1. ADVISOR INFORMATION

Advisor Responsibilities

Counseling:  Counseling individual students is necessary because he knows the members of his organization as they interact in an informal setting.  The advisor has a unique opportunity to identify the student who is having problems in her personal life that seem to be affecting her work or her effectiveness in the organization.  The advisor should find some opportunity to speak with the student privately to see if a problem really exists and what might be done about it.
Consultation:  In consultation of programs, the advisor should expect that she will be consulted regularly by the officers or chairperson concerning their plans for the organizations activities or programs.  She should know what projects or events are being planed and should offer her ideas and suggestions freely, but should be careful not to dominate the program planning.
Emergencies:  Occasionally some emergency situation will occur within the organization or involve an individual member and the advisor will be called upon by the College administration or by members of the group to lend her assistance.  If the emergency situations can be anticipated by the nature of the activity, the advisor should have in mind the steps she can and should take in each type of situation.
Financial Supervision:  While each organization should elect its own treasurer, the advisor will probably spend some time in supervising the financial records and the Treasurer’s work.  He may find it necessary to teach the treasurer the elements of simple bookkeeping or the intricacies of the organization’s record system.  The advisor should be aware of the nature, extend, and pattern of the groups expenditures and income and introduce corrective measures when necessary.  Particular attention should be paid to the accounts receivable, the current balance, and the prompt payment of bills.  Community College of Philadelphia policy however dictates that all financial transactions be approved by the Assistant Dean of Students / Director of Student Life so there is a great deal of oversight of club and organization finances.
Interpretation of Policy:  As a representative of the college administration to the organization, the advisor is constantly in the position of interpreting the institution’s policies and regulations pertaining to student organizations.  She should, therefore, see that her organization and its officers know what the policies are, why they exist, and the channels to be followed to obtain exceptions to or revisions of these policies.  Any questions concerning interpretation of policies should be directed to the Office of Student Life.
Organization Meetings:  The advisor should attend all regular and special meetings of the organization in order to keep himself informed and be available for consultation or to introduce ideas and suggestions.

Organizational Records:  The advisor should see that at least the Treasurer and Secretary maintain adequate records and minutes of the organization’s activities; the files and records of the organization are located in a central, easily accessible area such as her office, the department office, or the Clubs and Organization suite.  Committee reports and others group records are an important part of the organization’s history at the College as well as containing information of value to future officers; as such, they should be protected from loss.
Provide Continuity:  Providing continuity is a very important responsibility.  The turnover of officers and members in a student organization is continual and often the only link with the immediate past is through the advisor.  The advisor can orient new officers and members to this history and help them to build on it.  Continuity also implies a link with the future and the advisor can play an important role in helping to develop long-term plans for the future of the organization and communicate these plans to succeeding generations of members. 
Social Activities:  Ordinarily the advisor need not attend all group social functions if they are held frequently, but it would be well to attend as many as is convenient.  By participating she can help to set the social “tone” of the occasion, be available to prevent or deal with problems, and demonstrate her continuing interest in the organization’s activities.  Large events, especially in the evening or on the weekend, the advisor is required to attend.  Please see the regulations on social events.
Supervision:  Although his major responsibility is not regulatory or disciplinary, the advisor, as a member the college administration, has a responsibility to both the institution and the organization to keep their best interests in mind.  In a well-run organization, his supervisory role may be minimal or non-existent but he may need to remind the organization of appropriate College regulations or, on occasion, actually step in to prevent the organization from violating public or institutional policies.
Whenever possible, the advisor should work with and through the responsible officers of the organization to maintain standards and control individual misbehavior.
Teaching and Coaching:  Teaching and coaching are the activities which should be within the advisor’s professional capabilities.  She can serve as a resource to introduce new programs ideas with greater intellectual content, help the members apply principles and skills learned in the classroom, point out new perspectives and directions to the group, assist group members in the development of insight into their problems, point out additional resources within and outside the college community, coach individuals in their duties as discussion leaders or officers, assist in the identification and development of new leadership, and insist on high standards of programming and individual performance worthy of a major college.
Throughout his advisory relationship with the organization, the advisor should be alert to opportunities to create or capitalize upon experiences and situations that will tend to maximize the learning potential of the activity.  To teach effectively, waiting to be called upon, but making a contribution when he feels it is called for by the circumstances.
The faculty or staff member who accepts the position of advisor must be aware of the responsibilities inherent in the function.  Generally, it can be stated that the advisor is the final word of authority in any diction which must be made during the function as pertains to the safety, welfare, and conduct of those attending.  Such authority extends even to the decision to terminate the event.

