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Campus Activities and Orientation

AUGSBURG C(

Basic Information e

Mission Statement

Campus Activities and Orientation (CAO) strives to create innovative programming that
fosters individual and community development and an environment where students can
connect, engageand invest in the Augsburg community.

Philosophy

CAO recognizes the benefits associated with the firgear experience and student
engagement outside of the classroom. We work to enhance and supplement the liberal arts
instruction at Augsburg College though quality transitional programs for new students as
well as through leadership education.

Location
#1/ EO 11T AAOGAA ET OEA 1 O6CCEA8O0 . AOO

O
m
T>

Contact Information

Campus Box 75

Phone: 612330-1418

Fax: 612330-1350

Email: cao@augsburg.edu
Website: www.augsburg.edu/cao

Joanne K. Reeck
Director
Email: reeck@augsburg.edu

Michael Grewe

Assistant Director

Coordinator of Lesbian, Gay, Bisexual, Transgender, Questioning, Intersex and Asexual
(LGBTQIA)Services

Email: grewe@augsburg.eu
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Student Group Information

AUGSBURG COLLEGE

2009¢2010 Schedule and Deadlines T

Please note that the dates, times, and locationstbe following are subject to change.

Sept9

Septll
Septl6

Septl7

Sept 21
Sept22
Sept23
Sept30
Oct3

Oct 14
Oct27
Nov 11
Dec3
Dec 11
Dec13
Dec17
Jan 8
Janll
Jan 25
Jan28
Jan 28
Feb 1
Feb 5
Feb 10
Mid-Feb

Day Fall Semester Classes Begin

200972010 StudentGroup Registration Re@ens(Day and WEL

200972010 Office and WorkstationSignup Reopensif any vacancies(Day and WEL

2009z¢c tpmt ! OCCEA8O . AOO jfanAvadariesgiagandBEL2 AT DAT O j
WEC Fall Trimester Classes Begin

Student Group Welcome Back 4:0075:30pm , Marshall Room

Meeting

Student Group Welcome Back 4:0025:30pm & 7:00z8:30pm , Marshall Room
Meetings

DEADLINE:Reqgistration for Fall 2009 Student Involvement Fai{Day and WEYL

Student Group Workshop Series 4:0076:00pm, OGC 100

Fall 2009 Student Involvement Fair 3:00z7:30pm, Christensen Lobby
DEADLINE:Registration for 2009 HomecomingCarnival inthe Park(Day and WEYL

2009 Homecoming Carnival 11:00am z1:00pm, Murphy Square
in the Park

Student Group Workshop Series 5:0027:00pm, OGC 100

Student Group Workshop Series 6:0028:00pm, OGC 100

Student Group Workshop Series 4:0076:00pm, OGC 100

Student Group Workshop Series 5:0077:00pm, OGC 100

Day Fall Semester Classes End

WEC Fall Trimester Classes End

Day Fall Semester Finals End

WEC Winter Trimester Classes Begin

Day Spring Semester Classes Begin

DEADLINE:Registration for Spring 2010 Student Involvement Fair(Day and WEL
Spring 2010 Student Involvement Fair  2:00z7:00pm , Christensen Lobby

Student Group Workshop Series 6:00z8:00pm, OGC 100

DEADLINE Final day to submit petition to be cmmmissioned for 20102011 (Day ONLY
DEADLINE2009z2010 Student GroupRegistration ClosegDay and WEL

Student Group Workshop Series 4:00z6:00pm, OGC 100
*Commissioning Hearings TBD
(Day ONLY

* Times and bcations will be announced closer to the actual date.
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Student Group Information

AUGSBURG COLLEGE

2009¢2010 Schedule and Deadlines T
Feb23 201072011 Student Group 4:0074:30pm & 4:3075:00pm, Minneapolis
Re-Registration Info Meeting s Room
(Day and WEQ
Feb24 201072011 Student Group 4:00z4:30pm & 4:30 z5:00pm, Minneapolis
Re-Registration Info Meetings Room
(Day and WEQ
Feb 27 Student Leadership Conference 1:00z5:00pm, OGC
Mar 1 *DEADLINE1 ast day to submitGrant Applicationsto AugsburgDay StudentGovernment
(Dayand WEQ
Early-Mar *Student Groups who applied will be notifiedby AugsburgDay Student Governmentf they
have been approved to be Commissioned for 20%2011 (Day ONLY
Mar 4 Student Group Workshop Series 5:00z7:00pm, OGC 113
Mar 24 Student Group Workshop Series 6:00z8:00pm, OGC 113
Mar 28 WEC Winter TrimesteClasse&nd
Apr 9 WEC Spring Trimester Classes Begin
DEADLINE2010z2011 Student GroupReRegistration Applications due to CA@Day ONLY
DEADLINE2010z2011 Office & WorkstationApplications due to CAGDay and WE¢
DEADLINE2010z¢ mpp ! OCCEAGO . AOO , 1 AaandvEERl EAAQOET 1 O
Apr 12 Student Leadership Awards 4:0075:30pm, East Commons
Apr 13 Student Group Workshop Series 4:00z6:00pm, OGC 100
Apr 23 Day Spring Semester Classes End
Apr 29 Day Spring Semester Finals End
300AAT O ' O1I 6PO 1 OO0 A1l AAO 1 060 1| ALFEADN®NRIRT OEOOAD
leaseson theseare not renewed for 201072011
May 3 2010-cmtpp |1 AAOA AACET O &£ O | £ZEAAOGE x1 OEOOAOGEIT 1 Oh
May 21 DEADLINE2010z2011 Student GroupRe-Registration Applications due to CAOWEC ONLY
DEADLINE1 ast day to submit Grant Applications to WEC Student Senafeay and WEL
June 27 WEC Spring Trimester Classes End

* Times and locations will be announced closer to the actual date.

** This deadlineis tentative and may be changed dependinon the official ending of Augsburg Day Student
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Student Group Information

Student Groups on Campus

Types of Student Groups

There are three types of student groups: student clubs, chartered student
organizations , andcommissioned student organizations

Student clubs can be organized by a minimum of four currentlyenrolled Augsburg
College students. This type of student grouf not recognized by the Augsburg Day
Student Government or the Weekend and Evening ColedWEC) Student Senate, and
therefore cannot apply fa grants or budgets from either government.

Chartered student organizations can be organizedby a minimum of four currently-
enrolled Augsburg College students and an advisor who is &ugsburg staff or faculty
member. This type of student group isrecognized by the Agsburg Day Student
Government and the WEC Student Senate, and can apply for grants from either
government.

Commissioned student organizations can be organized by aminimum of four
currently -enrolled Augsburg College students and an advisor who i a&Augsburgstaff
or faculty member. This type of student group isrecognized by and receive an annual
budget from the Augsburg Day Student Government, and can apply for grants from
either the Augsburg Day Student @ernment or the WEC Student Senate.

Requirements of Student Groups
Student clubs are required to do the following:
1 Sendat least two membersto the Welcone Back Meetings in September 2009;
1 Abide by the Augsburg College Nebiscrimination Statement; and
1 Follow all college policies, procedures, and rules as outlined in the CAO Student

Groups Manual and Augsburg College Student Guide;
Chartered student organiz ations are required to do the following:

1 Send at least two members to the Welcome Back Meetings in September 2009;

1 Send at least one representative to one Student Group Workshop Series session per
semester;

2009 ¢ 2010 Student Groups Manual 5|Page /}UGSBURG
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Student Group Information

AUGSBURG C(

Student Groups on Campus i

1 Send at least one representative to the Studehteadership Conferencein February
2010;

1 Keep finances in order, pay all outstanding bills, and be in communication with the
Augsburg Day Student Government or WEC Student Senate regarding expenditures
based on granted financial requests;

1 Abide by the Augshirg College NorDiscrimination Statement;

1 Follow all college policies, procedures, and rules as outlined in the CAO Student
Groups Manual and Augsburg College Student Guide.

Commissioned student organizations are required to do the following:

1 Send at leastwo members to the Welcome Back Meetings in September 2009;

1 Send at least one representative to two Student Group Workshop Series sessions
per semester;

1 Send at least two representatives to the Student Leadership Conference in February
2010;

1 Keepfinances in order, pay all outstanding bills, and be in communication with the
Augsburg Day Student Government or WEC Student Senate regarding expenditures
based on granted financial requests;

1 Abide by the Augsburg College Nebiscrimination Statement;

1 Follow all college policies, procedures, and rules as outlined in the CAO Student
Groups Manual and Augsburg College Student Guide.

If at any point during the year you are concerned that your student group will not meetny
of these requirements, please contact CA&% soon as possible.

Any student group that fails to adhere to these requirements will be placed on
Student Group Probation.

2009 ¢ 2010 Student Groups Manual 6|Page /}UGSBURG
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Student Group Information

AUGSBURG C(

Student Group Probation i

Failure to meet the requirementsfor student groupslisted on pages 526 will result in your
student group being placed on StudenGroup Probation for a period of time The length of
the probation will depend on the circumstancef the infraction and will be determined by
CAQ During this time, your student group will not be able to:

1. Access any funds in your Augsburg College finaataccounts.

2. Receive any funding from Augsburg Day Student Government or WEC Student
Senatejncluding both the Surplusand the Grant Request Process.

3. Access any services provided by CAO.

4. Reregister as astudent group for the next academic year.

5. Apply for a workstation/ office, AT | OCCE A8 Qor tedhidlogy kervibdsdr O
the next academic year.

Student groups place onprobation will be required to meet inperson with the CAO
Assistant Director to discuss any further action that needs to be takerkailure to remove

your student group from probation  will result in not being able to re-register as a
student group for the following academic year.

2009 ¢ 2010 Student Groups Manual 7|Page /FIGSBURG
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Student Group Information

AUGSBURG COLLEGE

Provided Services e i

Advertising Services
Available toStudent Clubsand Student Organizations
CAO offersall student groups assistance with advertising and marketing throughour CAO

Online Events Calendar and Skyway Painting . Student organizations may also utilize our
Poster Design services. For more information on these services, pleasseepages 26729.

Advising
Available toSudent Clubs and Student Organizations

CAO staff areavailable to advise studentgroup leaders on many topics including but not

limited to meeting facilitation, member recruitment, program planning, event advertising,

etc. Feelfree to schedule an appoinnent with the CAO Assistant Director anytime by
emailing grewe@augsburg.edwr calling 612-330-1499.

Auggie Room
Available toStudent Clubsand Student Organizations

Student groups have access to thmaterials andsupplies located in the Auggie Roorwhich
include but are not limited to balloons, poster paper, markers, etc Student groups may
alsoutilize this space to make posters, laminate puizations, and work on other projects

Any student group that utilizes the Auggie Room is responsible for cleanirthe room after
the completion of their projects. Any abuse of the Auggie Room and/or misuse of the
Auggie Room materialsand supplieswill result in denial of Auggie Room privileges for
your student group.

This space is available during regular CAO hmi 8:30am z 4:30pm, Monday through
Friday, provided there is a CAO staff member available to unlock the roon®nly CAO staff
are authorized to unlock this room for student groups.

Mailboxes

Available toStudent Organizations

Student organizationsmay ANOA OO Oi EAOA OEAEO 1 x1 1 AEI AT @
wish to receive mail through Campus Box 75. If your student organization is interested,

please contact the CAO Assistant Director gtewe@augsburg.edwr 612-330-1499.
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Student Group Information (

Provided Services

Popcorn Machine
Available to Student Clubsand Student Organizations

Student groups may reserve the popcorn machine from CAO. If your student group utilizes
the popcorn machine, you must usehe popcorn provided by CAO; you will be charged
$3.00 per bag (each bagerves approximately 812 people). Popcorn is norrefundable.
Commissioned student organizations may pay by charging bags to their student
organization fund number; chartered student organizations and student clubs must pay
with cash or check (made out to Augsburg Cele).

To reserve the popcorn machine, fill out &2opcorn Machine Reservation Form (located
ET OEA ! OCCEAGO .whwdugshurgikdulcd) an® tarA it intdAACAA 6raff
member. The popcorn machine may only be used by individuals associatedttwithe
student group denoted on the reservation form. Special arrangements must be made for
weekend usage.

After usage, the machine must be properly cleaned with the cleaner prioed before
returning it to CAO. Also, the machine must breturned within 24 hours of checking it out.
Special arrangements must be made for weekend returns.

Storage
Available toStudent Organizations
3O00AAT O 1T OCAT EUAGETT O EAOA OEA T1TPHPOEITT 1T &£ OAI

duration of the academic year. Becaudhere are more student organizations than there

are lockers available, student organizations must fill oua Student Organization Locker

Request Foorm (I T AAOAA ET OEA | OCCE Avv®.augsBu@@du/dad. A 1 1
Lockers are given out on a firstome, first-served basis. Student organizations that receive

a locker will obtain a combination for their lock. If this lock is lost, or if the locker becomes
damaged in any way, please inform CAO staff immediately.

Student Group Workshop Series
Available to Student Clubs and Student Organizations

This series will offer ten workshops throughout the academic yeao student group leaders
and members. Each session will cover different topics relating to strengthening the
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Student Group Information

AUGSBURG COLLEGE

Provided Services i inin

awareness, leadership, managemenand organizational skills of studentgroups around a
myriad of different topics: program planning, recruitment, membership retention, budgets,
goal setting, effective marketing and advertising, facilitation, being inclusive and
welcoming, time managementand much more.

The dates, times, and locations of each of these workshops are listedpages %4.

Commissioned student organizations are required to send at least one representative to
no less than two workshops per semester.Chartered Day student org anizations are
required to send at least one representative to no less than one workshop per semester.
Chartered WEC student organizations are required to send at least one representative to
no less than two workshops throughout the academic year.

Student Involvement Fairs
Available toStudent Clubs and Student Organizations

Student groups have the opportunity to table at the Student Involvement Fairs that occur in
September and January.Participating in the fairs allows your student group to get the
word out about your mission, recruit new membership, and publicize about upcoming
programming and events.

Student Leadership Conference
Available toStudent Clubsand Student Organizations

The Student Leadership Conference, happening @aturday, February 272010, will be an
opportunity for student group leaders, membersand any other interested tolearn about
leadership topics centered on the conference theme The conference willalso allow for
participants to network with fellow students, hear from numerows presenters and
keynotes,and take new ideas back to their respective student groups.

Technology Services

Available toStudent Organizations

Yyl T OAAO O1 AT EATAA OEA Aii i OTEAAOCEIT O AOAEI A
and members, CAO and Infmation Technology offer a variety of technology services.

