African American Heritage Festival (AAHF)
Planning Committee Policies & Expectations

Mission: “To educate, impact, and promote cultural awareness at The Ohio State University and in the Greater Columbus community while commemorating the legacy of the African-American experience”.

Meetings:

· To be early is to be on time, to be on time is to be late, and to be late is unacceptable! The African American Heritage Festival is at minimum, a weekly commitment. Planning Committee meetings, activities, and events will start promptly at its scheduled time. As a chair, you are expected to be on time to all events. Attendance will be taken at all events. 

· All AAHF Planning Committee events and meetings are mandatory. In regards to absences:
· In the event that there are 3 unexcused absences and/or excused tardies, you will relinquish your position as chair/co-chair.

· Please notify the Overall Student Chairs at least 24 hours in advance via email or telephone to request an excused absence.

· Be prepared to give committee reports during the AAHF Planning Committee meetings.

· Electronic copies of your committee reports must be provided to the Graduate Administrative Assistant and the Overall Student Chairs 
Professionalism:
· Please remain professional at all tines. You will be interacting with students, faculty, and staff of The Ohio State University, members of the Greater Columbus community, and prospective vendors and artists. You are a representative of the Multicultural Center and The Ohio State University and are expected to act with the utmost respect. 

· In maintaining professionalism, be sure to always use professional language as well as multicultural sensitivity. Profanity will not be tolerated. Refrain from swearing and discussing topics that may be inappropriate in a professional environment or that may offend others.
Academics:
· While at The Ohio State University, you are a student first. Academics should be your first priority. However, if you experience difficulty balancing academics, employment obligations, and extracurricular activities, consult immediately with the Graduate Administrative Assistant or the Overall Student Chairs. 

· In order to be an active chair on the African American Heritage Festival, students must have maintain a 2.0 or higher quarterly and cumulative grade point average for undergraduate students and a 3.0 or higher quarterly and cumulative grade point average for graduate students.
Committee Membership
· Any part-time or full-time undergraduate, graduate, and professional students enrolled at The Ohio State University-Columbus campus are eligible for membership in the African American Heritage Festival.
· Honorary Members may be voted in to the group by the general membership and may consist of faculty, staff, professionals, or alumni of The Ohio State University and the Ohio Union.

Leadership

Officers

· The Executive team of AAHF shall consist of the Overall Student Co-Chairs and Director of Communications.

· Sub-Committee chairpersons shall serve on the Overall Planning Committee.

· The Advisor, Graduate Advisor(s) and arranged visitors may sit ex-officio on the Executive team.

· All events shall have Sub-Committee chairpersons that will apply and interview at the beginning of autumn quarter and serve until May.
Section 2:  Eligibility

· Officers must maintain quarterly and cumulative grade point average and enrollment status consistent with student organization academic requirements as outlined in the student organization handbook.
· Members must also maintain quarterly and cumulative grade point average and enrollment status consistent with the student organization academic requirement as outlined in the student organizations handbook.
· The Advisor will assess grades each quarter. If an officer’s quarterly or cumulative grade point average falls below the academic requirements, he/she will be removed from the officer position.
Section 3:  Selection Process
· Officers shall be selected through an application and interview process conducted by the Intercultural Specialist – Liaison to African American Student Initiatives, Graduate Advisor, and staff designee chosen by the overall advisor, a selected member of the Multicultural Center and outgoing AAHF chairs or other outgoing senior member (s) of AAHF as determined by the Advisor.

· The Executive team will be selected in the spring quarter of each year.
· Any student is eligible to sit on sub-committees without the need for application or interview

Section 4: Removal of Officers and Membership

· The undermining of AAHF and its members, the malicious attack (whether verbal or physical) of another member, repeated negligence in maintaining the integrity of the organization, or the like, are grounds for expulsion or impeachment from AAHF.
· Proceedings may occur if all officers (excluding the officer in question) vote to move ahead with the impeachment process.

· The impeached officer and the executive team must meet with the advisor to discuss the proceedings an attempt to mediate the crisis.

· Upon the completion of the meditation, if the executive team, with the exception of the officer in question, still feels the necessity to unanimously vote out an officer, the officer must relinquish his or her power.

· All expulsion of members requires unanimous votes by the executive team.

· The impeachment of officers or the expulsion of members should only be conducted as a last resort after attempts to mediate or seek a conflict resolution fail.

Committees:

· Be committed to your role as a Planning Committee Chair(s).

· Organize a strong sub-committee.

· Hold regularly scheduled committee meetings and take attendance at every meeting.

· Maintain consistent contact with your staff advisor(s) and Graduate Administrative Assistant assigned to your committee.

· Attend Overall Planning Committee meetings.

· Be attentive, engaged, and participate in discussions during all meetings.

· Be reliable and keep appointments.
· If you say you are going to do something, DO IT!
· A team mentality is very important for the success of the African American Heritage Festival.

