sue Malnory in Delzell.

Campus Activities & Recreation (Lower Level, University Center, 

Ext. 4343)

Programming/Event Support Services


--Technical and Programmatic Assistance in Planning Events


--Agents, Agencies and Other Programming Resources


--Programming Resources and Ideas


--Usher Services

Legal and Procedural Information

--Contracting Entertainment and Films


--Trip/Travel Development, Procedures and Contracting     


--Policies and Procedures Related to Programming


--Copyright Laws


Recreation

--Aerobics


--Basement Brewhaus


--Cardio Center


--Intramurals


--Outdoor EdVentures


Awards and Recognition Information


--University Leadership and Mentor Award


--Who’s Who Among Students in American Universities and Colleges Award


Student Organizational Services


--Recreational Advisory Council


--Campus Master Calendar Information


--Student Message of the Day (via e-mail)


Other Services

--Trophies and Awards Information


--Events Publicized in the Campus Calendar, Local Newspapers and Radio Stations

Centers Reservations (Second Level, University Center, Ext. 4421)

--Reservations for space in University Centers (RESERVATIONS MUST BE

  COMPLETED 48 HOURS IN ADVANCE.)


--University Center Booth Reservations- It is important for a group to remember to 

   take down any materials used at their booth on the last day of their reservation.  If a 

   group fails to do this, someone else must go and take them down before 8:00AM so

   the booth will be ready and available for the next group using the booth.

Copying Services


--Printing and Design (Lower Level, Science Building)


--Student Involvement Complex Resource Room (Lower Level of the University Center)


--Information Center (First Level, University Center)
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Food Service (Third Level, University Center, Ext. 3434)


--Catering food/ beverages for your events and/or meetings.

Policy and Advisory Committee for Student Organizations (PACSO- Lower Level, University Center)


--PACSO is a sub-committee of the Student Government Association that assists student


  organizational development and training.  The Student Life Issues Director of Student


  Government chairs this committee.  If your organization has concerns or questions,


  PACSO can assist you.

Program Services (Second Level, University Center, Ext. 4203)


--Technical Requirements- If you have technical needs for an event, contact Program


  Services.

Purchasing (Basement, Main Building, Ext. 2721)

--Authorizes the purchasing of items off- campus through the use of a Purchase

  Requisition.  The Purchase Requisition must be accompanied by an additional bid

  quotation if the purchase is over $500.

Raffle License (001 Main Building, Ext. 3968)


--If you need to obtain a raffle license for your organization, this is the place to go.

Student Involvement & Employment Office (Lower Level, University Center,

Ext. 4700 or 2174)


Financial Services

--Account Number Information (State and SFO Accounts)


--Fund-Raising Ideas


--Forms:  Information on Purchase Requisitions, Payment Orders, Food Justification


  Forms, etc.


--Sales and Solicitation Authorization


Programming/Event Support Services


--Programming Ideas


--Technical and Programmatic Assistance in Planning Events


--Community Programs and Projects


Leadership Training Services and Development

--Leadership and Training Programs


--Leadership Training and Development Library


--Leadership Information- Leadership Workshops


--Workshop Planning and Facilitation


Legal and Procedural Information


--Organizational Recognition and Review


--Taxation/Events; Liability


--Posting Policies


Publicity Services

--Copying Services


--Poster and Sign Approval


--U.C. Table Tents
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Student Organizational Services


--Student Organization Directory (Officers, Advisors, etc.)


--Student Organization Constitutions and Review


--Mail Services/Mail Boxes


--Office/File Space


--Office Keys for the Student Involvement Complex


--FAX Services


--“Guidepoint” for Organization Leaders and Advisors


--Student Organization Advisor’s Manual


--Student Organization Treasurer’s Manual


--Local and Long Distance Phone Calls


--Student Organization Resource Room (organization copier, banner paper, “Texas”


  markers for signs, MacIntosh computers for graphic design, printer, scanner, clip art, 


  etc.)


Student Employment Services


--Millenium Job Search


--Job Lists


--Student Employee Grievance Mediation


--Work-Study Referrals


--Job Fairs


--America Reads Program


--Employee and Employer of the Year Awards


Other Services

--Button Maker Reservations


--Popcorn Maker Reservations

Transportation (101 George Stein Building, Ext. 2884)


--Student/Volunteer Driver Authorization Forms must be completed by each driver using 

  a university vehicle for insurance purposes and Trip Authorization Forms must be

  completed prior to any trip/event where a university vehicle is used.  Forms are 

  available at Transportation Office.
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RESPONSIBILITIES OF GROUP MEMBERS TO THEIR ADVISOR

Taken From… ”On Being An Advisor”

By Marilyn Kritzman, Western Michigan University

A. An advisor should be recognized as an integral part of the group; he/ she is not a member.  Therefore, additional courtesies and considerations should be extended to him/ her.  An advisor should be welcomed at all meetings and social events, and thanked for coming at the close of the event.