Specific decisions which might arise could relate to such matters as overcrowding, possible fire hazards of decorations, request to extend or curtail the hours of the event, admission of undesirable person (i.e., inebriates), and improper use of college equipment.  In all these and other similar matters, the advisors have final authority and are to act in the best interest of those present and the College.

Conflict Resolution 
In the event that the decision making process breaks down and dissent, rather than decision, is the product of your group discussion – your organization may need a session to resolve conflict which has arisen.  It often takes a heart-to-heart meeting in which concerns are shared, tensions released and where honest objective observations can be made.  To aid you in setting the stage for such a meeting, listed below are three suggestions for getting to the source of the conflict and them eliminating it.
1.  Prepare the proper setting:  Try to arrange a time and place that is convenient for everyone.  An ideal place is anywhere away from phones or other interruptions.  Make certain that conflicting factions are invited so you do not end up with a one-way discussion.  Involve the people that need to be involved.  Use your discretion as a leader to decide if the conflict is just between two outspoken people in the crowd or if there is indeed a split within the organization.  If it is between two members, arrange to meet them at a later time.  Do not try to resolve their conflict in an open meeting.  If it is between factions, a meeting of the entire group is in order.

2.  Do not avoid conflict with silence:  Some people use silence as a way to avoid open conflict, others use it to control, manipulate, or frustrate others.  Remember, it is every member’s organization and each member has the right to speak out and be heard.  If you know that someone feels intimidated by the situation, try drawing that member into the discussion so that his or her feelings can be heard.

3.  Attack the problem, not each other:  Do your best to keep the discussion impersonal.  Don’t allow smart remarks, slurs, or innuendoes to cloud people’s objectivity.  One way to control this situation is by laying down the following group rules for your discussion:


-  Back up any accusation or statement with accurate facts.


-  Stay in the present.  Don’t bring up irrelevant details from days gone by.


-  Stay on the subject.  Avoid getting off a tangents or irrelevant discussions.


-  Offer some alternatives with your criticism.  If you see something is wrong with an idea or plan; be diplomatic by offering constructive criticism which includes an alternative plan.

       Do not tear down an idea or concept unless you have something with which to replace it.

Goal Setting
There are three levels of defining your organization’s priorities:

1.  Purpose:  A broad, general statement that tells why your organization exists; usually does not change from year to year, and is often the first statement in your constitution.

2.  Goals:  Statements describing what your organization wishes to accomplish, stemming from your purpose. Goals are the ends toward which your efforts will be directed, and often change from term to term or year to year, depending on nature of the group.

3.  Objectives:  Descriptions of what is exactly to be done derived from the goals.  Clear, specific statements of measurable tasks that will be accomplished as steps toward reaching your goals.  They are short term and have deadlines.

“But,” you say, “We do fine without spending the time it would take to really spell out our goals.”  Perhaps you could do much better if you understood the reasons and the process for helping your organization set goals together.
A.  Why Set Goals?

-  Goals give direction, and help you avoid chaos.  They can be motivating to members.  They clarify and communicate what you are striving for.  They define your organization.

-  Goals provide accountability to others as well as to yourself, to other groups, to the college, and to the students you are recruiting.

-  Goals are a basis for recognition, for accomplishment, for realizing success!

-  Goal setting saves time.  You are more likely to be aware of the problems in time to develop solutions.  You will be better able to allow adequate preparation and planning time.

B.  Setting Goals Together

Now that you have your team in place, your next step is to meet together to articulate your goals.  Doing this as a group fosters:

-  Greater member/officer commitment, people support what they create; hence they will accept responsibility more easily.  Their sense of ownership is increased.

-  Motivation, as people participate in the process, they can satisfy some of the needs for growth, achievement, responsibility, recognition, affiliation, and security.  

