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[image: Macintosh HD:Users:cal:Desktop:Student Activities :Singage:Logo.jpg]Please read through the orientation and complete each section. When you have completed each section please initial on the line to the right. Once you have completed the entire document and obtained all of the necessary signatures, please return the document to the Coordinator of Student Activities. In order to take office you will have to have completed this orientation and signed a letter of agreement.

I, _________________	____, understand I need to complete the following orientation by______________ before I will be able to officially take office.

____CONSTITUTION & BYLAWS I have read the Constitution and Bylaws thoroughly. I agree to uphold all documents of the ASGHC/ or GHAB.
____JOB DUTIES I have read my Job Description thoroughly. I understand what is expected of me and I agree to meet all of the expectations of my job.
____TOUR I have taken a Campus Tour with ________________________ on 		 . 

OFFICE USAGE I understand that I am a steward of state resources and that I must use the office resources and student government resources for official use only. I will not use state resources for my own personal or private gain.  I am familiar with how to access and use the office:
_____Phone (calling out, long distance, retrieving messages)
_____Campus Mailbox
_____ASGHC Mailbox
_____Photocopying (campus and student government)
_____Logging onto the computer
_____ASGHC Web Board
_____Using campus or personal email

CAMPUS COMMUNITY I have introduced myself to the following campus employees:
____Arlene Torgerson, Vice President of Student Services
____Ed Brewster, Grays Harbor College President
____Keith Foster, VP of Administrative Services 
____Gloria Fenton, Office of Scheduling
____Jackie Blumberg, Purchasing Manager
____Tony Simone, Safety & Security 

		
I KNOW HOW TO: 
____Reserve a room or space on campus.
____How to purchase supplies.
____How to get trained/certified to drive the College Van
____How to go on a trip off campus.

COMMITTEES when you meet with each chair, it is important to discuss; 1) function/purpose of the committee, 2) current/most recent work of the committee, 3) history of the committee, and 4) the expectations of participation on committee. 

I met __________________, chair of the ___________________committee on _________. Signature of Committee Chair __________________________
I met __________________, chair of the ___________________committee on _________. Signature of Committee Chair __________________________
I met __________________, chair of the ___________________committee on _________. Signature of Committee Chair __________________________
I met __________________, chair of the ___________________committee on _________. Signature of Committee Chair __________________________

LEADERSHIP TRAININGS I know when the conferences are for next year, and I am planning on attending the following conferences:
			_______CUSP Leadership Institute, Wenatchee, WA (Sept 8-10) 
	  Legislative Academy (Nov 5-6)
_____	  NW Student Leadership Conference (Feb 18-20) 
			_______Student Voices Academy (May 6-7, 2011) 
GOALS 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
NAME & SIGNATURE 
I, ________________________, hereby certify that the requirements of this orientation document have been completed fully and honestly on __________________.
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