B. Group and executive board meetings should be planned at a time when the advisor is able to attend.  

1. Be sure to relay the date, time, and place for each meeting.

2. Have an advisor report as a regular part of the meeting.

3. Send the advisor a copy of all minutes.

4. Check with the advisor before scheduling a special meeting

5. The president of the group should meet regularly with the advisor to discuss organizational matters and to relay and update information.

C. The group should inform their advisor of all organizational activities and extend an invitation for him/her to attend.

D. An organization should ask their advisor for his/her opinion and advice when problems come up within the organization.  Make use of his/her background and experience within the organization and the university.  Do not go “over his/her head” or by-pass him/her in working out problems and plans.  Always talk over plans with him/her first. 

E. Organizational officers must keep their advisor fully informed of the programs and activities of the organization, and the progress being made in carrying out plans.

F. An organization should take into consideration that their advisor has other responsibilities (i.e., family, home, job) and he/she cannot always give the organization his/her undivided attention.

G. Group members should work on good communication between themselves, the organization and their advisor.  Let him/her know when he/she is appreciated and has done something positive for your group.  The group should be prepared to let their advisor know how he/she may improve in order to advise you better.

H. Show appreciation for your advisor’s services by thank you notes, appropriate comments at meetings and other occasions, and by personal thanks.  Remember that advisors have birthdays and celebrate holidays.  Let your advisor know that he/she is appreciated.
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GROUP ADVISOR FUNCTIONS RANKING FORM

Listed below are several statements describing possible functions or responsibilities of a student organization advisor.  The task of your group is to rank these statements in order of importance.  To do this, place a “1” in front of the statement that is the most important function of a group advisor, place a “2” in front of the next most important function, etc.  You must work on this task as a group.  Then ask your advisor to do the same exercise.  Share the results and have an open discussion on what you want/ need from your advisor.

____  Serve as a consultant on programs and as a general resource person.

____  Provide opportunities for group members to learn new skills.

____  Introduce new program possibilities and stimulate thinking on new ideas.

____  Identify and develop organization leadership.

____  Maintain the existence of the student organization and keep it out of legal and other     

          difficulties.

____  Provide continuity for the group over time.

____  Help develop long- term plans.

____  Interpret and follow policies as a representative of the institution.

____  Support students individually for their efforts.

____  Work with and through the officers on any concerns related to the group.

____  Serve as a spokesperson for the group to the larger community.

____  Authorize expenditures and protect the financial integrity of the organization.

____  Oversee the activities of the organization in order to insure successes and protect the 

          group from failures.    
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MAY-SEPTEMBER TASK PLANNING

FOR STUDENT ORGANIZATIONS

	MAY
	SUMMER
	SEPTEMBER

	Transition sessions with last year/next year

officers (see “Transitions” packet for process ideas.)

New officers meet with advisor to confirm continued interest, and to discuss expectations of each other.  Also, thank advisors for their support this past year and provide appropriate feedback.

Constitutions are to be reviewed and/or renewed every three years minimally.  Two copies of changes should be dated and sent to the Student Involvement and Employment Office.

Make sure members/officers are invited to the University Leadership Awards Program.

Outgoing officers remember to return all keys, equipment, or other items checked out this year.

Sign your organization up for a booth at the Involvement Fair. Registration forms are due in the Student Involvement and Employment Office before the end of the semester.
Get names and summer addresses of key members of the organization so you can communicate before fall.


	Correspond with significant members some time during the summer to keep them interested and to generate enthusiasm.  You might want to invite them to an early return social of some kind to kick things off.

Residence hall leadership should check signals on who/what/when/

where of the Fall Residential Living trainings.

Read and think through the information in your “Transitions” packet.

REST!!


	First, see that your organization is recognized by the university officially.  Do this by attending one of the mandatory rerecognition programs or stop in the Student Involvement and Employment Office before that time to get proper forms in beginning the rerecognition process.

Create some kind of welcome back get-together to reform the group.

Discuss membership development strategies.  Talk to your advisor or other faculty about promoting the purpose of your organization.

Do a special event, intramural activity or project as a “get to know you” team builder.  Contact the Campus Activities and Recreation Office at Ext. 4343. 

Meet with your advisor to discuss expectations, goals/purposes of the organization and how to get started.

See that the Treasurer gets information about the Student Government Assoc. Budget Workshop in late September (call SGA for more information).  For annually funded organizations, revision forms are available when school begins.

Lastly, remember to use the Student Involvement and Employment Office in any way you feel will help your organization AND HAVE A GREAT BEGINNING!
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