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Being a Student Organization Advisor is not an easy job…
· But we think you are up to the job.

·  As you read through this information, keep in mind that it is to help ease your role and provide some helpful hints to advising. 

·  It is also to serve as a guide to the policies and procedures of the College as they relate to student organizations. 

Thank you for your commitment to student involvement on the Rhodes College campus. Best wishes for an incredibly successful year!

Student Organization Development Team
901.843.3552

Why do we have student clubs and organizations on campus?

Research confirms that involvement on campus promotes a number of desirable outcomes, including the increased retention rates, the improvement of student academic performance, the promotion and development of leadership skills, and a greater appreciation for diversity. Indeed, student involvement can be a rewarding component of each student’s education. Through participation in activities and clubs, students can complement the classroom curriculum with related out-of-class experiences, form relationships with other students with similar interests, develop mentoring relationships with faculty and staff and utilize life skills such as decision making, planning, and critical thinking. Student organizations also help to build a sense of community on this campus. A college community with a thriving, out-of-class experience is best suited to support academic and personal development.

How is an advisor selected and what are the qualifications to serve as an advisor?

Every student club or organization must have an advisor. Advisors must be a member of the faculty or staff employed on campus. The students should ask the faculty/staff member if he/she would be willing to serve as an advisor. Then, to serve as advisor the faculty or staff member must agree and should confirm this via email or letter. The voluntary association between the advisor and the organization should continue as long as both parties believe the relationship is productive and mutually satisfactory. An individual should not accept the invitation to serve in this important role unless he or she is prepared to fulfill the expectations. 

What is the role of the advisor?

The advisor plays a critical role in helping a student organization achieve success. Student leaders are fairly transitory, so the advisor is in a unique position of providing continuity for the organization to make transitions seamless. The advisor should be thoroughly familiar with all institutional policies and practices related to student organizations. He or she should make sure that the student leaders have appropriate information so that they will abide by all policies and procedures and be as effective as possible
Responsibilities of a Faculty Advisor
The specific roles and responsibilities of an advisor will vary from group to group and from advisor to advisor, but the following presents a list of general responsibilities.

Communication Link  

The faculty/staff advisor is the primary link between the student group and the administration of Rhodes College. Because of this, you must be familiar with institutional policies and procedures in order to convey accurate information to the club. The Office of Student Involvement communicates with student organizations via the advisors about such important things as how to apply for and access funding, leadership training, SACK Fair, etc. Therefore, the advisor should be sure to respond to all communication from Student Involvement and relay the information to your organization’s leadership. The Office of Student Involvement will also communicate directly with student leaders, but often advisors are more readily available, especially during the transitional period between semesters.

Financial Supervision
The advisor should monitor the organization’s budget. Some student organizations have received money from Rhodes College’s student-run Allocations Board. Advisors must sign all paperwork concerning their organization’s budget. 

Organization Meetings 
The advisor should attend enough of the organization’s regular meetings to stay informed of its activities or should have regular meetings with the club president if meetings are held at an inconvenient time for the advisor. Outside of that, the advisor should be available (via email or phone) for consultation and/or to introduce new ideas and suggestions. Meetings should be held as often as necessary. Most clubs meet either weekly or monthly.

Operational Guidelines 
The advisor should become familiar with the contents of the organization’s constitution. Ask the student organization leader for a copy once at least once a year or contact the Office of Student Involvement for the most up to date copy. The Rhodes College Student Handbook and Student Organization Advisor Handbook will help you to ensure the organization’s actions are in line with the goals Rhodes College as well as the guidelines of the specific organization.

Leadership Development
Through personal interaction and program development, the advisor can play a significant role in furthering leadership development, personal growth of members, and identifying new leaders for the organization. Some organizations choose to have a formal leadership building retreat or workshop during the year. 

Events
The advisor must be aware of and consult on all activities of the group and participate when possible. Help your organization to ensure that all events, activities and programs scheduled by the organization follow proper planning procedures as specified by the Rhodes College Office of Student Involvement as well as the office of Scheduling and Events.
Continuity
The turnover of officers and members is often frequent. The advisor orients new officers and members to the history and purpose of the group and helps them to build upon it. The advisor can also play an important role in helping members look toward the future by developing long-term goals and communicating those plans to future members. The key to success is remembering that the organization belongs to the students, and part of student development may include allowing for mistakes or organizational and programming experiments.

Personal Assistance
The interaction between the advisor and organizations and their members provides a unique opportunity to assist individuals. Knowledge of campus and community resources enables the advisor to make appropriate referrals. Always remember to maintain appropriate confidentiality when students disclose personal information, but also know when to seek guidance. If issues arise, notify the Director of Student Involvement or the Rhodes College Counseling Center.