These services may include a telephone, an AugNet email account, an AugNet folder, a
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Student Group Information

AUGSBURG COLLEGE

Provided Services ot

Moodle site, and web space under theweb.augsburg.eduweb domain.  Student
organizations must demonstrate theyare eligible for these services by filling out a
Technology Services Request Form (I | AAOAA ET OEA 1 OCCEA8O . A
www.augsburg.edu/cag.

Work Areas

Available toStudent Organizations

There are several workstations and three offices availaBl ET OEA | OCCEAGO . A
organizations to reserve for an entire academic year. Because there are more student
organizations than there are workstations and offices, all student organizations must apply

for these work areas and demonstrate need

If a student organization receives a workstation or an office, they are responsible for

keeping regular office hours throughout the entire academic yearWorkstations must be

staffed a minimum of 10 hours per week during the academic year; offices, a rmmum of

¢cn ET 000 PAO xAAES I OOAEAET ¢ OAEAAOI A A C
office must be provided to the CAO Assistant Director by the end of thi@rd full week of

each term.

Student organizations will ke issued keys for their officedoors or workstation drawers;
students are responsible for reporting any lost keys to CAO professional staff immediately.

Student organizations may not lease or rent their work areas for monetary gain under any
circumstances. Those that abuse, vandate, or fail to properly utilize their work areas will
lose their space for the remainder of the academic year.

To apply for an open workstation or office, fill out aworkstation & Office Application
(locatedET OEA | OCCEA8 O wialgshird.elu/ckd. OEA xAA AO
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Student Group Information

Re-Registration Process

AUGSBURG C(

Student groups have the option of regegistering for the 201072011 academic year. To do
S0, your student group:

1.
2.

Must be in good standing (i.e. not currently ostudent GroupProbation);

Attend a 201072011 Student Group ReRegistration Info Meeting on Wednesday,
February 24 or Thursday, February 252010, and

Submit a Student Group R&egistration Packet no later than Friday, April 92010
(if Day student group) or Friday, May 21 2010(if WEC student group).

Commissioning Your Student Organization

Qualifications

Qualifying student organizations have the option of applying to become commissioned for
the 201072011 academic year. To apply, your student organization must either

1. Already be acommissionedstudent organization.

OR

2. Have all of thefollowing be true for your student organization:

a. Have been chartered for five consecutive years;

b. (AOA AAOAA ET AAAT OAAT AA xEOE ! OGCOAODOC
c. Have a board of student leaders;
d

. Have had regular meetings with consistent attendance for five consetive
years;

Have shown growth and/or development for five consecutive yeargnd

¢

Have hosted at least one ogampus event open to the Augsburg community
each fall and spring semester for five consecutive years.

Process
If your student organization is interested in applying to become a commissioned student
organization for 2010z 2011, your student organization must:

1. Email both the CAO Assistant Director (grewe@augsburg.edu) and the

Augsburg Day Student Government (stugov@augsburg.edu) no later than
Monday, February 1, 2010 stating your intent to apply.  Student organizations
that are commissioned at this time only need to send this email noticeStudent
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Student Group Information

AUGSBURG COLLEGE

Re-Registration Process ——

organizations that are not commissionedat that time must also turn in the following
information to Augsburg Day Student Government
a! Al PU T &£ Ul 60 OOOAAT O 1T OCAT EUAOGEI T80 A
A copy of your minutes from each meeting from the current academic year;
Specific goals for each month of the upcoming year;
Proposed budget for the upcoming year,
List of canpleted and upcomingeventsfor the current academic year;
List of proposed evens for the upcoming academic year;
Three student testimonials (each must be on@age, typed);

S@e@ ™ ® 20T

Letter of recommendation from your advisor; and
i. Letter of recommendation fromanother Augsburgstaff or faculty member.

2. Present in front of the Augsburg Day Student Government. These hearings are
to-be-scheduled, but will most likely occur sometime in mid to late-February. A
representative from your student organization must presentfor 15730 minutes
about the accomplishments of your student organization over the course of the past
academic year, what it plans to accomplish in the upcoming academic year, and how
it serves the entire Augsloirg College campus community. Studenepresertatives
from your student organization should also be prepared to answer any questions
the Augsburg Day Student Government may have.

3. Wait to be notified by t he Augsburg Day Student Government . It will vote and
notify your student organization by early-March on the status of your student
organization for 2010z2011. If your student organization is denied commissioning
status, you may appeal by notifying both CAO and the Augsburg Day Student
Government.

4. Prepare a budget for the 2010 z 2011 academic year. The AugsburgDay Student
Government will schedule a meeting with your student organization in latéarch
or April to go over your proposal. A preliminaryapproved budget will be sent to
your student organization in August, and the Augsburg Day Student Gowemnent
will finalize your budget in mid-September.

2009 ¢ 2010 Student Groups Manual 13|Page /}UGSBURG
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Student Group Information

Off-Campus Travel

Advisors are required to attend all offcampus trips and events with their student group. If
your advisor in unable to attend the trip, it is the responsibility of your student group to
find another Augsburg College faculty or staff member to accompany yowtudent group
on the trip. If you are unable to find any faculty or staff membesto accompany you orthe
trip, you must notify a CAO professional staff member to discuss the situation.

Each studentmember of astudent group that is traveling must complete é&Student Travel

Packet (I T AAOAA ET OEA ! OCCEWiIvAugsbdkdedu/capland tuinit OEA x
into a CAO professional staff membearo less than two days before the trip
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COLLEGE



Finances and Funding

AUGSBURG COLLEGE

Funding and Grant Opportunities R e

Charitable Donations
Available toStudent Organizations

All student organizations are welcome to collect charitable donations from outside donors
and from participants at events. Any funds collectedn Augsburg College propertynust be
deposited into your studentoiC AT EUAOET 180 £ET AT AEA1T AAAT 01 O A

Commissioning Process

Available to Commissioned Student Organizations and qualifying Chartered Student
Organizations

Qualifying student organizations may apply to become commissioned for an academic year.
Commissioned organizations receive a set budget each academic year for programming,
events, and stipends. For more information on becoming commissioed or re
commissioned, see pages2i13.

Fundraising
Available toStudent Organizations

Student organizations ae welcome to fundraise on campus as long as they abidy the
following regulations:

1. All sales and/or fundraising activities must be conducted in accordance with all
Augsburg policies and procedures as well as local, state, and federal laws and
regulations.

2. Activities conducted by student organizations using Augsburg facilities must not
interfere with orderly operations on campus.

3. Sales and/or fundraising activities conducted by student organizations officially
registered with CAO that involve the sale ajoods or gambling activities must apply
for a Fundraising Permit (1 T AAOAA E1T OEA dnGeoedad O . A0
www.augsburg.edu/cad.

4. Sales and/or fundraising activities involving food must comply with thepolicies
stated in the Student Groups Manual .

5. The name of the sponsoring student organization must appear prominently in all
advertising and other communications connected with the sales and/or fundraising
effort.

2009 ¢ 2010 Student Groups Manual 15|Page AUGSBURG
COLLEGE


http://www.augsburg.edu/cao

Finances and Funding

Funding and Grant Opportunities

6. Sales and/or fundraisers using raffles or othegambling activities must comply with
the policies in the Student Groups Manual .

7. Student organizations may not rent and/or loan Augsburg equipment or facilities.
8. Any monies fundraised on Augsburg College property must be deposited into your
studentorganU AOET 1 6 0 Z£ET AT AEAI AAAT O1 6 AO ! OCOAOD

Auctions

Student organizations are allowed to auction goods provided that the above regulations are

followed and aFundraising Permit is completed. Student organizations may not auction

people under any circumstanc® j} OOAE AO A O AAOAOh Al AATET C 1
Bake Sales

The following precautions must be taken in regard to bake sales:

1. Under absolutely no circumstances can home prepared food be served.

2. No food which requires refrigeration can be sold i(e. creamfilled pastries/pies,
éclairs, etc.)

3. All bake sale items shall be individually wrapped.

4. Bake sale items shall be transported in a covered, duptoof container.

5. Individuals conducting the wrapping or sale of food shall thoroughly wash their
hands before handling the product.

Gambling, Drawings & Raffles
Available toStudent Organizations

All forms of gambling are illegal in any location within the State of Minnesota without an
approved gambling permit. Before your student organization decidesd conduct a raffle or
drawing, it must complete aFundraising Permit and schedule a meeting with the CAO
Assistant Director at least ten business days before the event takes place.

After your student organization conducts a raffle or drawing, it must comglte aGambling
Reporting Form (I T AAOAA ET OEA vwwd.audbkdebu/caphOnibreshbnA A O
five business days after the event takes place. Your student organization must detail its
records of donatiors, number of participants, prizes awarded, and the number of prizes
awarded.
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AUGSBURG COLLEGE

Funding and Grant Opportunities R e

CAOhas outlined the types of gambling that are permitted by student ganizations at
Augsburg College:

Drawings for Prizes

Student organizations may have a drawing for prizes atn event provided that the student
organization DOES NOT sell ticketas a requirement to enter thedrawing for prizes. All
prize drawings must be free for all those who attend the event. There may be no real or
implied cost for participation in the drawing.

In events where there is a prize drawing, student organizations may collect donations or
charge admission; however, participation in the drawing cannot be contingent on payment
of the donation or admission cost (the two items must remain separate all times).
Drawings must be conducted in such a way so that participants who are not present at the
time of the actual drawing can receive their prize at a later date.

Poker Tournaments

Poker tournaments are only allowed if there is no cost association No money may
exchange hands at any time (no entry free, no table fee, no fee per person, no personal
money). Student organizations may play with chips that have no monetary value and
participants may win prizes (where the total value of prizes is no grater than $200 for all
prizes awarded), but participants may not contribute financially to the event in any way.

Contest of Skill
Student organizations may play contests of skill, NOT chance (i.e. basketball toss, essay
contest, etcare acceptablg.

Grant Application Process
Available toStudent Organizations
Student organizations may apply for grantsfrom both the Augsburg Day Student

Government and WEC Student Senate throughout the academic year, provided that there
are funds still available.

If your student organization wants to request funds for a specific program or initiative, you
must fill out a Grant Request Form (I | AAOAA ET OEA 1 OCCEAB8O
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Finances and Funding

Funding and Grant Opportunities

www.augsburg.edu/cad. This form must be turned irto either Augsburg Day Student
Govemment or WEC Student Senate weeks before the funds are needed.

If the funds are being used for a program or event thahainly servesthe Day student body,
your form should be turned into the AugsburgDay Student Government; if the fundsire
being usedmainly to serve the WEC student body, the form should be turned into the WEC
Student Senate.

Any transaction that involves funds from the Grant Application Process must be
accompanied with a receipt. All receipts must be turned into either  the Augsburg
Day Student Government or WEC Student Senate upon the completion of your

. A s s oA s s

OOOAAT O T OCATEUAOQET T80 POI COAI 1T O ETEOEAOEOAS

Surplus Requests
Available toStudent Clubsand Student Organizations

Any funds not used by student organizationat the end of an academigear are rolled over

into a Surplus that is managed by both the Augsburg Day Student Government and WEC

Student Senatethe following academic year Student groups may attend a meeting of

either studentgovernn AT O O1 OANOAOO A&OT A CespatitefurpldsAAE C1 OA

Student clubs are limited to requesting $300 per semester from theSurplus.

Student organizations should first apply for funding from the Grant Application Process
before requesting funds from theSurplus.

If your student group decides i wants to request money from the Surplus, you are
encouraged to bring an itemized budget fohow the money will be spent, as well as any
marketing and documentation you may have for the specific program or initiative your
student group is planning with thefunds.

Any transaction that involves funds from the Surplus must be accompanied with a
receipt. All receipts must be turned into either  the Augsburg Day Student
Government or WEC Student Senate upon the completion of your student
I OCAT EUAOQET Tranhat@ Ol COAIT 1
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Student groups will likely have to deal with finances at some point during the academic
year. Administrative Accounting has made these guidelines to make it easier fetudent
groupsto manage finances:

1 PREPLAN your events and expenses. All Augsburg College departments have
time requirements to processrequests. Without adequate time,certain requests will
not be processed

1 Students and/or advisors are not authorized to enter into contracts on behalf
of Augsburg College. Please be carefuhot to make any verbal or written promises
that could be construed as a contract.If it is necessary to ater into a contract,
check with CACfor proper procedures.

Accounts Payable

1 All expenses that have an identified payee and specific payment amoustiould be
processed through an accounts payable check request.

1 The form for requesting a check is called an Authorization Invoice Form and can be
found online at O\ Administrative Accounting \ public \ Authorization Invoice
Form

1 Authorization Invoice Forms must be submitted 2 weeks prior to the date a check is
needed.

1 All requests must have receipts or invoices supporting the request attached.

1 All requests made by student organizationsunder $500 must have the signature of
ITTA T £ Ul 060 000 Auknbriged bigngAdnd youk Gdvibor @ @ CAO
professional staff member. Student clubs must see a CAO professional staff member
for these requests.

1 All requestsmade by student organizationgyreater than or equal to $500 must have
the signature of one of y OO OOOAAT O T OCAT EUAQOET 180 AOOE
professional staff member. Student clubs must see a CAO professional staff member
for these requests.

1 Requests for purchases over $5,000 require higher levels of approval. Please contact
Administrati ve Accounting for guidance.

T 6"ElI 1 O1T6 AAAOAOGO 11 AT U OAT AT O OOAA 1000
OOOAAT 660 DPAOOITAI TAI A ATA AAAOAOGO(,
2009 ¢ 2010 Student Groups Manual 19|Page AIGSBURG

COLLEGE



Finances and Funding ‘

Finance Guide

Augsburg College
2211 Riverside Ave S
Minneapolis, MN 55454

For any questions about accounts payable, please contact Amy Daugherty at
daughera@augsburg.edor 612-330-1031.

Purchase Orders

1 Any purchase ofa product over $500 needs a purchase order.Once product has
been received and is in hand, send-mail with the PO number as the subject line to
received@augsburg.edu Include the company name in the -enail and note if the
shipment was received in full or ifit was only a partial shipment.

1 All purchase ordersfrom student organizationsunder $500 must have the signatug
£ 1TTA T £ Ul 00 OOOAAT O T OCAT EUAOET 1680 AOOE
professional staff member. Student clubs must see a CAO professional staff member
for purchase order requests.

1 All purchase ordersfrom student organizations greater than or equal to $500 must
EAOA OEA OECT AOOOA 1T &£ TTA T&£ Ul 60 OOOAAT O
CAO professional staff member.Student clubs must see a CAO professional staff
member for purchase order requests.

