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The two organizational development coordinators maintain internal communication between the coordinators. They run the meetings and follow up with all the coordinators, making sure everyone stays on top of what they volunteer to do. They also act as the main contacts for the Co-op’s relationship with the school administration and the general community.

tasks

The tasks for the Organizational Development Coordinator are the following:

-  Facilitating Communication between Coordinators by leading weekly coordinator meetings, checking-in with coordinators on a regular basis, and resolving any tensions or conflicts between coordinators. 
- Facilitating Communication between the Co-op and the LC administration. To ensure our support from the college, we must maintain good relationships with the administration. Understanding the hierarchy and bureaucracy of the college, building positive relationships with the administration, and documenting these connections will greatly improve our viability. 
-  Ensuring Institutional Memory by documenting coordinator roles, making recommendations for improving procedures, and maintaining webdisk files

How To be the OrgDev:
 Facilitating Communication between Coordinators
Coordinator Meetings

At the start of each semester:
· Contact all coordinators requesting them to send you times in their schedule when they could meet every week

· Contact Sharone (events@) to reserve a room at that time (preferably a conference room with tables, a white/chalk board, and a computer)

Each Week:
· Send out an email to co-op-coordinators@ a few days before the coordinator meeting every week asking people to respond with items to discuss at the meeting. 

· The morning of the meeting day, send the finished agenda to the coordinators.

· At the meeting write the agenda on the board

· Facilitate the meeting or coordinate the rotation of meeting facilitation if coordinators want to take turns facilitating (see facilitation handout, webdisk)
· Take notes at the meeting of all important announcements, decisions made, and any conclusions of discussions (or be sure someone else is taking notes)
· Email the notes to the coordinators as soon as possible after the meeting
· Post them on the website (ask the IT coordinator for help with this part)

The above tasks can be done by one of the OrgDevs or they can rotate weekly between the two.

Contact Information
   - Compile contact information on all of the current coordinators (name, phone, email, ID#). Distribute it to them, put it on the website, and share it with administrators. 

Coordinator Check-ins

· Divide up all the coordinators between the two org devs so that each OrgDev is responsible for checking-in with half of the coordinators. Coordinators may be divided between the OrgDevs based on their:
· positions and how they work together (ex. one gets trade/enviro, coffee shops, baker, volunteer, and finances. The other gets music, art, events, publicity, ccc, and technology)

· personalities and who each org dev feels comfortable communicating with
· On a regular basis email, call, or chat with your check-ins about what they’re up to. See if they’re facing any obstacles, or have any questions.  Offer suggestions for how to improve or expand what they’re doing. 

· If the coordinators are divided by position, consider having group check-ins

· Check-ins are most important and therefore should be more frequent and more in-depth at the beginning of each semester for new coordinators.

Coordinator Accountability

· If a coordinator is not fulfilling the responsibilities of her position, it will be the OrgDevs’ responsibility to communicate with him/her and implement disciplinary measures. 

· These procedures will be outlined in the bylaws (soon!). In lieu of official procedures, talk to the person about their level of commitment and the gap between what you perceive her to be doing and what you expect her to be doing.
Facilitating Communication between the Co-op and the LC administration
Start of Semester Meetings

At the start of each semester, the returning OrgDev should set up a meeting to introduce the new coordinators to the administration. These coordinators should be sure to go: both OrgDevs, Events, Music, CCC. These administrators should be invited: Sandy, Robbie, Sharone, Sacheko, David, and Jon. Administrators contact info and some tips on working with each of them are attached. 
· Introduce yourselves to the administrators 
· Provide them with your contact information

· Communicate the internal Co-op processes

· This is also a good time to introduce any anticipated large requests 

· Schedule monthly meetings (see below)

Monthly Meetings

Once a month, one of the OrgDevs must meet with Sandy, Robbie, and David (other admin could be invited, but they probably don’t need to be there). The other OrgDev, and the coordinators listed above should be invited and come if they can.
· If you aren’t able to schedule these meetings at the start of the semester meeting, then email them soon after to coordinate everyone’s schedules

· At the meetings:

· Share upcoming events planned for the next month

· Maintain open communication about concerns, problems, etc.
Co-op Keycard Access

· Email the coordinators ID numbers to campus safety (Bruce Burns bburns@ or safety@lclark.edu) cc the dean of students Houston Dougharty whd@lclark.edu  Request 24 hour key card access, 7 days a week for the coordinators. 
· At the start of each semester old coordinators should be removed from campus safety’s list and new coordinators should be added.

