CSC New Group Instructions with Examples

Background

Center for Social Concern student groups are funded by the France-Merrick Undergraduate Community Service Fund. Applying to become a CSC group is effectively equivalent as applying for funds from this endowment. Due to the conditions of the France-Merrick funds, all projects must have a Baltimore City component (realize that Baltimore County does not include Baltimore City).

Think of a new group application as a working document. We don’t expect you to hawk on every detail you’ve given us here. However, we do expect you to generally follow your proposed budget (item 11).
The SAB is the Student Advocacy Board for the CSC. The SAB has taken a larger role in managing the student groups at the CSC over the past few years. Now, all documents need to be delivered to the SAB, not CSC staff. 
Instructions

Step 1: Introduce your idea to the CSC director. The CSC office is Levering 200. We want to make sure your idea is new; otherwise, we expect you to work with a group with a similar interest or mission. Get the CSC director to sign off on the CSC Staff Cover Sheet. Turn in this document when you deliver the forms in Step 2.
Step 2: Once you get the CSC Staff Cover Sheet signed, start working on the actual CSC new group application. The application includes three documents: CSC France-Merrick Cover Sheet, CSC New Group Application, and CSC Group Budget. Hard copies of all three documents should be delivered to the SAB at Levering 200 (go up the stairs on the left when you enter Levering Hall from the front entrance) to be put in the SAB mailbox. In addition, electronic copies of the New Group Application and Group Budget should be emailed to the SAB at volunteer@jhu.edu.  
Step 3: Wait for our decision. After that, your budget will be verified and there will be a form to fill with the Office of Student Involvement.

Follow this less verbose checklist:

Step 1:

CSC Staff Cover Sheet

Step 2:

CSC France-Merrick Cover Sheet


CSC New Group Application


CSC Group Budget


Turn in hard copies of the Staff Cover Sheet (signed), France-Merrick Cover 
sheet (signed), New Group Application, and Group Budget to Levering 200.


Email copies of the New Group Application and Group Budget to 
volunteer@jhu.edu with your group name in the subject line.

Step 3:

Wait for our decision and budget verification. If your organization or project is 
accepted, you will need to fill out a registration form with the Office of Student 
Involvement (transitioning to an online system).


The form is called “Johns Hopkins University Student Organization Contact Form”. 
When filling it out please mark the box that reads: “Affiliated with another 
Homewood campus department. 

CSC New Group Application help:

1. Group Name 

2. Mission Statement: 

Lays out the purpose and values of your organization or project and how the organization or project aims to accomplish its purpose. It should be a two sentence summary of who, what, where, and why.
After your mission statement, please list which Learning Community your group would best fit into. The options are: Mentoring/Tutoring, Health, Social Justice, Arts, Advocacy/Activism/A…
The mission statement will be used in publications and uploaded to our website. It’ll be the only information distributed from this application, besides group name and contact information for group leaders.

Examples:
A very detailed mission statement from Habitat for Humanity:
Habitat for Humanity International, Inc., a Georgia based non-profit organization, is an ecumenical Christian housing group that works in partnership with people in need to improve the conditions in which they live. The Johns Hopkins University Campus Chapter of Habitat for Humanity has been established to assist Habitat by working with local affiliates or with Habitat's International Headquarters: a) By working in cooperation with people in need to create a better human habitat in which to live and work; b) By working in cooperation with other agencies and groups which have a kindred purpose; c) Through loving acts and the spoken or written word; d) By enabling an expanding number of persons from all walks of life to participate in this program.
A short mission statement that will be explained later on, from Hopkins 4K for Cancer:
The Hopkins 4K for Cancer is the independent student-run organization dedicated to uniting communities across the country in the fight against cancer, through spreading awareness, raising funds, and fostering hope.

3. Project Narrative includes two parts. 

1. Needs assessment: Does your organization meet some demonstrated need in the Baltimore City community? Provide testimony and/or evidence. 

2. Project Description: Describe what your organization will do, concretely, on-site or on a daily basis. Include details that will allow someone who doesn’t know your project to understand what you do. If you do many types of work, such as community awareness and direct service, then name those types and explain them.