1 Requests for purchases over $5,00@quire higher levels of approval. Please contact
Administrative Accounting for guidance.

For any questions about purchase orders please contact Sharon Johnson at
johnsh@augsburg.edwr 612-330-1668.

Petty Cash Requests

1 Due to concerns regarding theft andafety, cash should only be requested when all
other options for payment have been exhausted.

o Appropriate cash requests would be small purchases of food or supplies for a
meeting or small organizational event.

o Larger requests for funds will almost alwaysbe more appropriately handled
through a check request or faculty advisor fard purchase, if necessary.
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o Cash requests may not be honored if more appropriate methods of payment
were not explored.

1 All cash requestsmade by student organizationsunder $500 must be requested by
AT A AA OECTAA &£ O AU TTA 1T &£ Ul 60 OOOAAT O 1
recipient designated by one of your authorized signers) and your advisor or a CAO
professional staff member. Student clubs must see a CAO professionaa member
for cash requests.

1 All cash requests greater than or equal to $500 need the signature of a CAO
professional staff member.

1 A minimum of 3 days notice is needed for any cash request.

o Initial cash request should be made through an-mail sent to Administrative
Accounting (amundsor@augsburg.edy by an authorized student
organization signer at least three days in advance of the expected pigk
date.

o For requests exceeding 300, in addition to the initial e-mail request, the
Cash Distribution Form must be obtained from the Administrative
Accounting office in advance and then signed by CAO professional staff
member before cash is picked up.

For any questions surrounding pettycash requestspr for any general questions regarding
student  organization finances, please contact Richelle  Amundson at
amundsor@augsburg.edwr 612-330-1088.
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Student Event Planning Form

Student groups are required to use theStudent Event Planning Form (located in the
| OCCEA8 O . AOO wiwlaugbblirg.ediifcAd wheh Alandin any major event.
Typically, major events include

1. Adance;

2. Events @en to the public (i.e. people who ar@ot Augsburg College students, staff,
or faculty);

3. Events that have one or more meal functions;

4. Events that nvolve a ticket or entry fee;or

5. Events that have an estimated attendance of over 150 people.

This form must be signed by a CAO prddsional staff member, an Evenand Conference
Planning professional staff member, the Director of the Department of Public Safety (DPS),
and the Vice Preident of Student Affairs.

Staff or Faculty at Major Events

Augsburg College requires that all major events planned by student groups haaestaff or
faculty member (who is not a DPS employeepresent throughout the entire event. For
student organizations this person isusually the advisor of your student group. fyou are a
student club, or if your OOOAAT O 1 O ghkidoEis) Ao &vhilhble Oyou mustfind
another staff or faculty member whois able to attend.
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Facilities

Most facilities on campuscan be reservedthrough Event and Conference Planninby fill ing
out a request form online atwww.augsburg.edu/eventservices For a listing of all rooms,
capacities, locations, and what department yoshould reserve them from,see Facilities

Room Information on pages85z87.

Campus buildings close at 11:00pm unless there is an event. For events, the ending time
must be listed as no later than 12:30am. Music must end by 12:30am and all guests must
exit the building by 12:45am. Unless otherwise arranged, any band and/or DJ equipment
must be out of the building and clearup should be completed by 1:30am.

Event Setup and A/V Equipment

All setup and A/V requirements should be sent to Event and ConferenceaRhing no later
than five working days prior to your event. These requirements can be emailed to
events@augsburg.edu

Sandwich Boards
To reserve sandwich boards for your event, you must order them from Facilitee
Management by submitting a work order through AugNet or calling 61-330-1717.

Garbage Cans

To reserve additional garbage cans for your event, you must order them from Facilities
Management no later than five working days before your event by calling 61230-1717.
Be sure to include placement and delivery information.

Public Safety and Parking

With planning any major event, a representative from your student group must meet with
the Director of Public Safety to review the details of your event and determe& how many
(if any) additional Public Safety Officers will be required for your event.

If your event is cancelled less than 48 hours before the event, there will be a felwour
minimum short-l T OEAA AEAOCA AOOAOOGAA O Ul @hiredOOAAT ¢
additional security staff. To cancel security, you must notify the Director of Public Safety.
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If guests will be coming from offcampus, you must make arrangements for parking for
your guests by contacting the Assistant Director of Public Safety Parking and
Communications at 612330-1711. Do not advertise available parking on campus until
you receive confirmation from DPS.

Contracts

If your student group is hiring any entertainers, vendors and/or service providers that
require a contract, you mus review the contract with both a CAO professional staff
member and the Director of Purchasing. Then, you must get it signed by the Vice President
of Finance. You are not allowed z under any circumstances z to sign contracts on
behalf of Augsburg College.

If your student group is working with a band or other entertainer that has a technical
and/or hospitality rider, you must work with an Event and Conference Planning
professional staff member to ensure that Augsburg College has the proper equipment
and/or needs for your entertainer. If your student group is working with a band or other
entertainment act that has a security rider, you must work with a member of DPS to ensure
that the college is able to provide all requested items.

Food and Beverages

For the protection of students, staff, and the public attending a meeting, conference, special
event, etc. held by a studengroup on Augsburg College property, foodhust be prepared in,
and/or provided by ! Gafds, Augsburg's contracted dining services provider or an
approved licensed commercial food service.Under absolutely no circumstances can
home prepared food be served.

What is an approved commercial source of food?

An approved commercial source of food can be any restaurant, caterer, retail food store,
deli, etc., that is licensed by the health authority in the community where the commercial
business is located.

What is a caterer?
A caterer must have a license from thetate health authority allowing the business to
prepare food, and have approved equipent for transportation, set-up, and serving of food
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at any location. A caterer also returns all food service equipment and potentially
hazardous leftovers to its licensed facility.

What is carryout food?
Carryout foods can be obtained from any licensed éal facility where the food is packaged
or pre-packaged for the consumer.

Examples of prepackaged carryout food obtained from a retail store include: chips,
donuts, pretzels, cookies, crackers, canned or bottled soda/juice/water, etc. These are
foods tha do not require hot or cold holding. Examples of carryout fast food are: pizza,
burgers, box lunches, etc. These are foods that can be potentially hazardous but are
generally eaten directly after receiving and leftovers are discarded.

Is special equipment ever needed?

Potentially hazardous foods served at banquets, formal meals or potlucks require serving
utensils and food service equipment that maintains hot foods at or above 1d8® until
served and cold foods at or below 4& until served.

CAO does not provide equipmenttherefore, it is the responsibility of your student group
using Augsburg space to provide the required food service equipment; this equipment
must be provided by the licensed commercial food service providing the food.

CAO may require proof thatyour student group has the required equipment before rental
arrangements are finalized. CAO or any Augsburg staff may terminate the serving of food
during the event if proper equipment or serving practices are not provided.

Are bake sales allowed?

Yes. Student organizations are allowed to fundraise through bake sales If your student
organization plans on doing this, please fill out &undraising Permit (located in the

| OCCEAS6 0O . dvenCaugshdrgledu/da® and schedule a meeting with a CAO
professional staff member to discuss specific packaging and serving guidelines. For more
guidelines on bake sales, please refer the Fundraising section on pages 1516.

Can food be prepared in a community kitchen?
No. All food must be prepared byAugsburg's contracted dining services provideror a
licensed commercial food service.
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Are snack foods covered under this policy?

Snack fads or light refreshments that are prepackaged, such as chips, pretzels, cookies,
canned or bottled soft drinks, and commercial donuts, and are purchased from a retall
market can be served at meetings without CAO approval. Ppackaged foods that are sal
for fundraising must have CAO approval.

What is a potentially hazardous food?

Potentially hazardous food includes food of an animal origin that is raw or hedteated; a
food of plant origin that is heattreated or consists of raw seed sprouts; cut mel®) and
garlic and oil mixtures.

Publicity and Marketing

There are numerous ways in which your student group can advertise and market your
event.

A-Mail

Student groups may submit announcements in the -Mail. Simply visit AugNet at
augnet.augsburg.eduloCET xEOE UIT 60 300AAT O )s$h AT A Al EA
ol OOET cé638

AugNet Calendar

Student groups can submit their events to the AugNet Calendar online. Go to AugNet at
augnet.augsburg.eds 17T CET xEOE UT 60 300AAT O 1)@hh AAIEAE
simply fill in all the details about your specific event.

Augsburg Echo
Student groups may advertise in the Augsburg Echo, the Augsburg College official
newspaper. To inquire about submitting ads, emadcho@augsburg.edu

CAO Events Calendar

CAO keeps anOnline Events Calendar on its website atvww.augsburg.edu/cac The
calendar includes events hosted by student groups, Ethnic Student Services, LGBTQIA
Services, and CAO. To submit your event simply email cao@augsburg.edusubject line
O%@AG # Al with theAoodving information:

1. Name of Event, Date, Time, and Location
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2. Student Grouphosting the event
3. Email and phone number of the main contact

You must include all the above points in your email in order for your event information to
be placed on the calendar.You must submit this information at least 2 weeks before
the start of your event.

Chalkin
Chalking on campus sidewalks is allowed provided that proper notice is given to Event and

#1171 £FAOAT AA 01 ATTET CS8 9 1 1@ cleary QvAtdd rext © @acldD 6 O 1
chalked message in order to identify your writings.Plans need to be made with Event and
Conference Planning and/or Facilities to remove the chalking once your event is
completed.

Floor Signs
If your student group is interested in advertising via floor signs, please contact Event and

Conference Planning.You may not post any floor signs anywhere on campus without
consulting and receiving permission from Event and Conference Planning.

Flyers and Posters

Student groups may use college space to publicize events and meetings.Out of
consideration for the right of free expression, the rights of viewers, civility, tolerance and
respect the following guidelines are to be followed when posting flyers and notices

1. All postings must be approved and dated. Posters anitiyers can be approved at the
Christensen Center Information Desk Monday z Friday, 8:00am z 6:00pm and
Saturdays, 800am z 12:00pm. A maximum of 2 0 will be stamped and approved
for posting on campus.

a. All posters ard flyers in the Residence Halls must be approved by Residence Life
staff. Contact Residence Life agslife@augsburg.edwr 612-330-1488.

2. Posting is allowed only on designated posting strips, bulletin boards ankiosks
(where provided). Posting is not permitted on any other surface or space, such
as glass, doors, or painted walls.
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3. Notices from the Registrar, Facilities Management, anOPSmay be posted in all
areas. Event and Conference Planning may use sigmsother materials to fill
special requests or for campus events.

4. Posters andflyers must be put up using push pins, tacks or staples; rauct tape,
permanent adhesives, or tapeStudent groups will be charged for damages to walls
and surfaces.

5. Posters and flyers are allowed 10 days of display time. Individuals and
organizations are responsible for removal of their materials.

6. No direct or indirect promotion of alcohol or drugs, obscene material or material
that would violate applicable law or AugsburgCollege policy.

7. No flyers on cars in Augsburg @lege parking lots. (City of Minneapolis, Ordinance
403.10

8. Community events and notices (including buy/sell and help wanted) can be posted
on the bulletin board in the Christensen Center main floor near #hrestrooms.

9. Not adhering to the above guidelines will result in removal of postings and future
denial of posting privileges.

10. Augsburg College reserves the right to deny any requests for posting.

LCD Flat Screens

Student groups may submit items to be disply on the LCD flat screens located in
Christensen Center and Urnes®ortensen Lobby. To submit an event or meeting for the
flat screens, visitwww.augsburg.edu/marketing/display_form.html and fill out the form in
its entirety at least 2 weeks prior to you event. Any artwork and additional notes should
be emailed to Marketing and Communication anarcomm@augsburg.edu

Marketing and Communication will do its best to make the screen image similar to any
artwork or posters your student group already has aound campus. Your information will
usually appear on the screens for a maximum of 2 weeks.

Media / Publicity
If your student group need assistance contacting media, please contact Marketing &
Communication at 612330-1476.
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Painting the Skyway between Christensen Center and Urness -Mortensen Lobby

Student groups may reserve the Skyway between Christensen Center and Urness
Mortensen Lobby on a first-come, firstserved basis To reserve this space, fill out a
Christensen, Urness-Mortensen Skyway Painting Reservation Form (located in the

I O C C Hébtbadd on the web atvww.augsburg.edu/cad and turn it into a CAO staff
member at least 1 week in advancelhe Skyway may only be reserved for up to 2 weeks.

Your student group may only use tempera paints or migers specifically made to write on
glass. You are responsiblefor cleaning up the painted windows at the end ofyour
reservation. Additionally, arrangements must be made with CAO in advance of this clean
up. If the Skyway has not been cleaned within 24ours of the end of the reservation, a $75
charge will be assessed to your student group.

Poster Design

Student organizations have access to free poster design by CA®oster requests must be

made at least one week prior to the due dateTo submit a paster design requst, fill out a

Poster Design Request Form (I T AAOAA EIl OEA 1 OCCEAB8O . AOC
www.augsburg.edu/cad and turn it into a CAO staff member A proof will be sent to your

student organization via email within 2-3 days of submitting your request. Student
organizations are responsible for printing and distributing the posters.

Event Clean-Up / Damages
After the conclusion of any event or program, it ishe responsibility of the hosting student
to ensure the following:

1. All equipment, decorations, and materials from your program must be removed.

2. All signage, including advertising around campus (flyers, posters, chalking, etc.),
must be removed.

3. All excessive messes (spills, broken glass, spilled food, etc.) must be cleaned up. You
may contact Custodial Services to requesxtra clean-up by calling 612330-1717.
'TU AAi ACAO OEAO TAAOO AOGO A OAOGOI O 1T & Ul 60
responsibility of your student group, and any appropriate fees or fines will be billed to your
OOOAAT O cOil 66O &£ET AT AEAT AAAIT O1 08

DPS has the right to terminate any event if they feel it is in the best interest of public safety.
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1 A personal technique developed 1 Showing sensitivity to others

with practice 1 Breaking down defenses

1 Tactfully being your real self 1 Acknowledging your weaknesses but

1 Open and honest statemats relying on your strengths

1 Describing specific behaviors 1 Dealing with conflict

1 Not backing down 1 A two-way communication process

1 Not name-calling 1 Following through on a decision to deal

1 Security through honesty with a person or situation

1 Standing up for yourself 1 Not aggressive or threatening

1 Being able to label your feelings 1 Both verbal and nonverbal

Non-Assertive Behavior is failing to stand up forond O OECE OOh
IO PDPOAEAOAT AAO

AAAT ET CO

Assertive Behavior is sOAT AET ¢ Ob &I O

feelings in a direct, honest and appropriateashion without denying the rights of others.