-  Clarity, everyone better understands the goals and the rational for selecting them.

-  Better goals, by allowing everyone to share their ideas and opinions, your goals will represent a group’s consensus rather than one person’s opinion.
C.  Goals and Objectives

Good objectives are specific, and they relate to a specific time frame.  Every organization should establish broad goals and objectives to insure top effectiveness within the organization.  When establishing goals and objectives, keep in mind:

1.  Objectives must be written.  The art of writing helps to define exactly what your organization is working towards.

2.  Goals and objectives should be realistic and have a time limit in which the particular goal and/or objective will be completed.

3.  Goals and objectives should be continually evaluated to be sure deadlines are being met and the organization is progressing satisfactorily.

4.  Measuring progress toward the accomplishments goals can also serve as a positive reinforcement measure and give members in the o4rganization a sense of achievement.
D.  Setting organizational Goals:  Seven simple steps:

1.  Brainstorm goals as a group.

2.  Choose from the brain stormed list those you want to attend to.

3.  Prioritize as a group.

4.  Determine objective, plan(s) of action.  Remember, there can be several objectives for each goal.

5.  Move into action, follow through.

6.  Continually evaluate your progress.

7.  Be flexible; allow your objectives to change to meet new circumstances.

Policy on advisors 
(As approved by Institution-Wide Committee, 2/99)

*This policy pertains to Class I organizations. 

Each student group, club, or organization sanctioned by the Community College of Philadelphia is authorized to nominate for appointment as its advisor any member of the faculty, staff, or administration of Community College of Philadelphia.  After reaching consensus within the group’s general membership as to the choices for the advisor, the Executive Board or Committee of the group, club, or organization is responsible for presenting the College administration with a minimum of two to a maximum of four nominees for advisor, one of which must be the incumbent (in the case of an existing group, club, or organization).  If the group has a preference for one or more of the nominees, the preference should be made known to the administration.  Approval and appointment of the advisor is made by the administration.  The term of the advisor shall be two years. 
After the advisor’s two year term of service, the term may be renewed with the approval of the College administration.  All appointments and/or reappointments are named by the President of the College.
If an advisor significantly fails to meet his or her responsibilities or significantly fails to follow advisor guidelines and/or contractual expectations, the Dean of Student Life can recommend to the Vice President for Student Affairs that the advisor be removed from his or her responsibility.
It is recommended that the members of the student group, club, or organization communicate concerns about advisor performance to the advisor and to the Dean of Student Life.
Responsibilities
1.
One advisor must be present at all times, two are suggested for large events.  Advisors must be present prior to event and after close of event.

2.
When the scheduled room is first opened, the advisor should familiarize himself/herself with any equipment being used.

3.
Security officers will have been previously secured by the organization and directed to report to one of the advisors who has been designated by name.  The advisor should discuss with the officers their duties and keep in touch with them throughout the evening.  The number of security officers present at an event is to be determined by the Director of Security.

4.
Before the event, if admission is charged the advisor should check out the procedures for admitting people and collecting money and make whatever suggestions he/she feels should be helpful.  

5.
During the evening, the advisor(s) and the students in charge of the event should be in frequent communication concerning the progress of the night and any potential trouble areas that may be developing.

6.
In case of an emergency, such as fire, disorderly conduct or personal injury, the Security Department will notify the proper authorities.

7.
At the close of the event, security and the advisor should inspect the rooms to see that everything is in order and that all people are out of the building.

8.
If an emergency or incident of a serious nature takes place, such as a personal injury or loss of property, the advisor should prepare a written report and submit it to the Director of Student Life at the earliest possible date.

9.
All keys should be returned to the Director of Student Life or designee if applicable.

Additional Information

1.
Assignment of security to events held on campus is at the discretion of the Director of Security.

2.
All organizations assigned or requested to have security at a specific event are responsible for the payment of overtime.

3.
Payment of security overtime is received and administered through the Security Department.

4.
Payment of overtime fees incurred by use of campus maintenance personnel (electrician, carpenter) is received by the Office of Student Life and then transferred to the designated budget line of the clubs/organization.

5. Maintenance personnel for campus events may be required or requested by the Office of Student Life and all organizations are responsible for incurred fees.
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