Examples:

A thorough description, from Habitat for Humanity
Needs Assessment:

A. Local Needs Assessment The Campus Chapter of Habitat for Humanity works primarily with the Sandtown Habitat for Humanity affiliate in the Sandtown-Winchester neighborhood of West Baltimore. This neighborhood has high rates of abandoned housing (above 20% in many areas), low percentages of home ownership (under 45%), and low median assessed home value (under $15,000)

B. US and World Needs Assessment The Campus Chapter of Habitat for Humanity also works with other Habitat affiliates in the United States and worldwide. Some of these regions in the United States face similar problems of home abandonment and low home ownership rates as compared to Baltimore. Internationally, we are dedicated to helping those individuals who are in many cases surviving on less than two dollars per day.

Project Description:

A. Construction Worktrips Members of the Habitat for Humanity Campus Chapter will provide the necessary manual labor skills required for the renovation of abandoned houses in the Sandtown-Winchester neighborhood. This manual labor will be supplied through worktrips each Saturday during the school year and alternate Saturdays during the summer. Worktrips will be available for up to sixteen students of any skill level each week. Transportation will be provided through the use of SAC vans, and if not that, through transportation via board member cars. 

B. Collegiate Challenge Trips Members of the Habitat for Humanity Campus Chapter will attend two collegiate challenge trips over the course of the academic year. One trip will run during the intercession period and the other during spring break. These trips will work with Habitat for Humanity affiliates in different parts of the country and will run for one or two weeks. While on these trips students will participate in providing the labor for home construction and/or renovations.

C. Global Village Members of the Habitat for Humanity Campus Chapter will plan at least one Global Village trip over the course of the academic year. The trip will run either during intercession or over the summer. It may be combined with a professor's curriculum in the context of a service-learning course. While on these trips students will participate in providing the labor for home construction and/or renovations in another country.

D. Education Projects Members of the Habitat for Humanity Campus Chapter will plan educational events throughout the course of the year. The primary focus of these events is to educate the student body, faculty, and community about the goals and projects of Habitat for Humanity. The major educational activities are focused during the Habitat for Humanity awareness week (Habifest) which typically occurs in late March or early April. Another event that the group will accomplish is a panel discussion about poverty housing in Baltimore and the rest of the world. Other events will be developed for other parts of the academic year.

E. Advocacy Projects Members of the Habitat for Humanity Campus Chapter will plan advocacy events throughout the course of the year. The primary focus will be to promote the needs of the less fortunate at the state, local, and federal levels of government and to partner with other community groups in the area that are interested in affordable housing causes. Advocacy projects also include aiding Chesapeake Habitat for Humanity with their housing survey and acquisition efforts. Major advocacy events are planned for Habifest and are ongoing throughout the rest of the year. 

F. Resource Development Projects Members of the Habitat for Humanity Campus Chapter will organize and participate in fundraising events throughout the year. The money raised through this fundraising goes to the housing sponsorship fee for our West Baltimore house (currently $30,000). These projects vary in scope and scale, and include both on campus and off campus resource development. On Campus events that both raise awareness and funds are preferred and include such events as Boxfest, held each semester, and Habijam, held annually. Off campus resource development projects include grant writing, writing to corporations, and working with M&T Bank Stadium to earn money through concession sales. 2.7 Pre-Orientation Program Members of the Habitat for Humanity Campus Chapter will organize and participate in a week long construction program in west Baltimore with incoming freshmen prior to fall orientation. This program will combine construction and education events for approximately 30 freshmen students. Transportation to and from the worksite will be provided by bus that is funded through student admission fees.
Too short, from Friends of Baltimore Schools (FOBS):
We tutor every day of the week from 3-5:30 and tuesday and thursday nights from 5:30-8:30. We tutor for one hour, and bond with the children for the second.

What curriculum do they use? How do they determine each child’s needs? Bonding does not happen automatically. What guidelines and training do they have for volunteers? FOBS actually has very good answers to these questions, and they have been very responsible with doing the work well. However, their practices should have been reflected in the proposal.

Better was Partners of Homewood in Sexual Health Education’s (PHISHE) application, although they should tell us exactly what assessments (a list of questions), models, videos, etc. that they do have, rather than just mention their existence:
We meet as a group to organize for teaching sessions of 4-5 weeks. The topics we cover are: STDs, Contraception, Pregnancy, Health Relationships, Violence and Life Goals. During each session we focus on a different subject. We do ice breakers at the beginning of a session, then pre-assess the group (to see what they know), teach, and post-assess (to see what they have learned). To teach we have models, videos and posters which we have been able to purchase and acquire over the past couple years. We bring prizes (in the form of candy) to reward them and come up with activities to keep the learning fun. At the end of all of the sessions we have a group Jeopardy game.