Aggressive BehaviorissOAT AET ¢ ObP &I O

others or demeans the other person.

Levels of Assertion

Simple

Empathic

Confrontational

Soft

Simple, uncomplicated statement of what you want.

OARBOAOEAO ¢i 1060 O AAO OEAT A
)T A1 OAAO A OOAOAI AT O AAT OO OEA
O0) ETTx UT O60A AOOUh AOO ) 1AA
0T ET OO0 1 66 AEOAOAPAT AEAO ET OE

We agreed to study, butyouwefti HBI AU AAOEAOA,

Expresses positive sentiment without embarrassment.
0) OAATT U APPOAAEAOA xEAO UT O

Qu

Assertiveness adapted from Cougar Clues, Uirsity of Minnesota at Morrisand Thunder
Bolts, North Dakota State University
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Anger #1 1 OOOOAOEOA A@GPOAOOETT 1T &£ Al C

O) CAO AT coOU xEAT Uil &6 AT OOT1 x 1l
AAT 8O0 xAAO OEAI xEAT ) »®AT O OI
A Bill of Assertive Rights

1. You have the right to judge your own behavior, thoughts and emotions, and to take
the responsibility for their initiation and consequences upon yourself.

. 'You have tle right to offer no reasons or excuses for justifying your behavior.
. You have the right to judge if you are responsible f@®@1 I OE 1T Qrobldnmg.A OO 6
. You have the right to change your mind.

.91 0 EAOA OEA OECEO Oi OAUh O) AiI160 ETIx860
. You have the right to be independent OE A O O3 befoteicdpirganiitH them.

. 'You have the right to be illogical in making decisions.

.91 60 EAOA OEA OECEO O1I OAURh O) Ai18606 O1 AARAOO
10. You have trerightti  OAUh O) AT 1860 AAOAS

2

3

4

5. You have the right to make mistakeg and be responsible for tlem.

5 .
7

8

9

Assertiveness Is a Skill That Is Developed With Practice

1 Demonstrate assertive body language, including eye contact, erect body posture,
and clear and audible speech. Use gestures and facial expressions for emphasis.
f Use descriptive, not labeling words to pointoutOEA AAEAOET O dbgeni OEAOC
AT OO1 xET ¢ T U AlT OEAO xEOEI 66 1 U PAOI EOOET I
T %D OAOO Ui 00 AAAITET CO AT A AoOPAOEAT AAO AAOQC
you wear my clotheswDET OO0 AOEET C | A AAKERBRIA )) xMATO @I
T GiveanAl OAOT AGEOA AAEAOQEITABAEIO A AU G EAI OB I0Ox Uil (£
T %AAE OEOOAOQOEIT EO OT ENOA8 ' OE Ui OOOAI £ 07
is this goal? What rightsdoes the other person have in this situation? What
obstacles are there to the person making the behavior change? Am | comfortable
xEOE U OECEOO OI AAAl xEOE OEEO OEOOAOQEII
Assertiveness adapted from Cougar Clues, Uirsity of Minnesota at Morrisand Thunder
Bolts, North Dakota State University
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Brainstorming encourages divergent thinking and the production of may different ideas in

a short period of time. The goal is to generate as many ideas as possible with input from all

cCoi O0p |1 AT AAOOS 417 1 AEA AOAET OO1 Oi ET C x1 OEh
ideas, just generate as many ideas as possible; allowethdeas to develop freely on a
particular issue. Brainstorming is a time for free association of ideas and for opening new
avenues of thought, not for assessing the practicality of a few suggestions.

NI AYyalidz2NYAy3a /Fy 1 StLJ ! DNRdzLJ . & X

1. Increasing member irvolvement and participation.

N

Getting the most ideas in a short period of time.

w

Making the session more fun, interesting, and stimulating.

H

Reducing the need to look for the "right" idea in order to impress authority figures
in the group.

5. Reducing the competion, one-upmanship, or the formation of cliques during the
problem solving process.

Why Brainstorming Works

1. Brainstorming will be more productive if ideas arenot evaluated or discussed at
the time they are proposed. This is important because educaticemd experience
have trained most of us to think judicially rather than creatively. By deferring
judgment of the ideas, there can be more alternatives from which to choose.

2. Group production of ideas can be more productive than separate, individual
production of ideas. Experiments in group thinking have demonstrated that the
average participant in this kind of creative collaboration can think of twice as many
possible solutions as when working alone.

The more ideas generated the better . In most types of poblem-solving, it is far more
likely to choose the right path toward the solution if 10 ideas are suggested as possible
alternatives instead of only two or three.
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A Brainstorming Exercise

Brainstorming Rules
1. During the first phase all criticism or evaluaton of an idea is ruled out. Ideas are
suggested and placed before the group without evaluation or critical analysis.

2. Wild ideas are expected in the spontaneity that evolves when the group suspends
judgment. Practical considerations are not important athis point. The session is to
be freewheeling.

Phase One
1 Divide a large organization into small groups limiting each to no more than seven
members. Each group is given a newsprint pad and marker.

1 One person from each group is assigned to write down thdrainstorming
suggestions. Remember, each suggestion is written down and no evaluation or
discussion is taken at that time.

Phase Two

1 Evaluate the suggestions and as a small group, rank them.

1 The groups then join together, and one person from each smallogip presents the
suggestions to the large group.

1 After hearing the small group's suggestions, the large group ranks them as a whole.

i Discuss the alternatives, and make a decision.

Brainstorming adapted from Cougar Clues, University of Minnesota at Morris; Thunder
Bolts, North Dakota Stee University; and Jackson, Kevin P., "Brainstorming,” NACA
Programmers' Handbook.

2009 ¢ 2010 Student Groups Manual 33|Page AUGSBURG
COLLEGE



Useful Tips (

AUGSBURG COLLEGE

Closure and Saying Goodbye T

The year passes so quickly, and all of a sudden it's time to say gooelhy the friends you've
made in your organization. It is often easy to forget about "closing out" the year with your
organization. Why say goodbye? Just as viewing a good ending to a movie can greatly
enhance our feelings about the movie as a whole, san appropriately saying goodbye
heighten our positive feelings about the phases of our lives coming to an end.

When we take the time to say goodbye, to reflect on and prepare for upcoming transitions
in our lives, we often gain a sense of closure or fifity and feel better prepared to continue

on in life. Here are some ideas to help make saying goodbye a little easier, or at least a little
more memorable.

CAOS 5Qa F2NJ {dz0OO0OSaaFfdzZfte&e 5SIfAy3

1 Determine ways to make your transitioning a gradal process.
Discover the significance that different activities have had in your life.
Describe the significance to others.

Delight in what you have gained and in what lies ahead of you.
Define areas of continuity in your life.

= =4 4

Ways to Say Goodbye

1 Have apicnic or potluck dinner.

Create a photo album, scrapbook, or collage of pictures of everyone.

Create an individual collage for each membeg have everyone cut out a picture that
reminds them of each member and put them together to make a great memory.
Create an address book with everyone's summer address and photocopy for all.
Have an awards banquet.

Solicit nominations and present funny awards.

Write farewell notes/cards to each other.

Give a memento to memberg button, shirt, mug, etc.

Have a Fshirt signing party.

Have a graduation party for departing members.

Have a gooebye theme movie night.

Have a slide show or video of activities from the year.

Evaluate the year and set goals for next year.

= =

= =4 4 -4 4 8 5 42 -9 12
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Plan a reunion over break or when school resumes.

Share tlree things you will miss about each person in the group.

Create certificates for all members (successfully completing a spectacular year).
Gather all of the "quotable quotes” funny things that were said during meetings or
programs and put it in a book.

Create individual autograph or message books for everyone to sign.

Have a joint retreat with the new officers to share evaluations of the year, answer
their questions and give advice.

-AEA OAOAAEO AAOAOGOG A1 O AAAE 1 Alskilkéci AAOAO
person has. "l give you credit for being a great organizer, for being the peacemaker
during meetings, etc.")

Share one thing you learned from being a member of the group.

Share your favorite memory of the year.

Assemble the group to create dlé of what happened over the year.

Create a graffiti board with everyone in the group writing or drawing something
that represents their experience of the past year.

It's important to finish that last chapter in your group's book by finding some way to ay
goodbye. Keep in mind that not everyone in your group will like sentimental goodbyes, so
take their feelings into consideration before planning any activities.
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The concept of collaboration, as we use it, goes beyond communication, cooperation and
coordination. It is a mutually beneficial relationship between two or more parties who
work toward a common goal by sharing responsibility, authority and accountability for
achieving results. This is the collaborative premise: If you bring the appropriate ppte
together in constructive ways with good information, they will create authentic visions and
strategies for addressing the shared concerns of the organization or community.

Important Factors
Collaboration is a credible, open process. People must belie ve the following:

1 This time and effort will make a 1 Allideas will come to the surface.
difference. 1 People will talk things over rationally.
1 The process is not being 1 Something concrete will happen.

manipulated behind the scenes.

Pursue common goals and build trust:

1 Explore informally. 1 Celebrate successes.

1 Create ownership. 1 Create impelling experiences.
Actively lead the process:

1 Guard the process. 1 Practice patience.
1 Use effective facilitation. 1 Lead as a peer problem solver.

Some keys to collaboration include:

1 Good timing/clear need.

1 Strong stakeholder groups.
1 Broad-based involvement.
1 Credible, open process.

Involvement of high-level, visible leaders.
Overcoming mistrust/skepticism.

Strong process leadership.

Celebrating interim successes.

= =4 4

Collaboration adapted from Cougar Clues, University of Minnesota at Morris, and Chrislip
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Benefits of Using Committees

1 Increases the number of leadership opportunities in the organization.

Divides large organizational tasks into manageable components.

Provides a training ground for future organizational leaders.

Gives all members specific areasf responsibility.

Ensures that an area will be focused on and increases the likelihood of project
completion.

= =4 4 A

Types of Committees

1 Marketing and 1 Retreat planning 1 Scholarsips
advertising f Recruitment and 9 Judicial

9 Public relations retention i Elections

1 Fundraising 1 Awards and grants 1 Program planning

Effective Committee Structure
There are two main types of committees are:

1 Standing Committees function throughout the school year and meet regularly at
consistently scheduled times. The marketing committee may meeegularly to plan
AT A Ei bl AT ATO Al 1T OCATEUAOEI 160 I AOEAOET ¢
1 Ad-hoc Committees meet when the need arises. They are temporary committees
that are called together to work on a specific program or project. Often an dubc
committee works on revising AT A OBPAAOET ¢ Al 1 OCAT EUAOQOEIT 1
three to five years.

Chairpersons

Committeeswork more effectively when a single committee chairperson heads them. The
chair can be selected by the organizational leadership, elected by the general mendbep,

or elected by the committee membership. The chair should be responsible for coordinating
committee meetings. They should make sure that all committee members are aware of
meeting times and locations. They should serve as a facilitator during commitieneetings
and should only cote in case of a tie. The committee chairperson should coordinate the
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delegation and follow up of member tasks. The chairperson is responsible for reporting
committee activity to the general organization membership and leadershi

Member Involvement

Members should be involved in the committees that interest them most. It is best if they

011 601 OAAO &£l O xEAO AT i1 EOOAAOG OEAU xAT O O1 A
should know what skills and experiences members have so thahey may suggest
appropriate committee placement.

Meetings

Some committees have meetings on a weekly basis, while others may meet only once a
year. It may be more efficient for members to meet just before or after the regular
organization meeting. Commttees should feel empowered to make decisions for the
organization, however decisions that need the support of the entire organization for
implementation should have the support of the entire organization. Many organizations
have committees make recommend#ons to the organization at large, but the entire
organization has input on the final decision.

Records

Committees should keeprecords of their activities and discussion. The continual need to
reinvent the wheel has been the death of many student organizans. If the organization
has to start from scratch each year it is difficult for the organization to grow and
strengthen. Keep a written evaluation of each program, procedure, project, budget, etc.

Committees adapted from Student Unions and Activities, University of Minnesota at Twin
Cities.
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The ability to resolve conflict is one of the most imprtant skills a leader can possess.
Conflicts arise in everyday situations between leaders and members over both
organizational and personal issues.

Styles of Conflict Management

1 Competing
YT AEOEAOAT DPOOOOAOG 1T1TA80 EIT OAwdsiading vpO AT T C
Al O TTA80 OECEOOh AAEAT AET C 11A80 bi OEOET I

1 Accommodating
)y T AEOEAOGAT 1T ACI AAGO 1T1TA60 1 x1 ETOAGAOOO C
stepping an issue, postponing issue until another or better time, or withdwing
from situation.

1 Compromising
Individual seeks to find expedient, mutually acceptable solution which somewhat
OAOEOZLZEAO AT OE DAOOEAOS 1T AAAOG8 &I Oi O ETAI
concessions, or seeking mutual ground.

1 Collaboration

Individual seeks to find a solution which fully satisfies both parties.

Steps of Collaboration

Collaboration is the style most recommended for student organizations because it allows
both parties to be fully satisfied, it allows for creativity in developing restution, and it
gives participants a sense of accomplishment that they together have resolved the issue
without losing anything. Here are the steps for collaboration:

1. Determine the nature of the conflict. Is it a philosophical issue (i.e. drinking at
parties) or a difference of expectations (i.e. all members of the group should
determine every decision that the group makes)?

2. State the real effect the conflict has on you. If all members get to vote on everything,
it will take a long time to make decisions andgome things may not get done since
they may only meet once a month

Listen carefully to the other person. What is the real effect on them? What do they
see as the conflict?

2009 ¢ 2010 Student Groups Manual 39|Page AUGSBURG
COLLEGE



Useful Tips

AUGSBURG COLLEGE

Conflict Resolution M

3. Initiate the problem-solving process:
a. Clarify the issue. What ishe real problem/issue at hand?
. $EOAOOO AAAE PAOOI 160 xAT OO AT A 1T AAAOS
Generate a list of all possible solutions. Be creative.

b
c
d. Decide together on the solution most acceptable to both p#es.
e. Discuss how he solution will be implemented.

f. Develop a process to evaluate theolution after a specified time.
g

Discuss how discrepancies/problems with the solution will be handled.

Two Special Issues in Conflict Resolution

91 Dealing with the Non -Negotiators
Some individuals will refuse to negotiate because they want to protect their
interests. Here are a few pointers for dealing with them:

{ Start to negotiate anyway.

1 Explain why it is in their interest to negotiate.

1 Talk about how resolving the issue will help them.
1 Make the issue important to them.

1 Dealing with the Non-Trusting
SomeET AEOEAOAT O OEIiPIi U AATS60 10 xiI180 060000
into consideration:
1 Be trustworthy.

