The Constitution

of the

Student Admissions Representatives

of 

Iowa State University


Preamble
We, the members of the Student Admissions Representatives do hereby establish this Constitution in order that our purpose be realized to its fullest extent.
Article I. 
Name
The name of this organization shall be the STudent Admissions RepresentativeS of Iowa State University, henceforth referred to as STARS. 

Article II. 
Purpose and Goals
Section 1.
STARS shall serve as volunteer student admissions representatives assisting the Iowa State Office of Admissions in its recruitment efforts. STARS duties could include, but are not limited to, Daily Tours (Campus and Residence Hall), Experience Iowa State (EIS), Group Tours, Open House programs, student panels, high school visits, college night programs, and other special events as requested.
Section 2.
Student Admissions Representatives abides by and supports established Iowa State University policies, State and Federal Laws.

Article III. 
Membership

Section 1. 
Members
A. Membership shall be open to all registered students at Iowa State University who is in good standing, has completed a minimum of one semester at Iowa State, and has maintained a minimum 2.2 cumulative GPA. 
B. STARS will include no fewer than 60 Iowa State students and no more than 100 students.  
B. Membership can be terminated only by the individual member's written request or the failure of an individual member to meet the requirements of STARS as stated in this Constitution and the STARS Bylaws as determined by the Executive Board in consultation with the Graduate Advisor.
Section 2. 
Selection

A. Selection for membership shall be made during the Fall and Spring semesters each year. The number of accepted new members is dependant on the number of current members. 

B. Applications for membership shall be made available to interested students in October of the Fall semester and March of the Spring semester at least two weeks prior to the application deadline.

C. Members shall be selected by the Admissions Advisor, Graduate Advisor, and Executive Board. 

Section 3. 
Attendance 
A. All meetings are required.

B. All members are allowed three (3) unexcused absence per semester before she/he is brought before the Graduate Advisor and President for membership review.

C. Excused absences can be acquired under certain circumstances as outlined in the STARS Bylaws. 
D. Any member who agrees to assist with a special assignment and does not report for that assignment shall be given one (1) unexcused absence.
Article IV. 
Officers and Duties
STARS shall elect, from among themselves, by the method described in the STARS Bylaws, officers of STARS. Officers shall consist of: President, Vice-President of EIS, Vice-President of Campus Visits, Secretary/Treasurer, and Membership Development Chair. Term of Office follows one academic calendar year. Officers must meet the requirements of Membership as stated in Article III, Section 1. 
Section 1. 
Officer Requirements
A. Have a minimum cumulative grade point ratio (GPA) as stated below and meet that minimum GPA in the semester immediately prior to the election/appointment, the semester of election/appointment and semesters during the term of office. For undergraduate, graduate and professional students, the minimum GPA is 2.20. In order for this provision to be met, at least six hours (half-time credits) must have been taken for the semester under consideration.

B. Be in good standing with the university and enrolled: at least half time (six or more credit hours), if an undergraduate student (unless fewer credits are required to graduate in the spring and fall semesters) during the term of office, and at least half time (four or more credits), if a graduate level student (unless fewer credits are required in the final stages of their degree as defined by the Continuous Registration Requirement) during their term of office.

C. Be ineligible to hold an office should the student fail to maintain the requirements as prescribed in (a) and (b).

Section 2.
President
The President shall be the liaison between STARS and the Office of Admissions. The President will fulfill all duties as outlined in the STARS Bylaws.

Section 3. 
Vice Presidents

The Vice-Presidents shall assist the President with duties as needed. The Vice-Presidents will also fulfill all duties as outlined in the STARS Bylaws.
Section 4. 
Secretary/Treasurer
The Secretary/Treasurer shall record and report to the membership minutes of each organization meeting. The Secretary/Treasurer will also fulfill all duties as outlined in the STARS Bylaws. 
Section 5. 
Membership Development Coordinator

The Membership Development Coordinator will fulfill all duties as outlined in the STARS Bylaws

Article V. 
Advisors

An Admissions Graduate Assistant and Full Time Staff members will be the advisors of STARS.


Section 1. Professional Advisor

A. Shall serve during their time at Iowa State University. 

Section 2. Graduate Advisor

B. Shall serve for an academic year. 

Article VI. 
Meetings
Section 1. 
Regular meetings of STARS shall be held on a biweekly basis. The first meeting of Fall and Spring semesters shall be a retreat for the whole organization. The subsequent meetings will be held at a reoccurring time convenient for the largest number of members. 