4. Membership Requirements (for groups): 

The roles and responsibilities of the organization’s general members. These requirements are dictated by each organization. This prevents your members from claiming leadership roles on applications when they never show up to meetings. 

5. Goals: 

There are three levels of description for your goals. Broadly, there are goals. Then for each goal there is a specific objective, which then has even more specific milestones.
· Goals: What your organization or project hopes to accomplish. It is better to have fewer goals than many (keep it under 5). Consolidate goals as much as possible.

· Objectives: The steps the organization or project will take in accomplishing its goals. These are concrete and measurable either qualitatively or quantitatively.

· Milestones: The measurement by which the organization will check the success of it goals and objectives, often naming a deadline, amount, or desired result.
Examples:

From Hopkins 4K for Cancer:

Unite communities across the country in the fight against cancer through

1. spreading awareness,

2. Raising fund

i. Raise a minimum of $60,000 to donate to the Baltimore Hope Lodge in 2006.

1. Riders Raise $1000 by February 1st, and the full $3000 by April 1st 

2. Obtain in-kind donations of required gear for trip 

3. Obtaining sponsorships for each of the following:

a. Bikes – before Spring Break 

b. Uniforms – by May 1st 

c. Vans – by May 1st . 

4. Establish contact and agreements with ALL hosts that will provide food and lodging at each community before the trip begins on May 29th.

ii. Solve three major organizational expenses, including the vans, through in-kind sponsorships and develop five new major gift donors.

3. Fostering hope

Milestones from Habitat:

1. Have over 200 students attend worktrips over the course of the year. 

2. Achieve over $30,000 in fundraising and in-kind donations over the course of the year. 

3. Host the collegiate challenge events with maximum participation. 

4. Increase attendance/participation in educational events by 15% compared to previous year. 

5. Have discussions with students and faculty about the impact of promotional/marketing materials. 

6. Meet with Habitat for Humanity affiliate and Habitat for Humanity International administrators to discuss progress and obtain feedback.

6. Self-Evaluation: 

Show how you will measure the effect you have on the needs you’ve identified. Evaluate your effectiveness in relation to your goals, objectives, and milestones.
For instance, tutoring groups may evaluate their work by giving reading assessments to children at the beginning and end of each semester. Your assessment measures your ability to improve reading scores along the guidelines you set in your Milestones, where you specify the timing (after a year of tutoring) and the degree of improvement (an increase of 10% on assessment scores).

Writing the Evaluation and Assessment should make your year-end report intellectually simple. Remember, you have already done the work when you set up your program’s structure. Your Milestones should tell you how you’ve done according to each corresponding Objective and Goal. 

Example:

From Hampden Tutorial Project:

We plan to implement a fairly rigorous set of checks for the progress and evaluation of our program. The three main means of assessment and evaluation we will use are obtaining feedback from tutors, introducing a quantitative measure of tutor-tutee progress, and keeping track of participation levels. These should address the two main concerns of our group: 

(1) That our tutoring is effective and that tutor attendance is consistent. 

i. Obtaining Feedback from Tutors: Tutors will be interviewed briefly and informally at the end of each tutoring session. The goals of these interviews will be to talk about how the program is going for the tutor, to talk about progress that the tutor has made with his or her tutee, and to gauge the tutor’s enthusiasm for continued involvement. At the end of each semester, we will obtain much more formal and detailed feedback from tutors by asking them to complete an anonymous survey of their tutoring experience. They will be asked to comment on what they feel are the positive and negative aspects of the project, and they will be asked to provide suggestions on how the project may be improved the following semester. Concerns tutors raise will be discussed with Chris Plummer and Kandis Samuels, the Children’s Program Coordinators at the Hampden Family Center, to see whether the appropriate changes can be reasonably made. 

ii. Introducing a Quantitative Measure of Tutor-Tutee Progress One way we hope to quantify the progress of tutor-tutee pairs is to keep track of each tutee’s studiousness and behavior during tutoring sessions. At the end of each session, tutors are required to complete a survey regarding the tutee’s performance and behavior during tutoring. Included in this survey is a question asking tutors to rate the tutee’s studiousness and overall behavior during the session as either “poor,” “satisfactory,” or “excellent.” It is our hope to record and analyze these ratings for each tutor-tutee pair over the course of the semester with the goal of seeing a positive trend. 