! Find something you can both agree on (i.e. you both want the program to be
successful).
Listen carefully to their issues/concerns.
Statsmal N AT 160 AA AEOAT OOACAA EZ UI O AAT 80

Be Proactive

Include conflict resolution exercises in your organization retreats and workshops. Discuss
the issue at a meeting. Conflict resolution is a skill that all members of theganization
could benefit from mastering.
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Methods of Decision Making

Decisions can be made in any of several ways. An effective group understands the pros and
cons of each method well enough to choose the best method for: the type of decision to be
made, EI A AT A OAOI OOAAOG AOAEI AAT Ah OEA 1 AOOOA
climate, and the work setting.

1 Decision by authority without group discussion
The president writes a description of the club for inclusion in the student handbook.

Pros:

0O
(@)
>
0

+ Usdul for simple, routine decisions
+ Good if very little time is available
+ Helpful if group members lack the skills or infoto make the decision.

- Advantages of group interaction lost.
- One person is not always a good resource.
- No commitment to implementing the decision.

- Resentment and disagreement may result in deterioration of
cooperative attitudes.

1 Decision by expert
The treasurer chooses the bank in which to open a checking account.

Pros:

Cons

+50AEO01 xEAT 11 Adnatlitlegsrdiredmodou O OOAE
- Difficult to determine who the expert is.
- No commitment to implementing the decision.

1 Decision by averaging individual opinions
The vice president calls members of the executive board and asks, "What's a good
weekend to have our retreat?"

Pros: + Useful when it is difficult to get group members together
+ Can be used for simple, routine decisions
Cons - Not enough interaction between members
- No commitment is built to implement the decision
- Unresolved conflict may damage future group effectiveness
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1 Decision by authority after group discussion
Membership chairperson solicits input on potential recruitment efforts, however, one
makes the final decision which events to hold.
Pros: + Uses he resources of group members more than some other methods
+ Gains some benefits of group discussion

Cons - Fails to develop a commitment to implement the decision
- Does not resolve conflicts among group members
- Members may say what they thinkhe designated leader wants to hear

1 Decision by minority

Fundraising committee send letters to alumni soliciting donations.

Pros. + Can be used when everyone cannot meet to make a decision
+ Helpful when only a few members have relevant resources
+ Useful when broad member commitment is not needed to implement
the decision

Cons - Does not utilize the resources of many group members
- Does not establish wide spread commitment to implement the decision
- Full benefit of group interaction is notobtained

91 Decision by majority vote
Organization holds an election for new officers.
Pros. + Can be used when there is insufficient time to decide by consensus

+ Can be used when complete member commitment is not necessary for
implementation

+ Closes discussion on issues that are not highly important

Cons - Usually leaves an alienated minority
- Encourages either/or thinking
- Full commitment to implement the decision is absent

91 Decision by consensus
Organization establishes goals for theopcoming year.
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Pros: + Builds commitment by all members to implement the decision
+ Produces a creative and high quality decision
+ Uses the resources of all members
+ Useful in making important and complex decisions

Cons - Takes lots of time, psychological energy and highevel member skills.
- Time pressure must be minimal and must be no emergency in progress

Making Consensus Decisions

Consensus means that everyone agrees what the decision should be, which is ideal in
making important or serious decisions. Unanimity, however, is often impossible to achieve.
There are degrees of consensus, all of which bring about a highguality decision than
majority vote or other methods of decision making.

" OEAAT ET A0 ET Al OAAS
1. Avoid arguing blindly for your own opinions. Present your position as clearly as

possible, but listen to other member's reactions and consider them before you press
your point.

2. Avoid changing your mind only to reach agreement and avoid conflict. Support only
solutions with which you are at least somewhat able to agree.

3. Avoid conflict-reducing procedures such as majority voting, coHtossing, or
bargaining.

4. Seek out differences of opinion. Try to involve everyone in the decision process.
Disagreements can improve the group's désion because they present a wide range
of information and opinions, thereby creating a better chance for the group to hit
upon more adequate solutions.

5. Do not assume that someone must win and someone must lose when discussion
reaches stalemate. Instead,obk for the next most acceptable alternative for all
members. Discuss assumptions, listen to one another, and encourage all members
to participate.

Decision Making adapted from Cougar Clues, University of Minnesota at Morris; and Johnson
and Johnson, Joining Together: Group Theory and Group Skills.
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Delegation is a responsibility you owe to yourself; to those you work with, and to your
organization. A kader cannot do everything for an organization. There are only so many

hours in a day and only so many tasks one person can do. Besides, an uninvolved member

soon becomes an apathetic, unmotivated member who most likely drops out of the group.
AgoodlAAAO T AAOT O O1T OOA OEA OEEI T 1T &£ AAI ACAOQE]
potential by involving members in ways that challenge and stimulate them.

Benefits of Delegation
&1 O 1 AAAAOOS

71 Allows time for planning and 1 Builds seltesteem in the leader and in
organizing. members.
1 Allows time for non-organizational Encourages creative problem solving.

Stimulates initiative.
Trains future leaders.
Builds morale.
Facilitates communication.
1 Enables leader to work smart and Stimulates creativity.
not hard. Allows all members to contribute
1 Encourages open communication. significantly.
1 Motivates members to get involved.

pursuits.

1 Provides insights for how to work
with and develop others.

91 Builds trust.

=A =4 -4 -4 -4 45 2

&1 O OEA 1T OCAT EUAOQOETT 8

1 Builds team enthusiasm. 1 Improves overall efficiency and
1 Opens new avaues of creativity. effectiveness.
1 Helps increase productivity. 1 Lets members feel like they are active

participants and not grunt-workers.

Four Leadership Attributes Needed for Delegation

1. A leader must be receptive to othepeople's ideas.

2. A leader must accept mistakes as part of the learning process.

3.1 1T AAAAO 1 60O & OAci OEA 1 660U 1T &£ 11 0ETC
4. A leader must exercise selfestraint.
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Leaders Will Not Delegate BecauseX

1 "l can do it better and faster myself." 1 They fear a loss of control.

1 Theydo not know which tasks to 1 They are unwilling to let members make
delegate. decisions and be held accountable for

1 They are afraid people won't like those decisions.
them if they ask for help. 1 They enjoy doing the tasks themselves.

1 They lack confidence in the
member's ability.

aSYOSNE 2Aff b2G ! OOSLII 5StS3AFGA2Y
T )060 AAOGEAO OI A« T Theylack selfconfidence.

make a decision themselves. 1 They feel the incentives are inadequate
1 They do not feel empowered to use to motivate them.
their authority. 1 They fear criticism for mistakes.

1 They lack the resources and
necessary infomation to do the job.

58t S31GA2y /Yy CFAt 2KSyX

1 The process is incomplete .
Responsibility for the results has been distributed without granting sufficient
authority to complete the task or making that member accountable.

1 Incomplete or ineffective communication
The leader thinks that one has delegated a task, but the member is unaware that
responsibility has been delegated to them.

Five Steps in the Process of Successful Delegation

1. Policy guidelines must be clearly stated.
2. Jobs must be defined.
3. - Ail AAOO OAO AT A ACOAA 11 OEA Cci Al 68 cO0Ail Pl
4. Establish two-way communication between the leader and the member.
5. Create feedback systems through effective meetings.
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Five Ways to Delegate

1. Appoint someone.

Assign it to a committee.

Ask for volunteers.

Break up the job into parts and spread the work to a few people.

&GETA 1006 1 ATl AROOGG ET OA OA éritdradekkad sUitGHEOE T A Al

a bk wpn

Delegation adapted from Cougar Clues, University of Minnesota at Morris; and Thunder
Bolts, North Dakota State University.
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deal effectively with these individuals and ensure that their behaviors and attitudes do not
adversely affect the group.

TheSevenCQ&a 2F 5SFftAyYy3 gAGK S5AFTFAOAA &

1 Compliment : Difficult people need praise, too.

1 Concern: Genuine caring for the welfare of another will help build a strong
relationship.

1 Congratulations : Helping people who see themselves as losers to feel like wienrs
can eliminate some problems.

1 Choice: Given a choice, a person may feel important and respond in a positive way.
1 Challenge: Boredom can cause people to act out and create problems.

1 Confidence: Expressing confidence in someone is often all one needs have
confidence.

1 Compromise: Attempting to give in some may soften a hard person.

Be Proactive

1 Difficult members are much more of a problem when an organization is not a strong
team. Be sure to include tearh OET AET C AAOEOEOEA GrealslandUT OO 1
workshops. Many teambuilding exercises are available from the Student Activities
Office. Always remember People Support What They Help to Crelatdnvolve

members in all aspects of the organization and they will tend to be more supportive.

1 Do some activities that help identify what motivates different people, and assign
tasks accordingly.

1 Find out what people expect from the organization and what they hope to gain
through involvement. IT could be that their vision for the organization differdrom
yours. Having the whole group write a mission statement could be helpful to clarify
to everyone what is the purpose of the gnap.
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Goals

Goals are our plans for the futurez they provide focus and direction, they outline where
you want to go and wha you wish to accomplish within the year. Goals should be brief and
attainable. Goals should be evaluated and changed on a periodic basis.

Objectives

Objectives describe what needs to be done to achieve your goals. They are clear, specific
statements of measurable tasks that will be accomplished as steps toward reaching your
goals. Objectives are short term and have deadlines. You should have several objectives for
each of your goals.

Why Set Goals?

1 To give direction and provide a course of action for yougroup.

To define your group.

To clarify and communicate what your group is striving for.

To provide a vehicle for measuring success and accomplishments for the year.
To motivate members.

To save time by allowing your group to plan and prepare for the futw.

= =4 4 4 A

Steps for Setting Goals

9 Brainstorm goals as a group (evaluate past group successes and failures and address
new things the group wishes to accomplish).

Prioritize your goals for the year.

Breakdown each goal into the steps necessary to reach it.

Createan action plan and begin working on the goals (see below).

Continually evaluate your progress.

Be flexible; allow your goals to change to meet new circumstances.

= =4 4 4 2

Create an Action Plan for Each Goal

91 Determine what is to be done and how it will be accomplised.
1 Settimelines.
1 Determine what resources are availablg money, materials, people.
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91 Determine who will carry it through and when it will be accomplished.
1 Determine what results are expected and how will they be measured.

Make Your Goals Visible

1 Post tham in the office.

1 Give a copy to each member of your group.

1 Discuss them at a meeting.

1 Put them in newsletters, minutes from your meetings and materials you send out.
¢CKS ./ Qa 2F D2t {SGddGdAay3

When attempting to define goals you want to achieve in life, kpan mind the following:
1 Achievable Can the goal be reached in the time you set?
Do you need some shorterm, intermediate goals?

1 Believable Can you reach the goal, considering such items as required
preparation, help required of others, or general motration?

1 Concrete Is your goal stated so that you can measure it?
Will you know when you have reached your goal?

91 Desirable Is it something you want to do, rather than something you believe you
should do?

Explicit Is it stated as a single goal, rather thamas a choice of one goal or
another?

=

Goal Setting adapted from a University of Michigan Student Development Center handout, C.
CarlsonJones.
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Writing grant proposals requires forethought, research, and a commitment of time. The
following points will assist you in producing a competitive proposal and be successful. Put
yourself in the position of the person vho will be reading / listening to your proposal. Ask
yourself the following questions under each section:

Starting the Application

T

Does the proposal address the specific requirements and answer the questions of
the funding organization?

Does the proposaleffectively convey the information you want the recipient to
know about your event?

Have | discussed and explained each of the goals stated in the proposal?
Have | shown the grantor that the goals of our event are goals they endorse?

Budget

l

Does the budgetpage, which will be scrutinized by the prospective grantor,
accurately reflect the monetary needs for the program?

Is all information related to requested or committed funds accurate?
Does the budget balance?

It sometimes helps to include proof of the cdsof the programs when submitting a
budget. The proof might take the form of brochures from an activity, a price list, or
other material from products or services you are purchasing.

Big Picture Thinking

T

Is the overall picture we are presenting of our stdent organization one that
inspires confidence in our goals and in the competency and efficiency of the group
submitting the proposal?

1 Is the proposal as concise as possible, while still being complete?
Finishing Thoughts
1 If important information needs to be reiterated, have | done so in a manner that

emphasizes rather than repeats?
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1 Is there anything in the proposal that would be better left unsaid?

1 Do your final proofing and editing on a full printout of your material, not just on a
computer screen. To clck for accuracy and avoid repetition, you need to be able to
shuffle back and forth between pages.

1 Take the time to read the competed application before sending it out.
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Why do icebreakers? Because new groups, or new people in groups, require an
introducti on to each other in order for members to gain a level of comfort, get to know each
other, and build trust. Icebreakers are structured activities that are fun and interactive.
Here are some things to keep in mind:

1 Be sure to clearly spell out how the icelwaker will proceed and that everyone
understands what is expected of them.

T Identify pre-:AGEOOET ¢ AiI 1T AEOEIT O OEAO I ECEO ALEEAA
physical disabilities, uncomfortable with touch, etc.). Provide alternatives if
possible.

1 Stress that icebreakers are not a competition, but are an opportunity for everyone to
participate. They should bring people together, not drive them apart.

Ball Toss

Have the group stand in a circle. Using a soft, small ball, the leader introduces thensslto

the group, then hands the ball to the next person, who introduces themselves to the group,

etc., around the circle until the ball returns to the leader. The leader than repeats their

TAITA ATA OEOI xO OEA AAIT O AEDAED & DL 00
OAUET ¢ OEA TAIiA 1T&£# OEA PAOOIT xEI EO OiF AAO.
... ... . ho OOCAOGEIT ¢ OEA TAI A T &£ OEA PAIPI A xEI
ball repeats this, throwing the ball to another personin the circle. This repeats until

everyone gets the ball. At the end, challenge one person to name everyone in the circle.

Spy

The group forms a circle and closes their eyes. The leader circles the group selecting a Spy
AU ONOAAUET ¢ AT ek ThA Groug #énfopanDtheid &ybsCahdAintroduces
themselves to each other while shaking hands (and trying to spot the Spy). The Spy tries to
eliminate all the group members without being caught in the act. The Spy strikes by
winking (with one eye) while shaking hands. A person winked at may not be eliminated
from the game until at least five seconds after they have left the Spy, and they must leave in
their most dramatic fashion. Under no circumstances may the person who has been
eliminated give the Spy aay to the group. When someone thinks they have discovered the
3puh OEAU ATTTO1TAA O) EiTiTx OEA 3PpU86 )1 1 OAA
group must also announce that they know the Spy within ten seconds. If not, the game
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continues. If a secod person joins the announcement, both point to who they think the Spy

EO 11 OEA AT O O T &£ OEOAA8 ) &£ OEAU Ai160 DI ET (
wrong person, they are automatically eliminated from the game. |If they both select the

correct person, the Spy is eliminated.