Interpretation of Policy
As a representative of the College to your organization, you are constantly in a position to interpret the policies and regulations of Rhodes College that are relevant to your organization. You can find Rhodes College’s general policies in the Student Handbook (http://www.rhodes.edu/about/937.asp). If you are unsure, please confirm any interpretations of policy with the Director of Student Involvement. 

Organization Member Responsibilities to the Advisor
Just as you, the faculty advisor, have responsibilities to the organization you represent, the students of that organization have some responsibilities to you. Some are listed below.

· Members should discuss their expectations of the advisor's role with you from the beginning.

· Members should notify the advisor of all meetings. They should not hold meetings without the advisor’s knowledge (although the advisor need not be at all meetings).

· Members should provide the advisor with copies of all minutes.

· Members should consult the advisor before any changes in the structure of policies of the club are made, as well as prior to the undertaking of any major projects.

· Members must understand that although the advisor has no vote, he/she should be allowed speaking privileges.

· Members must remember that the responsibility for the success or failure of a group project rests ultimately with the group, not the advisor.

· When situations arise where there are disagreements with the advisor, members must meet with the advisor outside of club meetings to discuss their concerns and offer suggestions on how to resolve the situation.

General Event Planning Checklist

General Information

Event Name: _____________________________________________________________

Objective: _______________________________________________________________

Theme (if any): ___________________________________________________________

Type of event: ____________________________________________________________
Date: _________________________ 
Day of week: ___________________________

Location:  ___________________________________

Time: ________________

Facilities

If a reservation is needed, go to the Events Management System (EMS) at http://www.rhodes.edu/login.asp. 
Budget and Agenda

· Determine the overall working budget for the event as well as how the budget will be allocated

· Plan for fund raising activities, if applicable

· Who will be involved in the event?  For example, will the general public be participating?  Will a speaker need to be scheduled for opening remarks or during awards presentations?

Key Participants __________________________________________________________

Will anyone need assistance preparing remarks?________________________________
Scripting needs (if any): ____________________________________________________

Identify and invite all guest speakers/entertainers involved in the event. Process the paperwork.

Audience Building

Determine exactly who you would like to attend your event.  Will the event be for just your membership or will it be open to the whole student body?  Remember to consider each group differently when designing your promotional materials.  If the event is to be open to the full student body, the event and promo materials will have to be detailed in more common terms and outlined in a manner that a layperson would understand.

Target audience(s):________________________________________________________
· Consider if you will co-sponsor the event with another group with similar or related interests (for instance, Rhodes Activities Board or Residence Life).

· Think about how the participants or guests will be invited to the event.  Start designing a poster and flyers for the event.  Be sure to include a contact phone number or email address for more information.
· Determine if you’ll need tables and chairs or a catering for your event and reserve those items through the EMS

Set Up

Once event space is reserved, think through the things you’ll need to do to set it up:

· Tables, chairs,

· Vendor table or booths

· Podium

· Lighting

· Plants and decorations

· Photography/videography

· Parking

· Directional signs

· Event banners/flags

Possible Needed Printed Materials

· Speaker handouts
· Programs
· Registration materials
· Nametags
· Place cards
· Schedule of events
Are there any special presentations during the event?____________________________
Day of the Event

· Check on the set up of the event 1-2 hours in advance (more for a more complex set up)

· Make sure all printed materials are available
· Be available to handle any last minute changes
· HAVE A GREAT EVENT!!!

A Quick Guide to Parliamentary Procedures

MAKING A MOTION

(after obtaining recognition by the Chair):

"Madam/Mister Chair, I move that ..." Requires a second; It is then open for discussion; it is put to a vote (simple majority); the result is announced by the Chair.

AMENDING A MOTION
(after obtaining recognition by the Chair):

"Madam Chair, I move to amend the motion by a) adding the words; b) striking out the words; c) substituting the following language for specified language in the main motion..."; Requires a second; It is then open for debate; is put to a vote (simple majority) and the result announced by the Chair.

REFERRING TO COMMITTEE
(after obtaining recognition by the Chair):

"Madam Chair, I move to refer the motion to a (or, to a specific) committee."  Requires a second; It is debatable as to the wisdom of referring to committee, but the merits of the main motion may not be debated; a simple majority is needed; the result is announced by the Chair.  

