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This checklist is to be used by advisors and the leaders of their group to determine what the role of advisor should
be. A source of conflict between advisors and officers is often miscommunication of expectations. Use this checklist
to help you and your organization decide what is most important to the advisor-student club relationship.

Directions: Use the scale below to decide how important each item is for an advisor to do. Afterwards, officers and
the advisor should meet to discuss each other's responses. Use that time to decide on some expectations of each

other and talk about what is best for your organization.
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Advisor to do

Attend all meetings

Attend all organizational activities.

Explain college policy when relevant to
—discussion

Help the president prepare the agenda
before each meeting

Be quiet during general meetings unless
called upon

Take an active part in the formulation of
the group’s goals.

Initiate ideas for discussion at meetings

Be one of the group except for voting and
holding office.

Review treasurer’s books at the end of
each semester and approve all financial
transactions.

Have regular one-on-one meetings with
the president or other executive board
members.

—Attend all social events.

Check the secretary’s minutes before
they are distributed.

Receive a copy of all correspondence
related to the organization.

Inform the group of infractions of its by-
laws, codes and rules.

Keep the group aware of its stated objec-
tives when planning events.

Mediate interpersonal conflicts that may
arise.

State perceptions of hither role as advisor
at the beginning of the year.

Let the group work out its problems, in-
cluding making mistakes

Insist on an evaluation of each activity by
those students responsible for planning it.

Take the initiative in creating teamwork
and cooperation among officers.

Represent the group in any conflict with
the college administration.

Be familiar with college facilities, ser-
vices, and procedures.

Take an active party in the transition of
new officers.

Plan organization retreats.
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