Secrets

4EA TAEAAO T &£ OEEO AQGAOAEOA EO &£ O AAAE DPAOO
person in the group. Be sure everyone has a piece of paper and something to write with.

The leader instructs the members taalk with every other person, collecting one piece of
information about that person that no one else in the room knows. Once everyone has a

secret from each member, sit down in a circle. The leader then picks one person, and has
everyone share what they dund out about that person. If there are ten people in the group,

there should be nine different secrets shared. Repeat the process for the next person in the
AEOAT A O1 OEl AOGAOUITA EAO AAAT T AT AA AT A Al
share infarmation that is too personal for a large number of people to know.

Person-To-Person Scavenger Hunt

This activity requires some advance preparation. Make up a list of the things that might be

unique to different members of the group, leaving a blank space which names can be

x OEOOAT 8 3AIi PI A EOAI O T ECEO AA O&ETA OTTAITTA
OEAT A AAAEATTAhd O&ETA OITAITA xEI EAO OOAO!
xEl OPAAEO A OAATTA 1 AT COACARROARAGNS QI&ENTA AO
xET ETiIxO0O A CIiTA ETEAhd O&ETA OTTATTA xET xA
group gets a copy of the list. The object is to talk to as many different people as possible

and complete the list with names. Each name may be usedlyonce. Variation: May also be

used in a bingo format; the first person to get bingo or blackout would win.

Human Knot

Have the group stand in a circle, facing each other. Instruct them to reach out their right
hand and grab the hand of someone acrossédtrircle. Next have them reach out their left
hand and grasp the hand of a different person across the circle. The object, now, is to
untangle the resulting knot into a single circle without releasing hands.
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Identification

With the group in a circle, the leader asks each participant to look in their wallet, purse or
backpack to find something representative of their personal or professional characteristics
or skills (i.e. a picture, membership card, dollar bill, etc.). After several minutes, the leader
asks each person to share their name, identify the item they have chosen, and provide a
brief explanation why the object is symbolic.

Solemn and Silent

The leader explains that this exercise takes self control. Members pair up back to back. On
the count ofthree, everyone must face their partner, look each other in the eyes and try to
remain solemn and serious. No speaking! The first to smile or laugh must sit down. All who
remain standing then take a new partner and the activity continues until only one pson
has not smiled or laughed.

Icebreakers adapted from Cougar Clues, University of Minnesota at Morris.
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An agenda is essentially a plan for your meeting. Planning ahead to develop a solid agenda
before each meeting helps you to organize the information that you need to cover,
remember any special materials that you might negto bring, and figure out how long the
meeting will take. Agendas allow meetings to have a logical flow.

Before Writing an Agenda
Make sure that you have all necessary items by:

1 Reviewing previous meeting minutes.

1 Check with persons who had assigned dutg and find out if they are ready to give
reports on their work.

1 Write, copy, and circulate the agenda ahead of time via mail @mail. Group
members who know whatis involved ahead of time may have more to contribute.

Basic Format

1 Date, time and place ofmeeting.

Establish attendance.

2A0EAx T &£ 1100 OAAAT O PAOGO 1 AAGET C 1T 0 AOGAI
New business, new itemsz ask for last minute additions to the agenda at the
beginning of the meeting.

= =4 =

1 At the end of the meeting, have time designated for veewing major decisions and
delegated responsibilities.

Additional Tips

1 Rotate secretarial duties.

T ofl AAA OEIi EI AO EOOOAO OI CAOEAO 11 OEA ACAT A
AEA T AAGET ¢ xEiIl OEAT EAOA AAOOAO OA&I T x86

1 Allow time to debate controvesial items.

A N 2 A~ A
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Sample Agenda

Title of Organization or Committee
Date, Time, and Place

.  Callto Order VI. Old (Unfinished) Business
II. Record Attendance VII.  New Business

lll.  Approval of Minutes VIII. Discussion

Iv. /| FAEAAOOSE 2ADPI OXO Announcements

V. Committee Reports X. Adjournment

Minutes

A well-written agenda cannot only make your meetings more efficient, but they can also
serve as an outline forminutes , which is a set of noteslescribing what took place at the
meeting. Minutes should be taken during the meeting, typed and circulated before the next

i AAOET ¢ O OEAO DPAIPIA xEI xAOAT 80O OEAOA
Minutes also give members who were present a chae to review what has already been
done. Important information to list in minutes includes:

Name of organization.

Date, time and place of meeting.

Full name of presiding officer.

Attendance list as well as who was absent.

= =4 =4 4

Record of whether or not minutesfrom the last meeting were approved and/or
corrected. If corrected, list the corrections.

1 Record of all motions passed including names, dates, places and any other pertinent
details. State the names of who proposed and seconded the motions.

1 Record the umber of affirmative and negative votes that involve counting. If roll
call is taken, how each member votes should be included in the motion.

1 Record the time of adjournment
1 Name of the person taking the minutes.

2009 ¢ 2010 Student Groups Manual 56 |Page AUGSBURG
COLLEGE

ET I



Useful Tips

Motivation
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1 Growth Ability to increase one's skills and competencies, performing new
or more complex tasks, participating in training programs.

1 Recognition Promotion within the organization, praise for achievements,
feedback (both positive and constructive criticism,) receivig an
award, printed references to an individual's activities, being
"listened to."

1 Achievement Opportunity to solve problems, see ideas become reaeach goals.

1 Participation  Involvement in organizational decisionmaking, planning and
schedulingand controlling one's own work activities.

1 Enjoyment Having fun in a warm, friendly, supportive atmosphere.

Motivation for Success

l

= =4 =4 4 -4 -5 -2 -5 -1

Share responsibility, remembering that as you take credit for the successes, you must
also share in the failures.

Understand that asa leader you can empower others.

Remind yourself that only participation can help others make their jobs meaningful.

diiOol EAAOA OEA OxEU6 AO xAll AO OEA OxEAOQG
Evaluate accomplishment based on results rather thanrothe activities engaged in.

Sincerely be humble, knowing that most people would rather succeed than fail.

Seek always to set a good example, and expect good performance from others.

Setgoals and priorities for your job so others can build their goals toard these.

Unceasingly seek to be objective, fair, and honest in your act and deed.

Light the way for change.

Six Keys to Motivation

Ask for help! Make people feel valued and important.
Use lots of positive reinforcement, and personalize it.
Build relationships.

Understand different points of view.

Hwbn R
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5. Model what you want.
6. Refuse to accept poor performance.

Twenty Helpful Hints for Motivation

1. Allow time for yourself. 11.Pause to look around, assess.

2. Pay less attention to time. 122 AcO1 AGA ET x 1 AT L
3. Avoid discussing business over meals. 13. Meet with an energetic friend.

4. Try to change your hyperhabits. 14.Find some quiet time daily.

5. Place motivational quotes in your view. 15. Say no.

6. Ask for help. 16. Finish one goal at a time.

7. Sell an idea. 17.Collect appreciation.

8. Smile! 18. Talk to a significant other.

9. Tell yourself a joke, laugh out loud. 19. Exercise daily.

10. Attend to your health, diet, and sleep. 20. Watch for cycles in your mood.

Additional Tips

Make the members in your groups want to do things make it fun!

Be a good listeer.

Give feedback constructively

Praise in public.

Give credit where credit is due

o1l AU Op OEA DPi OEOEOAh APPOAAEAOA PAT PI AGO AI
Be consistent.

| ATEO EO xEAT Ui B680A xOiTcCc 10 EAOGA 1T AAA A 1E
If an idea is adopted tell the group why.

Don't be upset by little hassles.

Use every opportunity to give your members a semsof the importance of their work .

Make personal contacts outside of meetings to encourage participation

Avoid assigning unnecessary tasks

Be open to feedback, both positiverad negative, from members

Establish agenuine feeling of belonging to a group.

= =4 4 -4 4 45 -5 9 -5 _42 -9 -2 -9 -5 _°3

Motivation adapted from Cougar Clues, University of Minnesota at Morris; Thunder Bolts,
North Dakota State University; and Dr. Sara Boatma@sape Theory of Motivation
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What Is Networking?

Networking is the process of developing and nurturing relationships with people.
Networking enables you to get to know people, make fage-face contact anl become more
comfortable with sharing information about yourself and your goals. It is important to
recognize that networking is valuable, orgoing processes that will benefit you throughout
your life z especially when job searching after college!

Identify and Building Your Network

O4EEO All O1TO1T A0 COAAO AOO EI x AT ) CAO O0OAO0O
and compiling the information of people who, would also, make good informational

interview contacts. If you have already done some farmational interviewing (general

information gathering interviews that you schedule with people who work in the areas that

you are interested in) then you now have an additional list of peoplewarm contacts- that

you have developed a relationship wittand who will probably help you if they can.

Make Contact

Develop a contact list- a list of people you know. Think broadly and include every
possibility when compiling your list. Consider these folks when creating your list:

1 Friends 1 Friends of Your family

1 Family Members 1 Fellow Members of Student

1 Alumni/ae Organizations

1 Faculty and Staff 1 Employers, Past/Present

1 Former Teachers 1 Coworkers, Past/Present

f Neighbors T / OEAO 001 FAOOEI
1 Classmates Encountered

1 Roommates 1 Advisors

Before contacting those inyour network, be sure to do the following advance work:

1 Assess your skills, interests, abilities and experiences.
1 Identify your career goals and expectations for your networking experience.
1 Identify how each person you will contact can help yog be prepaed to tell
OEAI xEAT OEAU AOEh O7EAO0 AAT ) Al & O Ui

1 Set goals and objectives for your networking process.
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1 Be able to answer yes to the following questions:
o Am | prepared to talk about myself?
o Am | prepared in what | want to say? (Would a brief scriphelp me along?

Throughout your networking process, let those in your network know:

1 Your goals and objectives.
1 The goals and objectives of your student organization.

1 If you are looking for work, an internship, assistantship, etc. and what type of
experienceyou are looking for (if applicable).

1 You would be interested in any referrals they might have.

1 Your contact information z create your own contact card to hand out and
include: name, phone, email, position(s) you holdgeneral qualifications etc.

Follow-Up and Keep Your Network Active

1 Follow-up as soon as possible call people as suggested, letting them know
whom it was that referred them to you (also good to let those who suggested
them know you called them and the outcome).

1 Send a thank you note.

1 Be a @od network contact for someone else.

1 Keep in touch with your contactsz let them know of your progress or if you have
any changes in your contact information. Remember, YOU are building the
relationship with them; it is your responsibility to keep in touch with them.

1 Keep track of your contacts keep organized who is who and what information,

special skills or contacts you received from them and to whom you have been
referred.

Remember: Developing relationships and building a network takes time, persistecy and a

sincere effort. Keep an open mind throughout the procesgssomeone may present a new
EAAA T O ETA 1TAAA OEAO UI O EAAT 8O AT 1T OEAAOAA
make contact with nowz someday you might be able to return the favadr

Networking Skills adapted from Student Unions and Activities, University of Minnesota at
Twin Cities.
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Officer Transition

The transition of leadership in your organization can be smooth or a total disaster, and can
determine the effectivenessof the group for years to come.The key to successful transition

ET OT1 OAO 1T OEAT OET ¢ OEA 1 Ax 1 dEkidgAhow ofieérstoc EA OGS O
see how their skills can best meet the needs of the group. It helps to view the transition

time as a period of training for the new people and closure for the old.

I {Y220K ¢NIyaArAdGA2y LAaX

1 The responsibility of both the outgoingand incoming members.

1 A way to help the group avoid starting over or starting from scratch every year.

1 A transfer of significant organization knowledge.

1 A sense of closure for the outgoing members.

1 A utilization of the valuable contributions of experience leaders.

1 A great opportunity for outgoing leaders to evaluate the year.

1 An orientation process for new leaders.

1 Atime for incoming leaders to ask questions and outgoing leaders to give advice.
9117 TOOCIEIC I AAAAOGO | AOGOEBGADL AA OI OAU 0O)

Specific Information to Give New Officers

9 Constitution and Bylaws
Position description of officers
Description of committees
Resourcelist of important people
List of basic annual procedures
Organizational member list
Calendar of events
Mission/purp ose of organization

List of goals for the organization
Handouts on appropriate topics
Financial records

Status reports on current projects
Evaluations of previous projects
Meeting minutes and agendas
Historical records of organization
University handbooks

=4 =4 =4 =4 A A2 =2
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Working with New Officers
A new officer will be more effective if the outgoing officer or adviser spends time with that
person to help him or her learn the ropes. Here are a few ideas:

9 Share effective leadership qualities and skills.
1 Share problems and klpful ideas, procedures and recommendations.
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View reports with traditions, ideas, completed projects, concerns, and loose ends.
Go through organizational files.

Acquaint them with office surroundings and procedures, storage areas, etc.

Meet together wthOEA T OCAT EUAQOET 1860 AAOEOAOS

= =4 4 A

Retreats

Retreats are a fun way to train new officers. Hold the retreat in a getwvay location, so
DAOOEAEPAT OO0 x1160 AA AEOOOAAOAA T O AEOOOOAAA
activities. Refreshments help lighten he atmosphere. Two types of sample retreats are

outlined below.

Old/New Officer Retreat
This should be held right before the new officers take over. #etreat schedule might be:

9 Icebreakers

%OAl OAOETT 1T /&£ UAAO6O AOAT OO AU 1T O0OCIEIC T &
Officer exchangs: pair up to distribute and discuss position responsibilities

Goals examination: report by outgoing officers

Old officers depart, leaving new officers to discuss the coming year

Brainstorm theme ideasand goalsfor the year (i.e. what will your mission b&)

Discuss expectations of each other

=4 =4 4 4 A8

New Officer Retreat
This should be held right after the new officers take over. retreat schedule might be:

1 Icebreakers, team builders, gettingo-know-you exercise

Policy, Constitution, Bylaws review

Expectations ofone another, including the advisor

Review goals, formulate objectives, and create an action plan for each goal
Budget review

Schedule of events for the coming year

= =4 4 A A

Officer Transition adapted fran Student Unions and Activities, University of Minnesota at
Twin Cities.
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What is Parliamentary Procedure?