iii. Participation Levels: Another gauge of the success of our program is keeping track of the level of participation of our tutors. This is easily quantified by maintaining attendance records. We are hoping that our tutors attend more or less all of their scheduled tutoring sessions. Absences will be dealt with on a case-by-case basis with valid excuses for missing a tutoring session including (1) illness (2) unavoidable personal emergency. If a tutor misses more than two sessions without a valid excuse, the issue will be brought to the attention of that individual and he or she will be warned that the next unexcused absence will result in loss of membership. We will also keep track of any change in the number of tutors in our group; an increase in members would show our advertising strategies to be effective.

7. Member Contact Information: 

List all officers and van certified members with email address and phone number. Below that, list your active members and contact info. You will need to designate your financial coordinator here.
8. Advisor Contact: 

We assume that you have a faculty or community advisor for your program. Please provide as much of the following information that’s reasonable for your advisor: name, phone (work and mobile if possible), fax, email, physical address, mailing address, company name, title/position, and web site. If you don’t have a faculty or community advisor, please explain in a sentence or two why that’s the case. We expect that you’ll utilize the professional staff at the CSC as your advisors.
This is also a good place to list any affiliations with other student groups on campus. Roughly outline the purpose of the affiliation and the responsibilities each group has. Note whether or not a Memorandum of Understanding has been signed. 

9. Site Information: 

Tell us about where you’re going. Roughly describe the facility and your involvement there.

10. Funding: 

Describe any funding that will be sought/received from outside sources. List the expectations/responsibilities with regard to outside funding sources (e.g.: the group must submit quarterly reports to funding source with assessment/evaluation data or advertise the contributors at events)
Please Note: Any contracts or grant agreements must go through the CSC office. The Center for Social Concern serves as the fiduciary agent for all France-Merrick groups, thus ultimately accountable for all money and how it is used. While the University as a whole is a non-profit, each CSC group is not an independent non-profit organization. Federal Law dictates that non-profit organizations have a formal financially responsible oversight structure.

Group Budget help:
Use the Excel template provided online at the CSC website: http://csc.jhu.edu. You must use the categories that we have listed. The description should give us a general gist of what your program would use money in that category for. Keep in mind that conditions of our funding require that your expenses benefit Baltimore city directly.
Example
	Category
	Description
	 Amount  
	% of Budget

	Supplies/materials
	 Educational materials for kids; Chalk and blackboard supplies
	100.00
	26%

	Postage
	 Mailings to parents; donation requests
	30.00
	8%

	Transportation
	 Trips to Wal-mart; take CSC vans down every week
	40.00
	10%

	Copies/prints
	 NA because black and white copies at the CSC are free
	0.00
	0%

	Food for program
	 Finger foods for first and last tutoring sessions
	100.00
	26%

	Food for membership (no more than 20%)
	 Food for welcome session and orientation
	50.00
	13%

	Speakers
	 NA
	0.00
	0%

	AV
	 Closing ceremony
	70.00
	18%

	Security
	 NA
	0.00
	0%

	Venue rental
	 NA
	0.00
	0%

	Training/conferences
	 NA
	0.00
	0%

	Other
	 NA
	0.00
	0%

	Total Amount Requested
	 
	 $      390.00 
	100%

	
	
	
	

	Group name:
	The Happy Tutoring Program
	
	

	Budget number:
	Unknown
	
	

	Financial Contact:
	Happy Smith
	
	

	Phone number:
	123-456-7890
	
	

	Email:
	happysmith@jhu.edu
	
	

	If additional funds are needed after initial proposal, a formal written request must be made at least 2 weeks in advance of expenditure

	ALL SERVICE ORGANIZATIONS MUST GET CSC FINANCIAL TRAINING BEFORE HAVING ACCESS TO FUNDS

	While we want you to be detailed as possible, realize that the most important issue is that there are no surprises when you bring in receipts for reimbursements. We should always have a warning when you're about to make a big expense. Remember, NO SURPRISES.

	
	
	
	

	 X
	By putting an X in the box to the left, I agree to the conditions above.


You will be notified by the SAB as to how much money your group was actually awarded. 
CSC New Group Instructions. Form updated August 22, 2007