· When recruiting for your sub-committees, please look for creative, enthusiastic, and hardworking students on campus. All committees must be composed of at least 5 students.
· You are to conduct meetings at the discretion of you AND your staff advisor(s). Please remember, you are accountable for all activities conducted by your committee.
· As a note: The African American Heritage Festival is a registered student organization. Therefore, if you need to make copies, laminate materials, use butcher paper, or much more please see the Overall Student Chairs for the African American Heritage Festival. Do not make copies or go to the Ohio Union without permission of the Overall Student Chairs.  
Protocol:

· Protocol must be followed at all times! No expectations.
· When confirming acts, venues, prices, or anything involving a contract, only the Overall Coordinator of the African American Heritage Festival may sign a legally binding agreement or discuss any contacts with artists. 
· Respect confidentiality at all times. 
· Confidentiality includes, but is not limited to: budgetary information and unconfirmed event ideas (i.e. celebrity guests and activities).
· Individuals that request to know information pertaining to the planning of the festival will be informed by the Overall Coordinator. 
· No unauthorized persons are to attend the African American Heritage Festival Planning Committee Meetings without permission from the Overall Coordinator or Overall Student Chairs.
· The planning of the African American Heritage Festival involves a very detailed hierarchy. 
· Please mandate that all sub-committee members respect the hierarchy as well.
· During the week of festival, remind sub-committee members that directions may be distributed from varying parties: Overall Coordinator, Graduate Administrative Assistants, Overall Student Chairs, faculty and staff advisors, as well as Volunteer Committee Chair(s) and other chairpersons. Sub-committee members are to respectfully follow all directions when given. 
Teamwork:

· Consult with your peers. If in doubt, always consult. If relatively sure…always consult. It is better to know that you are doing something correctly than to assume.

· Planning of the African American Heritage Festival involves a team of representatives from the Multicultural Center, faculty and staff advisors from across campus, and graduate and undergraduate students at The Ohio State University. All are available and willing to provide assistance and support.
· Depend on the cohesive and communal unit that makes up the AAHF Planning Committee.

· Do not be critical of your co-chair(s) and other chairs on the Planning Committee. Work collaboratively with your peers; provide them with opportunities to grow, and constructive criticism.
· Agree to disagree. The AAHF Planning Committee is made up of a diverse group of students. As a result, there is diversity in cultures, beliefs, thoughts and ideas. Differences must be respected at all times.

· Ultimately, “Treat others how you would like to be treated.”

· Offer Suggestions. The weekly AAHF Planning Committee meeting is an optimal opportunity to gain knowledge about is going on with other committees and to provide feedback. If you have a creative idea that would make another event better, share it. If you know of a way to cut costs, let it be known. If you know of potential acts, talents, and groups to collaborate with, do not keep it a secret…let it out!

· The planning committee of the AAHF carries a depth of knowledge and varying levels of leadership. Some students are new to program planning, while others may have a few events under their belt. However, all will endure this timely process together.  There will be many hours committed to meetings, confirmations, and ironing out details. During the entire process…HAVE FUN…TOGETHER!!! Enjoy what you are doing and the people you are working with; the overall experience as a chair for the festival will be that much better.

Planning:

· There is extensive planning put into the festival. Proper planning prevents poor performance so plan ahead. 
· As chair(s), while you are planning for your event, develop a plan B or even C if necessary.

· Rarely do things go as originally planned, so prepare yourself for them to go astray. 

· No resource is infinite. Therefore, while planning for the festival, optimization, efficiency, and maximization are important.

· Be mindful of time, money, and other committee’s resources.

· You are required to maintain your three ring binders throughout the planning and implementation of the Heritage Festival. This binder should contain the following in chronological order:

· Typed agendas of all your scheduled committee meetings.
· Names and contact information of all committee members.
· All communications pertinent to the Heritage Festival including, but not limited to: emails, advertisements, and timelines.
Leadership:

· The AAHF must be a priority. It is very important that you uphold the terms and conditions of your contract and produce a product that will make your committee, the Multicultural Center and the Ohio State University proud. The festival has a rich 30-year history. It should be your goal to enhance and continually improve its history.
· Be creative…think outside the box. Though it may not have been done in the past, doesn’t mean it cannot exist in the future.
· Explore new opportunities and open new doors.
· The event you have been assigned to chair/co-chair should be seen as a blank canvas, “paint” freely. Once there is an initial idea, it can be developed to meet the constraints of the festival.
· Overall, the planning of the AAHF should be a learning experience.
· You will be given the opportunity to network and gain skills such as leadership, communication, and time management. You will learn how to run an effective meeting, plan a major event, and how to work in a team environment. 
· Embrace these opportunities. When you walk away from the African American Heritage Festival Planning Committee, you should have learned, grew, and been challenged.
Non-Discrimination Clause

· This organization does not discriminate on the basis of age, ancestry, color, disability, gender identity or expression, genetic information, HIV/AIDS status, military status, national origin, race, religion, sex, sexual orientation, protected veteran status, or any other bases under the law, in its activities, programs, admission, and employment.
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