Parliamentary Procedure can sometimes appear intimidatig and confusing.
However,what Parliamentary Procedure sets up is a specific set of rules for the easy and
orderly conduct of meetings. It allows every person within the organization to be heard
which helps members to make decisions. In short, this time $&d method of conducting
business is a way to insure democratic rule, protection of rights, flexibility, and a fair
hearing for everyone.

WhenUsingt NI Al YSYUF NBE t NPOSRdAzZNBEZ 9 @SN

1 How to obtain the floor to make a motion or to speak ta motion.

How to phrase a motion.

The ranking of motions.

Member's rights in debate.

When the president has over stepped their role as facilitator and how to correct it.
How the rules in large meetings differ from rules in small boards and committees

= =4 4 4 A

Making a Motion

A motion is a proposal that the entire membership take action or a stand on an issue.
Individual members can:

1. Call to order.

2. Second the motion.
3. Debate the motion.
4. Vote on motions.

Presenting a Motion

1. Obtain the Floor.
a. Wait until the last speakerhas finished.
b. Rise and address the Chairperson.
c. Wait until the Chairperson recognizes you.
2. - AEA A -1 OETIT 8 O) i1 O6A OEAOG8S
a. Speakin a clear and concise manner
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b. Always state a motion affirmatively (i.e. say, "I move that we ..." rather than, "I
move that we do not ...").
c. Avoid personalities and stay on your subject.

3. Wait for Someone to Second the Motion.
a. Another will second the motion, orthe Chairperson will call for a second.
b. If there is no second to the motion, it is lost.

4. Allow the Chairperson to State the Motion.

a. The Chairperson will say, "It has been movednd seconded that we...", thus
placing the motion before the membership for consideration and action.

b. The membership then either debates the motion (see below), or may move
directly to a vate if no one wants to discuss.

c. Once the motion is presented to the membership by the chairperson it becomes
"assembly property”, and cannot be changed by the movaithout the consent
of the members.

5. Debate the Motion.

a. The time for you to speak in favor othe motion is at this point in time, rather
than at the time itis presented.

b. The Chairperson will select people to speak in favor and against the motion. A
time limit may be set for those speaking.

c. The"mover" is always allowed to speak first. Turns Wi alternate between those
speaking in favor and those speaking against the motion.

d. All comments and debate must be directed to the Chairperson.

e. The mover may speak again only after other speakers are finished, unless called
upon by the Chairperson.

6. Vote on the Motion.

a. The Chairperson willask, "Are you ready to vote on the question?"

b. If there is no more discussion, a vote is taken.

c. ) £# OEAOA EO i1 OA AEOAOOOEITh AAAAOA 1T AU A
O OEA DPOAOGET 00 NOAaolitdké placeBrmmediaiely AlE A A OA
whether to stop debate and vote on the question or continue debate. Stopping
debate requires a twaothirds majority.
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Methods of Voting

The method of vote on any motion depends on the situation and the Bylaws of policy o
your organization. There are five methods used to vote by most organizations:

1.

By Voice
The Chairperson askghose in favor to say, "aye", those opposed to say "no". Any
member may move for an exact count.

By Roll Call
Each member answers "yes" or "noas their name is called. This method is used
when a record of each person's vote is required.

By General Consent

When a motion is not likely to be opposed, the Chairperson can say, "If there is no
objection..." The membership showsagreement by their sience. However if one
member says, "l object,” the item must be put to another type of vote.

By Division

This is a slight verification of a voice vote. It does not require a count unless the
Chairperson so desires. Members raise their hands or stand.

By Ballot
Members write their vote on a slip of paper; this method is usefbr secrecy.

There are two other motions that are commonly used that relate to voting.

1.

Motion to Table
This motion is often used in the attempt to "kill* a motion. The option is alays
present, however, to "take from the table", for reconsideration by the membership.

Motion to Postpone Indefinitely

This is often used as a means of parliamentarstrategy and allows opponents of
motion to test their strength without an actual vote beng taken. Also, debate is once
again open on the main motion.

Parliamentary Procedure adapted from Student Unions and Activities, University of
Minnesota at Twin Cities.
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ORIENTATION

. X May you Need a Is it Can it be What vote = Canit be re-
To Do This You Say This . . i
interrupt? | second? debatable? amended? is needed? @ considered?
Adjourn meeting 0) i1 O6A OEAO x No Yes No No Y+ 1 No
Call intermission O0) 11 06A OEAO x No Yes No Yes Yo+ 1 No
Complain about 0) OEOA Oi A N
. PR - Yes No No No No vote No (usuall
noise, heat, etc. DOEOEI ACA80 v (usually)
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i i 1 1,
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AU8BO
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business
p hi . . .
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Suspend rules O) 11 O6A 61 0060
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improper matter
Verify voice vote x . o
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information
Take up a = ol
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hasty action I'1 806
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Goals to Recruiting Effectively

The first step in recruiting new members is to know what you are recruiting them forThe
purposefulness of the organization can be communicated through a few shared ideas,

will perform will allow potential members the ability to see what they are joinng before
they come to a meeting.

Vision

Mission

Goals/Values

Functions

Marketing

A vision is the internal idea that the organization has about itself and
how it wishes to function as an organization. The vision should be a
long term picture of where the organization should go, whom it

should seve, and what is its importance within the community.

A mission is slightly different, in that it is typically an external view of
what the organization considers its priorities or goals.It is extremely
important in communicating the importance and the services of the
organization. The mission may be used in marketing strategies to give
detail about what your organization holds to be its strongest values.

Before you can recruit members, your organization needs to have a
set of goas and values for which it stands in order to keep the
members interested in joining. Coming up with both long and short
term plans helps to keep the organization centered and prepared for
the entrance of new members. Getting your new members on board
by showing them a list of the goals/values of the organization and
allowing them the time to by-in will increase your retention, too.

Your organization does many things, but how does the rest of the
world know what they are? You need to come up wita list of your
main functions and objectives to communicate to the rest of the
university, as well as to all of your potential members.

Marketing is another key component to the recruitment of new members. Often, we only
look at marketing as he recruitment, but it is not the only aspect. Remember that
marketing can only catch the eye, and that the internal goals of the organization will keep

them interested.
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When marketing for your organization, finding a common theme, logo, or slogan that is
used on all materials will help with name recognition. In finding a logo, be sure to do your
research. If another group is using something similar, you may be mistaken for them or
them for you. Also, be sure to utilize your mission, vision, values, arfdnctions in
determining the logo. Being consistent is probably the most important part of your
marketing strategy.

Leadership Opportunities

Offering Leadership Opportunitiesis another great way to keep members coming. Offering
students the chance to gt experience as officers, through internships, or by being active
within their chosen field of study will increase the number perspective students. Giving
people what they are looking for will give your organization more credibility, as well as
more attention from students looking for involvement opportunities.

Retention

1 Organization within the organization is the first part of keeping members
interested. Once a person joins an organization, they will want some sort of
structure to work within (i.e. having officers with defined roles). Know who is doing
xEAO AT A xEAT S8 50EI EUA Ui 60 1 Ai AAOOGEED £
just have them attend meetings and listen to others).

A Creating friendliness and a welcoming environment for your new members is key
in getting them interested and keeping them coming. If a new member does not feel
TAARAAA AU OEA 1T OCAT EUAOGEITT 10O xATATT A ET (
The key is to get them involved from the gego. Include them in on social
opportOT EOEAOh AOGAT O pPI ATTETCh AT A ET OEOA OEA
aware of their need to be a part of the group.

A A shared vision can make or break an organization. If the people within the
organization believe in the same thing, foresee thegssible outcomes/future of the
group, and are all working toward that common goal, your membership will buyn.
They will become more actively involved with the group and help to accomplish
your goals. If no one can see what you are focused on, whereyod 1 EEA OI AT .
no one will strive to do better.
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A Offer resources to your membership. People join organizations because they are
missing something from their lives. They want to gain from their membership.
Become a resource yourself, by being activeitin the campus community with a
variety of departments and faculty and staff. Provide resources, such as officer
AET AAOO 1T 0O 1 AT OAil 6h AAAAOGO O1 OEA 1T OCAT EU,
and access to your advisor. Also, offer them the opganity to become a key player
in order to give them skills and gain leadership experience.

Recruiting new members consists mainly of being visible, through marketing; having a
solid purpose, through a vision, mission, and goals; welcoming new members, thgh
inclusiveness; and offering new member resources that are unique to your organization. |If
an organization can meet the needs of its members, it should be able to recruit and retain a
strong membership that is active within the University community.

Recruiting New Members adapted from Leader Bits, University of Kansas.
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Retreats are a fun way to train new officers or energize a group.It is an opportunity to

separate the group from normal surroundings and distractions to accomplish specific goals.

For example, a group could hold a retreat to develop a mission statememt brainstorm a
OEAT A A O 1TAgO UAAOGO A O Adwaydosation, @ridispgend Giraed
engaged in training. The following ideas can help make your retreat a success.

Goals

What do you want to accomplish at the retreat? Participants shoulkhow ahead of time
why they are there and what they expect to accomplish. Possible goals include:

1 Team building, unity, awareness 1 Training / skill -building
1 Communication 1 Problem solving
1 Socializing 1 Program development
1 Orienting 1 Planning
Logistics
Budget 1 Calculate anticipated costs (i.e. facilities, food, supplies, etc.).
1 Examine funding sources.
1 Determine the cost per participant.
Facility 1 Know how to get there.
1 Know what exactly is provided.
1 Obtain a contract when deposit is made or required.
Transpor tation 1 Rent bus or vans, or setup car pools.
1 Duplicate directions for drivers.
Food / Drink 1 If cooking meals, assign people to buy food, cook, serve, etc.
9 Order catering for large groups.
1 If eating in a restaurant, make reservations.
Sleeping 1 If necessary, one overnight is usually sufficient.
Arrangemen ts 1 Find out what bedding is needed and inform participants.
Participants 1 Who should attend in order to accomplish these goals?
Timing 1 How much time isneeded and availabléo accomplish goals?
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Worksh ops / 1 An adviser orother staff membercould be a facilitator.
Exercises 1 Considerdifferent membersto facilitate parts of the retreat.
Agenda 1 Plan the agenda in advance, and schedule in free time.

1 Everyone involved should receive a copy of the agenda.
Cean-Up 1 Leave the retreat site clean and orderly.

Timeline for Planning a Retreat

3 Months in Advance
1 Decide on the date of the retreat and announce it to all members.
1 Reserve your retreat site and make a deposit.
1 Identify funding sources.

2 Months in Ad vance
1 Secure funding.
91 Determine the format of the retreat.
1 Contact any outside resource people.

1 Month in Advance
1 Send registration forms to members detailing info concerning costs and travel.
1 Arrange for equipment (i.e. overhead projectors) or needed matials.
1 Plan a menu and secure food reservations if needed.

2 Weeks in Advance
1 Call members who have not responded.
1 Send maps, an agenda, and a list of what to bring to participants.

1 Week in Advance
1 Contact the retreat site to finalize arrangements.
T Fina AT 11T EOOAA 1 AAOGET CO O 1 AEA OOOA pPAT PI A
1 Make a checklist of who is responsible for bringing what.

1 Day before the Retreat
1 Check with committee heads for lastminute problems.

Retreat Planning adapted from University of Wisconsin at L@rosse and Truman Leadership
Resources.
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What It Says

The Astin and Astin model promots the idea of developing the individual first so that the
individual is able to impact the group in a manner consistent with a conscious, committed,
and congruent individual. In turn, the group is then able to positively impact society at
large through astrong group of citizens that promote collaboration, common purpose, and
controversy with civility.

Finally, as a group of citizens, positive social change can result. The arrows in the model
indicate that individuals can move back and forth through edccircle as the lack of skill or
a new challenge dictates.

It promotes the values of equity, social justice, self-knowledge, personal
empowerment , collaboration , citizenship , andservice.

Group

Collaboration

Common
Purpose

Controversy with
Civility

\ Society

Citizenship

Individual /

Consciousness of
Self

Commitment

A

Change

Congruence
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leadership skills.
¢KS az2RSf I1la ¢¢g2 tNAYFNE D2Ifax
1. Self-Knowl edge
51 AAOOOAT AET ¢ T1T1TA80 OAI AT 6OO6h OAI OAOh EI

ET OA
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2. Leadership Competence
The capacity to mobilize oneself and others to service and to work collaboratively.

The Model Examines Leadership Development from Three
t SNELISOGABSAKX

1. Individual
Identify personal qualities to develop and foster for those involved with a leadership
program, and what personal qualities are most supportive of group functioning and
positive social chang.

2. Group
Collaborative leadership development that not only benefits the individual but also
to effect positive social change.

3. Community/Society
What are the social ends to the leadership development program? ldentifying
activities to energize the group ad develop desired personal qualities.
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Individual Values

1 Consciousness of Self
Being aware of the beliefs, values, attitudes, and emotions that motivate one to take
action.

1 Congruence
Actions are consistent with their most deeplyheld beliefsand convictions. Clearly,
personal congruence and consciousness of self are interdependent.

1 Commitment
Implies passion, intensity, and duration. It is directed toward both the group activity
as well as its intended outcomes. Without commitment, knowledgef self is of little
value and without adequate knowledge of self, commitment is easily misdirected.
Congruence, in turn, is most readily achieved when the person acts with
commitment and knowledge of self.

Group Process Values

1 Collaboration
To work with others in a common effort. It constitutes the cornerstone value of the
group leadership effort because it empowers self and others through trust.

T Common Purpose
To work with shared aims and values; works best when all members of the group
share in the vison and participate actively in articulating the purpose and goals of
the leadership development activity. It also helps to generate the high level of trust
that any successful collaboration requires.

1 Controversy with Civility
Recognized that differencesof viewpoint are inevitable and that such differences
must be aired openly but with civility. Civility implies respect for others, a
xEI 1 ET ¢GT AOO0 OI EAAO AAT 60 AAAE 1 OEA0O8O OE/
criticizing the views and actions of obers. Controversy can often lead to new,
creative solutions to problems, especially when it occurs in an atmosphere of
civility, collaboration, and common purpose.
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Community/Societal Values

1 Citizenship
The process whereby the individual and the collaboratie group become
responsibly connected to the community and the society through the leadership
development activity.

1 Change
The ultimate goal of the creative process of leadershipto make a better world and
a better society for self and others.

Social Change Model of Leadershipadapted from Student Unions and Activities, University

of Minnesota at Twin Cities.
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Stress Management

People ofen find themselvesstressedout. These tips may help you better manage your
stress levels. If your stress level is still causing you problems, consider calling Center for
Counseling and Health Promotion (CCHP) at 64230-1707.

