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S.A.L.P. 
Student Activities & Leadership 


Club & Organization Advisor:
I commend you for your contribution to our college community as an advisor to a recognized student organization. Grays Harbor College offers unique opportunities for its faculty, staff and students to interact through a variety of student organizations, providing memorable experiences for those who participate. These organizations provide opportunities for students to pursue special interests, develop interpersonal and leadership skills, meet other students, work with faculty and staff, and take advantage of learning experiences that exist outside the classroom. The activities sponsored by student organizations contribute to the total educational experience and quality of campus life.
The Club & Organization Handbook has been prepared to provide information on the organization process. It can be used as a reference.
As an advisor, you have an excellent opportunity to work with college students in a non-classroom environment, enriching the student-staff/faculty interaction. We know from past experience and research that this interaction is a positive ingredient for student retention and graduation.
The information on the following pages should help you develop your role as an advisor. Please feel free to contact me at 538-4078, or email me at csvoboda@ghc.edu if you have you any questions or concerns. Once again, thank you for volunteering to be a club/organization advisor at Grays Harbor College! 

Cal Erwin-Svoboda 
Student Activities & Leadership, Coordinator 














It is a compliment to be asked to serve as an advisor.  It is also a significant responsibility, because the advisor is acting on behalf of the College in the event of an accident, injury, or disciplinary situation.  Club advisors must be Grays Harbor College employees.  The role of the advisor is based upon the nature and type of activities specific to each student organization and thus varies significantly according to the style demanded by individual student organizations.  However, the specific responsibilities performed by each advisor are similar.  Advisors are not expected to perform the duties/tasks of clubs; rather, they are encouragers, resource referral agents, guides, and mentors.  Advisors are also expected to be aware of club events and issues and intervene as needed. 

Interest and Familiarity: Be thoroughly familiar with the nature and objectives of the club.  Read the Club Handbook and be familiar with the policies and procedures described in this document.  Attend club meetings regularly.  Take an active part in forming club policies and procedures of operation.  Support the mission and focus of the student club on campus.
Approve and Monitor Expenditures: Assure sound financial and business practices that comply with state and college policies regarding expenditures of club funds.  Sign all paperwork authorizing expenditures.  The Student Programs and Leadership Development office will not approve financial forms without the signatures of the club advisor and club treasurer.  Refer to the Club Handbook and call the Student Programs and Leadership Development office regarding financial transactions, fundraising, and other funding questions.
Monitor Record Keeping: Monitor good record keeping of all club events, meetings, and plans.  Any activity involving the exchange of money is particularly important and must meet college requirements for accountability and state auditing.
Attend Club Activities: Attend club trips and major events – making sure to be present throughout the entire activity – or make arrangements for another faculty or staff member to attend if you are unable to participate.  Advisors must drive the Grays Harbor College van if it is used for a club activity.  Advisors, or their GHC employee designee, must also be present at activities/events at which money is handled.
Student Conduct: Be aware of the expectations set forth in the Student Rights and Responsibilities Code, especially in regard to use of alcohol and narcotic substances at college sponsored events.  Report any violations to the Student Programs and Leadership Development office.
Resource/Liaison: Be a resource person for the club.  Serve as a liaison with other campus offices and staff.  Please notify the Student Activities & Leadership office of any changes in the club officers or advisor.
Teamwork/Guidance: Encourage teamwork within the group and provide guidance in decision-making, trust building, and goal accomplishment. 
Club Advisor Resignation: An advisor may need to resign from their role for a variety of reasons. When this action becomes necessary, the following steps should be taken to ensure that the club does not lose its club status. 
1. Club advisor submits a letter of recognition to the S.A.L.P. office as soon as the decision has been made.                2. Club advisor, S.A.L.P. Coordinator, and club member meet to discuss possible replacement advisors                      3. A replacement advisor must be identified and trained prior to the resignation of the outgoing advisor.                      4. Club property and records must be turned over to the club via the Student Activities Office.
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