-
Non-coordinator students should be allowed key card access only during hours of operation. 

· Email campus safety to suspend student access to the co-op during times when the Co-op is closed (fall break, thanksgiving, winter break, spring break, summer)

Improving Institutional Memory

WebDisk 

· All co-op documents should be filed on webdisk. 

· Remind other co-opers to use webdisk when they create files and when they want to access files. 

· Organize the content of webdisk so that it’s easy to access and not cluttered

· http://webdisk.lclark.edu  Login: coop Password: f@irtrade

Coordinator Feedback

· Regularly solicit informal feedback from coordinators about their perceptions of the Co-op, the other coordinators, and themselves as coordinators. 

· The MidSemester Coordinator Evaluation (see webdisk) should be filled out by coordinators half-way through the semester (or just before mid-terms) and a group-check-in discussion should be held as a follow-up 
Coordinator Elections
Both org devs are responsible for facilitating the coordinator elections each semester.
Rules of Procedure: Coordinator Selection Process

Drafted 4/21/05 by Megan McBride

Coordinator Selection
· Any L&C student may be a coordinator of the Co-op. Interested persons must fill out an application the semester before the one they are applying for.  

· The org dev coordinator will head the coordinator recruitment and selection process, communicating with applicants, organizing the applications, and facilitating selections through consensus of the committees.

· Applications will be made available by first week of March (for fall positions) and the second week of October (for spring positions). 

· Two committees will be formed to select coordinators

· In addition to the org dev coordinators, two other coordinators and five other members will make up the committees.

· The current coordinator for each position will join the committee for the interviews/ discussions determining their successor. 

· Applicants for positions may not be on either committee, with the possible exception of the org dev. If an org dev is an applicant he/she must be interviewed by the other committee and he/she will not participate in the final joined committee meeting. 

· Committees will divide up the positions and interview all applicants for their positions

· Questions maybe reused from previous semesters, but they should be evaluated by the committee 

· Current coordinators should offer suggestions for the questions to be asked of applicants applying for their position. 

· Individually, committees will make recommendations through consensus about the selections of coordinators

· Then the two committees will come together, presenting their recommendations to each other, and any dissenting discussions, providing a forum for clarifying questions and allowing more people to review the decisions. 

· When both committees have consented to the decisions, the applicants will be informed and then the co-op community will be informed. 

· CRITERIA: The following attributes should be reflected among the coordinators as a group. Not every coordinator need posses all these qualities him/herself: creative, analytical, problem solving skills, articulate, responsible, dedicated, visionary, passionate, experienced, interesting, works well w/others, handles stress well. 
· The Co-op will benefit from diversity.  The coordinators should provide a balance of personality types, grade levels, genders, and ethnicities.  
· It is important that the coordinators be able to work well together as a group, and especially for coordinators who will work closely together to be compatible (e.g. art and music, the cccs, etc).  
· Every coordinator should be capable to fulfill his/her specific role well. 
· All coordinators should support the mission of the Co-op. 
· Election Schedules for positions. The coordinator positions will be year-long and applicants available for the entire year will be given priority, but candidates who are only available for one semester (for study abroad or other reasons) will still be considered. To limit the stress on the Co-op, some positions’ terms will go from fall-spring while others will begin spring semester and continue to the following fall. For positions which have more than one coordinator, their “terms of office” will be split.

· Fall/Spring ( Org Dev, CCCs (2), Coffee Shop, Baker, Art, Environmental Impact, Webmaster, Financial, Trade, Publicity, 

· Spring/Fall ( Org Dev,  CCCs (2),  Coffee Shop, Baker,  Music,  Inventory,  Student Exchange, Events, Membership

Training/apprenticeship

· After new coordinators are selected, efforts should be made to incorporate them into the workings of the co-op for the remainder of the semester

· Current coordinators should go over, in detail, the position descriptions to answer any questions and provide feedback to the new coordinators. 
Mid Year Vacancy – In the event of a mid-semester or summer vacancy, there will be an emergency meeting of the election committee from the previous election. 