POSTPONING CONSIDERATION
(after obtaining recognition by the Chair):

"Madam Chair, I move to postpone the motion:  a) until later in this meeting; b) until a specified time in this meeting (e.g., 4:30 pm); c) until a future meeting (e.g., December 4); or d) indefinitely." Requires a second; the wisdom of postponing to a definite time may be debated but the merits of the main motion may not be debated; if postponing indefinitely (a way of dropping consideration without commitment on an issue), the merits of the main motion may be debated; a simple majority is needed to carry, and the result is announced by the Chair.

CLOSING DEBATE
(after obtaining recognition by the Chair):

Madam Chair, I move (or, call) the previous question."  Requires a second; may not be debated; requires a two-thirds majority; the result is announced by the Chair.  If the motion carries, all debate on the pending question (main motion or amendment) ceases and the pending question is put to vote immediately.  If the motion to move/call the question fails, debate continues.

POINT OF ORDER

A member may rise at any time if s/he believes a rule of the assembly has been violated and address the Chair, "Madam Chair, I rise on a point of order."  The Chair responds by asking, "What is your point of order?" after which the member may proceed to state the point.  

MOVING TO ADJOURN
(after obtaining recognition by the Chair):

"Madam Chair, I move we adjourn."  Requires a second; may not be debated; a simple majority carries.

VOTING PROCEDURES

The voting members of the organization shall vote; ex-officio members may not vote.  Each member present is obliged to vote "aye," "nay," or to abstain.  A quorum (28 elected members) is needed in order for Senate to take action.  Voting is by voice vote or if needed by show of hands; also (rarely used) by roll call or secret written ballot.
Using the Rhodes College Events Management System

Log in: Make sure you use your full email address (ie; name@rhodes.edu)

To Make A Reservation:

· On the left hand side of the page, there is a calendar.  By clicking on the Month a    drop down tab will appear that will allow you to choose the month and year you wish to book for.  

· After you have chosen those, pick the date you wish to book.  Below the calendar is an “Available Locations” box.  Choose the building where the room you’re booking is.  Then, at the top of the screen click on the orange clock labeled “Reserve.”  First choose your room by checking the box for that room in the scroll down menu.  Fill in this prior to choosing your times, sometimes the system will reset the times to the default after you add rooms.

· Then fill in the date(s) and time(s), you would like to book the room.  If you are only booking the room for a one time event, choose the date and time of the event.  If you wish to reserve the room for multiple occasions, click “Recurrence.”  A pop-up window will appear where you can choose how often you would like the room to be booked.  Make sure that the time that is listed is the correct time.  Sometimes the system will reset the time to the default when you click “Recurrence.”  Also, if you do not need set up or clean up time, enter 0 into those boxes.  

· The fill in the information about your event under the “General, Catering, Menu, Setup, AV Equipment, Campus Safety, Publicity, and Student Involvement” tabs.  The description you enter under the “General” tab, will be what is used on the Rhodes Calendar, should you choose to publicize the event on the “Publicity” tab.  Events requiring setup or assistance from any of the service providers (including Catering, Campus Safety, or Student Involvement) need to be booked no later than 4 days prior to the event.  Also, if you reserve any AV Equipment, you will need to pick it up from the Media Center in the Barret Library (x3261).

· Hit save and close, when you are finished, and you will be prompted to receive an email with the details of your request.  You will not receive a confirmation email.  To determine whether or not your request has been approved, log into the Events Management System and click on the day of your event on the calendar and the building it will be held in.  If you see your event in gray, it is pending; it may be waiting on approval from a service provider or general approval from the Events and Scheduling office.  If you event is green, it has been approved.  If your event is cancelled for any reason, you will receive an email generated by the system.  

· If you need to change you reservation, you can go into the system, click on your event and enter the changes and click save and close.  Your event will appear gray again, until it has been re-approved.  Any changes that are made involving a service provider will need to be made at least 4 days in advance to insure that they will be received.  Although, the Events and Scheduling office tries to examine rooms with service requests (like setups) prior to the event, it is always a good idea to check the room yourself; if your event is on a Saturday, Sunday, or early Monday, the set-up for the event will be done on Friday, so you will want to insure it is correct before the Physical Plant staff leaves for the weekend.  If you have any problems, feel free to call the Events and Scheduling office at x3888, stop by Harris Lodge, or email me, Natalie Flanders (flanr@rhodes.edu) or Kim Bennett (bennettk@rhodes.edu). 

To Make A Reservation for Multiple Rooms for the same time

· Under “Available Locations,” choose “All Locations.”  The click on the Orange Clock labeled “Reserve.”  Then choose the rooms you wish to book.  Then choose the time you would like to reserve them.  Then fill out the information for your event in the blue tabs.  If the information is the same for all of the rooms, you can simply fill in the information for one room and click “Update All” at the bottom of the page.  The one exception to this, is that you should not fill anything out on the Publicity tab before you click “Update All.” If you wish to publicize the event, insure that you have only checked boxes under the Publicity tab on one of the rooms.  If the boxes are checked on multiple rooms, the event will show up on the Rhodes Calendar one time for every room you requested.  