Symptoms of Stress

1 Difficulty sleeping, restlessness
Perspiring more than usual
Upset stomach or stomach pains
Feeling confused

Inability to concentrate

Muscle tension: stiff neck, aching
back or shoulders

Feeling depressed

Lack of energy

Headaches

Relationship problems

Weight gan or loss

Change in appetite

Boredom

Frustration, easily annoyed

Cold hands

Rapid heartbeat

Generally anxious feeling

Dilated pupils

= =4 =4 4 A
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other minor infections

Causes of Stress

T

E N N

= =4 4 -4 4

Increased susceptibility to coldsand

Lack of stimulation or challengez
under load

Too much demand or stimulationz
overload

Environmental influences: too much
noise, excessive heat or cold,
pollution, overcrowding

Death of a family member or friend
Unsatisfactory personal relationships
Financial problems

Unemployment
Underemploymentz not challenged
in your job

lliness or injury

Negative Emotions

Change of any kind

Irrational thinking

Any threatening situation

Stress Management Is a Decision Making Process

1 Alter it z Remove the source of stress by changing something

1 Avoid it 7 Getrid of the situation

1 Accept it byz Building your resistance
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o Proper diet, exercise, rest, relaxation, meditation, support systems, changing
your perceptions

o Avoid perfectionism; develop good selesteem and set realistic goals and
priorities

Taking Care of Yourself Helps Control the Negative Influence of Stress

1 Eat a healthy, wellbalanced diet. Avoid sugary snacks and caffeine because the
short bursts of energy they provide leave a depressant effect after they wear off.

1 Exercise regularly to work the stess out of muscle groupings. Your body works
iTOA AEEEAEAT Ol U xEAT EOB8O0 EI CciT A OEADPAN

1 Get enough rest. Adults need 7 to 8 hours of rest per night.

1 Make time to relax and to do something fun.

What Can You Do To Beat Stress?

1 Be patient when dealing with personal problems. Discuss pblems honestly

without AAET ¢ ACCOAOOEOA 10 AAAOOET ¢8 (AAO OE/
1 Develop a financial plan! Budget your money and stick to it!
1 Use a calendar/planner to managegur commitments and allot time for yourself.

1 Make informed choices about classes, majors, transfer options and job
opportunities. Visit an academic adviser, a career counselor, a tutor, or your major
adviser. The more people you talk to, the more inforation you will have when
making decisions that affect your life!

T . AOGAO O1 AAOAOGOEI AOGA OEA DI xAO T &£ EEOA TET
library to pick something up or taking a couple minutes out of the evening to pick
out clothes to wear the nex day, those few moments spend planning ahead can
make a difference in wur stress level on a given day!
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Instant Stress Relievers

1 Take six deep breaths. Inhale, hold for 5 counts, and exhale through your mouth.
1 Close your eyes and visualize yourself in@easant and calm environment.

1 Take quick exercise breaks: take a walk at lunch, climb stairs instead of using the
elevator, stretch out.

1 A good laugh will make you feel better: save cartoons from the newspaper and keep
them handy near your work or studyspace.

1 Talk to a friend or write them a note or send an email.

T #EAT CA Ul 60 &£ AOGO &£ O EEOA [ ET OOAOS 301 P
something else for a few minutes and return to your project with a fresh
perspective.

1 Finish a small task on yourto-do list to feel a sense of accomplishment.

Stress ManagementAAADOAA &£OiT 1 - AOOI pi 1 EOAT 30A0A 51T EO
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work well together and enjoy doing so, and who produce high quality work.

¢SFY .daAfRAY3 Lax

8OEA DPOI AAOdlivefseEindiEtiuald iBtb @ group who share common goals,
objectives, and expectations, as will as a commitment to one another

Y .dZAfRAY3I La ! LILINPLINRLF 0SX

For a new group.

For an organization with large numbers of new people.

When members appear to be gaog off in different directions.

When members seem bored of irritable.

When there is a great deal of conflict of infighting.

When members have been apart for a while.

When you want to break from normal routine.

7EAT UT O xAT O O1 AiI1 06060 A cOl 66O OAAI ODPEO

¢
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Design for a New Team

1. Getting Acquainted
People who know each other tend to work better together than strangers.
Incorporate getting acquainted exercises into your meetings as well as during a
team-building workshop. One example of a getting acquainted @aty is
interviewing:
Group members pair up and interview one another for five minutes each. Partners
introduce each other to the group, including everything that they can remember about
the partner.

2. Sharing Expectations
Groups where members have a strog understanding of officer, member, and
advisor expectations tend to work more effectively together. Concrete position
descriptions and volunteer contracts can help establish expectations; however, it is
also effective to discuss expectations. One easyifoAO EO OEA O) A@bPAADS
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Team Building A

Leader passes out 3x5 cards where members list expectations of the leader, officers,
group members and advisor. Cards are passed in and expectations are listed on a
chalkboard, discussed, and accepted or rejected as raalist

3. Clarifying Goals
Group members work better together when they share the same vision of where the
organization is going. There is a higher degree of follothrough and support for
group goals when members are given the opportunity to voice their ideasnd
concerns. People support what they help to create.Hold a group goalssetting
OAOOETI 18 2A0EAx PDPOAOET OO cCci Al 6 Oi cAOEAO
year.

4. Develop Working Relationships
Each member of an organization has their own working stgl People with different
styles can work effectively together as long as expectations are clear and they
O1 AAOOOAT A AT A AAAADPO 1 OEAOOS ET AEOEAOAI
of strong working relationships is to openly discuss issues:

1 How will decisions be made?

What are our individual working styles?

What are our individual ways of dealing with conflict?

How will we assure everyone has the chance to speak?

How will we resolve differences?

How well we ensure completion of our work?

How will tasks be delegated?

=4 =4 4 4 8

Team Building adapted from Leader Bits, The University of Kansas; and University of
Michigan Student Organization Development Center.
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Time Management

Managing time means investing your time to get what YOU want out of life, including what
you want to get out of being a member of a student organization or out of taking a class.
Carefully considering how you spend your time helps yowtfocus on your values and goals
for work, family, school, social activities, and most importantly, yourself.

How Well Do You Manage Your Time?

Good time management is made up of many habits. Which of the following statements can
you honestly say that youlo?

N s A s -

)y DOEIT OEQGEUA 1U C

=

1 I do things in priority order.

1 laccomplish what needs to be done 1 | keep an upto-date schedule book.
every day. 1 I meet deadlines without rushing at
1 Iam on time with assignments. the last minute.
1 1use my free time efficiently. 1 1am up-to-date on my personal
1 | tackle difficult tasks without paperwork.
procrastinating. T9T) Ai160 1AO ET OAC
1 1am working up to my potential . from my tasks.
1 1spend enough time plannim. T ) A $pknd too much time on trivial
T ) DPOAPAOA A AAEI L matters.

Qu

)y OAi 6 OGEAOG UT O AEAI
Managing Time Helps Create Balance in Your Life

1. Plan
Start each day by making a general schedule with specific emphasis on one or two
things you would like to accomplish, including things that will help you to achieve
long-term goals. The more time we spend planning a project, the less there is to do
at the last minute. Use a calendar or a planner. Break tasks down into manageable
parts and tackle them one-by-one.

2. Concentrate
The amount of time spent on a project is not what counts, but the amount of
uninterrupted time.
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Time Management

3. Take Breaks
Working for long periods of time decreases energy and can increase tension and
boredom. Switching from a mental task t@ physical task, resting or exercising for a
while can reduce tension and improve your attitude.

4.  Avoid Clutter
Clutter hinders concentration and increases tension. When your workspace
becomes chaotic, take time to organize. You can only work on one thatga time, so
concentrate all of your efforts on the most important one. Organizing your desk
(and book bag) nightly helps.

5. Avoid Perfectionism
Unlike striving for excellence, which is committing to being the best you can be,
perfectionism is seeking theunattainable and is frustrating. No one is perfect so
AT180 AAAO Uil OOOAI £ OPA
6. , AAOT O1 OAU O.1/ 6
, AAoT O1F bPiTEOGAT U AAAT ETA OANOAOOO OEAO Al
your motivation is not to get out of work, but to save time to do a hiter job on the
OAAT T U EIi Bl OOAT O OEET ¢Oh UT Obéwadterse AOA A Ci 1
7. $11780 POT AOAOGOET AOA
000 Al EOS "EOA UT O0O0CAI £# A OAxAOA xEAT E
8. Delete
Getrid of timex AOOET ¢ AAOEOEOEAO AT A EAAEOOSB ) £ L
divert from your real goals and sap your energy, make positive change and delete
them from your schedule.

9. Delegate
Learn to delegate challenging and rewarding tasks, along with authority to make
decisions.

10. ! OT EA Q@EIOEA 301 AOIITA®G
$1 160 linkeferewith@He really important things such as family, friends, and
happiness.
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Common Causes of Procrastination

=

= =4 4 -4 4 48 5 a2 -9

Low tolerance for frustration.

Fear of failure, or fear of success.
Perfectionism.

Distaste for a particular task.

Selfdoubt.

Feeling ovemwhelmed by the whole task.
0) xI OE AAOO O1 AAO
7AEOQET ¢ O OGAO EI
Loss of motivation to complete the task.
Inability to see the task as important.

G¢2 52£& [Az2

Write down upcoming tasks.
Number each task in order of

priority.
Doeach task in order.
$1 178680 ci 11 OI

you finish the preceding one or
when you have done as much as
you could for now.

Any uncompleted tasks at the end
I £ O AAuU AAATIT A
priority.

Time Management adapted from Cougar Clues, University of Minnesota at Morris.
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ORIENTATION

Athletic Facilities
Reservations through Ahletic Facilities can be made by calling 61:330-1504.

Campus Activities and Orientation

Reservations through CAO can be made by filling otlte appropriate form located either in
OEA ' OCCEAGO . Adfh.adgsburd.edu/cBoE A xAA AO

Phone: 612330-1418

Email: cao@augsburg.edu

Event and Conference Planning
Reservations through Eents and Conference Planningcan be made on the web at
www.augsburg.edu/eventservices

Phone: 612330-1104
Email: events@augsburg.ed
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ORIENTATION

Christensen Center

Reserve Through

Room (Capacity)

Campus Activities and Orientation

Student Lounge (50),Skyway to UrnessMortensen
Lobby (n/a)

Event and Conference Planning

Augsburg (30), Cedar (14), Center Commons (350
Century (24-75), Coopers(25), East Commons (120),
Gallery (5), Harbo Chapel (20), Marshall (2®0),
Minneapolis (60), Nelson Room, Riverside (20),
Student Gallery 60-100), West Commons (120)

First-come, firstserved

! OCCEA &iéhBowd OOh

Foss Center

Reserve Through

Room (Capacity)

Event and Conference Planning

Rm 175 (24),Rm 22A (12), Rm 22B (25), Atrium (20
60), Hoversten Chapel (400), Hoversten Chapel
Concourse (70100), Green Room (30)7 Tech
Classes (1830), Theatre (150), TV Studio (100),

Reserve Through

Kenned

y Center
Room (Capacity)

Event and Conference Planning

Rm 303 (30), Rm 305 (30), Rm 307 (30)

Reserve Through

Melby Center

Room (Capacity)

Athletics Facilities

Si Melby Gym

Music Building

Reserve Through

Room (Capacity)

Event and Conferencélanning

Rm 4 (25), Rm 5 (25)Rm 22 (30), Rm 23 (30), Rm
24 (30), Band Room (50), Choir Room (60), Sateren
Auditorium (220)

Reserve Through

Room (Capacity)

Event and Conference Planning

Rm 101 (24), Rm 102 (18), Rm 103 (12), Rm 104
(22), Rm105 (40), Rm 107 (20) Rm 201 (12), Rm
202 (30), Rm 203 (12), Rm 204 (12), Rm 206 (30),
Rm 208 (23), Rm 210 (32)
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Oren Gateway Center

Reserve Through

Room (Capacity)

Event and Conference Planning

Rm 100 / Adeline Johnson Room (160), Rm 103
(15), Rm 111 (30), Rm 112 (15), Rm 113 (30), Rm
114 (30), Rm 200 (30), Rm 201 (30), Rm 202 (30),
Atrium (50-100)

Outside Locations

Reserve Through

Room (Capacity)

Athletic Facilities

Field / Dome, Ice Arena, Tennis Courts

Event and Conference Planning

Quad (20)

Science Building

Reserve Through

Room (Capacity)

Event and Conference Planning

Rm 123 (133)

Sverdrup Hall

Reserve Through

Room (Capacity)

Event and Conference Planning

Rm 1 (30), Rm 2 (30) Rm 102, Rm 201 (24), Rm 202
(28), Rm 204 (24), Rm205 (24), Rm 206 (28)
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Appendix

Campus Telephone Directory

All four-digit numbers start with 612 -330-xxxx; only the last four digits need to be
dialed when calling from any designated Augsburg College campus phone.

ACCESS CeNIEY . . . e e e e e e e w2 X 1749

Administrative Accounting . . .. ... x 1088. . .
AdMISSIONS. . ..t e x 1001
AlumniRelations . . ... ... .. . . . e X.1462
American Indian Student Services . . .. ...... .. e v e e L. X 1144
Athletics . e et am——— 0w X 1249
AthletlcFacmtles i ... X 1504
Augsburg College Bookstore ................................. 612-359-6491
1 8 OEAT.AO.. e, ...812-359-6475
Campus Activities and Orlentatlon (CAO) ....................... x 1418

Center for Learning and Adaptive Student Serwes (CLASS) . .. .....x.1053
Center for Service, Work, and Learning (CSWL)................x1148

Custodial Services . . . ... x1717......
Department of Public Safety (DPS) . ............. ... ... .. . u.. X.1717
Event and Conference Planning . .. ........... ... ............ x.1104 . .
Hispanic/Latino Student Services . . . .. ..ot . X 1309
Human ResoUrCes . . ... i e e e x 1058. .. ...
Information Desk . D @ 100 ]0)
Information Technology(IT) e 0. X 1138
Lesbian, Gay, Bisexual, Transgender Questlonlng, Intersex and

Asexual (LGBTQIA)Services . e e X 1499
PantAfrikan Center . . ... . e x 1022
Pan Asian StudentSerees . .. .................c it innn...X1530
Purchasing . . ... .. x 1668.......
Residence Life . . .. ... . . e x 1488
StepUP®. . . .. e . X 1405,
StudentAffairs Office . . . ... ... ... .. . . . e x 1160
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