If the vacancy happens at the end of the semester half-way through their term, then the position will be added to the regular application process for the next semester. 

Good People To know in the Administration:

Make sure that you contact and introduce yourself to each of these people in the begin of the semester.
Sharone, Campus Events Coordinator
Keep her up to date on everything that’s going on as much as possible. Needs some kind of a schedule from us on a weekly basis. Talk with her about being sporadic. Definitely let her know first (before Robbie, etc) about anything that will be outside or in a place other than the co-op. Really nice, easy to talk with, really willing to schedule whatever we need. She has forms for food and alcohol for special events. 

She answers her phone, and responds immediately to emails. She’s incredibly responsive. 

*David Rosengard, Forest RD

His office and his apartment are in Upper Tamarack

Phone

Email: dbr@
We live in his house, and need to let him know about all events that are going on (esp, evenings events.  We want to maintain a really good relationship with David, because he can help us out with a lot. He bought us a vacuum, got us a storage room. He’s always open for chatting, brainstorming about ideas, problems, etc. And he’s really helpful and easy to talk to.  He wants to be friends with students. We should really respect David’s wishes about events and timing and things. 

David generally responds well to emails and phone calls, but retry if he doesn’t respond soon (sometimes he gets busy). If he’s upstairs, he likes to communicate in person. 

He’s good at following through with things- if he says he’ll do something he will, even if things take a little while. 

Robbie Fung, Student Activities Head

Templeton, Student Activities offices, lower floor 
Phone: 


Email: rfung@

He manages student activities. He’s the middle man for everything. He might come and hang out at your event to make sure all’s going well. He has random stuff like popcorn makers and poster boards and raffle tickets, markers, and pens. 

If Sharone is ever not sure if we can use some space for something- ask Robbie. 

He’ll help plan and create an event too if you want. 

He is the sound equipment person. We need to schedule a couple weeks in advance with him to use the sound equipment. Before you ask about sound equipment, know what exactly you need- number of microphones, amps, speakers, etc. 

He’s a “yes man” and may initially say yes to something even if he doesn’t intend to follow through with it or say that something is possible even when it isn’t (he gives overly optimistic estimates about some things). He will get back to you when he wants to. With things that he doesn’t like, he might just ignore requests for a while. 

He manages all the student organizations, and he runs the student activities fair at the beginning of each semester. 

Michael Sestrick, Campus Planner. 

His office is in the Manor House attic. 

Phone: 


Email: sestric@lclark.edu 

Michael is the co-op’s best friend (along with David). He is ready to write-in the co-op into the long term plans for the college and Templeton Student Center. He is really helpful in aiding students in participating in administrative processes. If you have any questions as to how to navigate the bureaucracy of other admin, ask Michael. His schedule is flexible, he’s easy to get a hold of and he loves to meet with students. 
[image: image1]Houston Dougharty
Dean of Students 
Dean of Students whd@lclark.edu
503-768-7110
Mailstop 102
Templeton Student Center
Houston is great, incredibly available and willing to talk to you about anything. 

Sacheko, Director of Residence Life

Her office is on the upper floor of Templeton (above ASLC).

Phone: 

Email:

Sandy Bottemiller, Residence Services
Her office is next to Sacheko’s, on the upper floor of Templeton (above ASLC).
Phone:

Email: 

Sandy is a little skeptical of the Co-op, so avoid asking her for things unless no one else can give them to you. Sandy is who you will meet with in April to re-sign the space-use agreement for Tamarack.
Bruce Burns, campus Safety

Phone: 
Email: bburns@

Yes, now key card access can be obtained by any one who establishes themselves as the kay card access manager without having to email the dean of students

Note- in desperation for something important. (ex getting a safe or storage space), if someone is not getting back to you, cc another person (Houston or Sandy or Robbie). 

Overall most people are initially very optimistic and encouraging, which is a good thing, but it might be discouraging when the point comes when things need to get rolling 
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