· We ask that if you find you will not be needing all of the rooms you requested that you cancel the reservation for the unneeded rooms, especially if these are highly demanded rooms, such as the BCLC Ballroom, Orgill, or Blount Auditorium.  

To Make A Reservation for Multiple Rooms at different times

· Under “Available Locations,” choose “All Locations.”  The click on the Orange Clock labeled “Reserve.”  Then choose the rooms you wish to book.  Then click on the tab for each room (listed above the blue services tabs) and enter the time you want to request the room for.  Do this for each of the rooms.    Then fill out the information for your event(s) in the blue service tabs.  If the information is the same for all of the rooms, you can simply fill in the information for one room and click “Update All” at the bottom of the page.  The one exception to this, is that you should not fill anything out on the Publicity tab before you click “Update All.” If you wish to publicize the event, insure that you have only checked boxes under the Publicity tab on one of the rooms.  If the boxes are checked on multiple rooms, the event will show up on the Rhodes Calendar one time for every room you requested.  If the information is different for each room, just click on the room’s tab and enter the information into each of the blue tabs, then move onto the next room.
· We ask that if you find you will not be needing all of the rooms you requested that you cancel the reservation for the unneeded rooms, especially if these are highly demanded rooms, such as the BCLC Ballroom, Orgill, or Blount Auditorium.  

To use the Search feature

Click on “Search Reservations” at the top of the screen

· There is a drop down tab that lists buildings; you can change that tab to “All Locations” (which is the first on the list) and that will bring up any reservations that you made.  If you have made a lot of reservations, it may be simpler to choose a specific building.

· You can also specify the reservation you are looking for by entering in all or part of the reservation name.  For example if your reservation is Rhodes College Lecture Series, you could enter “Lecture” into “Meeting Title” and it will return your reservation.

· Make sure that you change the “Booked By” from Rhodes\yourname to yourname@rhodes.edu.   For some reason, the default setting does not work.

· If you cannot find your booking, try leaving the “Booked By” field empty.  If someone else booked the event for you, like a work study student, etc, it will not bring up the reservation under your name.  If you need to access your booking in order to make changes to the reservation or cancel it, you can either ask the person who made the reservation to reassign it to you or call x3888 to ask Kim Bennett or Natalie Flanders to reassign it to you.  To reassign a reservation, the person who made it would need to find the reservation in the system by clicking on the date and building, then when hovering over it an option box appears.  Click, “Reassign,” and then on the page that appears find the name (Rhodes\yourname) of the person the reservation is being reassigned to.

· If you did not book the reservation or it has not been reassigned to you, you will not be able to make changes to it or cancel it.

To use the Search Spaces feature

This feature allows you to search for rooms with certain capacities, AV Equipment (like Smart Classroom), and ability to support Catering orders.

· Click on the Search Spaces tab at the top of the screen.

· You can choose a specific building or leave it campus wide.

· You then can enter a desired seating capacity (ex:  >100 greater than one hundred or <50 less than fifty.)

· You can also choose the Smart Classroom box or the supports catering orders box.

· You can choose one, two, or all of the specifications.
Campus Policies for Student Organizations
All campus policies are listed in the Student Handbook online (http://www.rhodes.edu/about/937.asp) and in the Student Planner distributed in the fall to all students.  

Student Conduct

Disciplinary Sanctions

Off-Campus Conduct

Regulations and Appeals

Voluntary Withdrawal or Removal from  
  Campus

Constitutions

Media Board (formerly Publications 
  Board)

Panhellenic Bylaws and Constitution

Social Regulations Council

Rhodes Student Government

Interfraternity Council Constitution and 
  Bylaws

Honor Council Constitution

Campus Policies
Alcohol and Social Event Policy

Athletic and Recreation Facilities

Alburty Pool

Campus Appearance

Complaint Procedure

Commuter Student Lockers

Drug Policy

Emergency Preparedness

Extreme Weather

Outside Cooking Grills

Fireworks

Fraternization Policy

Greek Organizations

Life-Threatening Communicable Disease 
  Policy for Rhodes Students

Noise Reduction

Pets on Campus

Posting Signs

Rhodes College’s Policy on Discrimination and Harassment

Sexual Harassment and Assault Policy

Smoking Policy

Solicitation on Campus

Student Organization Policy

Tents and Camping

Weapons
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