Section 2. 
Special meetings of STARS may be called at the discretion of the President, Admissions Advisor, Graduate Advisor, or upon petition of the membership. 
Article VII.
Finances
Section 1.
All monies belonging to this organization shall be deposited and disbursed through a bank account established for this organization at the Campus Organizations Accounting Office and/or approved institution/office (must receive authorization via Campus Organizations Accounting Office). All funds must be deposited within 48 hours after collection. The Adviser to this organization must approve and sign each expenditure before payment.
Section 2.
No dues will exist. 
Article VIII. 
Amendments
Section 1. 
Amendments to the STARS constitution shall be presented to the members for review and discussion at least two consecutive meetings prior to voting on proposed amendments. 
Section 2.
All Amendments must be brought to an executive board meeting prior to being introduced to the membership as a whole.
Section 3. 
Any organization member may propose amendments to the constitution. Amendments must be approved by 2/3 of the organization members and, if approved, shall take effect immediately unless otherwise indicated in the approved amendment.
Section 4. 
Amendments to the STARS bylaws shall be presented to the members for review and discussion at least one meeting prior to voting on the proposed amendments.

Section 5.
Any organization member may propose amendments to the bylaws. Amendments must be approved by a simple majority of the organization members and, if approved, shall take effect immediately unless otherwise indicated in the approved amendment.

Article IX. 
Ratification

Section 1. 
The affirmative vote of more than 1/2 of the STARS membership will be sufficient for the ratification of this Constitution.

Section 2. 
Voting shall take place during the Fall semester retreat.

Section 3. 
Upon ratification, this Constitution shall supersede any Constitution written before the date of ratification. All rules and regulations, whether written or implied, in use at the date of ratification, shall be null and void.
Ratified 2/10/2010

STARS Bylaws
Article I.
 STARS Duties

· Semester Rotation- Each semester an every other week rotation system will be set up for the daily campus and residence hall tours. Rotations will be created based on the students’ class schedules. STARS are responsible for being on at least one rotation, if not more than one, as their academic schedule permits. 
· Experience Iowa State (EIS)- STARS are required to assist with at least ¾ of the EIS dates throughout each semester. Duties include, but are not limited to, greeting, visitor check in, Cy, student panels, academic session escorting, campus tours, lunch duty, residence hall tours, hosting, and mingling. STARS will be assigned EIS duties on the basis of their academic schedule.
· Group Visits- Throughout the year special group visits will be coordinated through the Admissions office. STARS are responsible for helping out as much as possible with group visits as their academic schedule allows. STARS will be informed about up coming groups in order to sign up for duties. Duties include, but are not limited to, greeting, escorting, tours, participating in special programs, student panels, and mingling during meals. 
· Uniforms- STARS are expected to wear their STARS uniform to all events and tours unless told otherwise by an advisor. Uniforms will be chosen each year by the Advisors and Executive Board. 
· Absences- If a STAR misses an assignment that they are scheduled for or volunteer for it will count against their three (3) unexcused absences. If a legitimate conflict arises STARS may acquire an excused absence by contacting the Graduate Advisor. Legitimate reasons include emergencies and illness.
Article II. 
Training

· Retreats- Each semester a retreat will be held. Retreats are mandatory for all STARS. STARS will be informed of the retreat dates in advance in order to make appropriate accommodations to attend. Retreats are required in order for new STARS to be trained on campus and residence hall tours as well as to familiarize themselves with the executive board, staff, and organization as a whole. Retreats will also be used as a way to update all STARS on changes around the campus. As representatives of the Admissions Office it is essential that STARS are up to date on all campus information.
· New STAR Shadowing- At the beginning of a student’s tenure with STARS they will be required to shadow tours before becoming integrated in the tour rotation. New STARS need to be slowly integrated into taking over the tours and upon completion of their first month as a STAR will need to be able to give a full tour alone. 
· Executive/Advisor Shadowing- Throughout the semester the executive board as well as the advisors will shadow tours through random selection. This will give STARS the opportunity to receive individual feedback about their tours, creating an environment for constant learning and improvement.
Article III.
 Meetings

· Purpose- In order to have consistency in information and procedures, bi-weekly meetings will be held. All STARS are required to attend unless their academic schedule does not allow for it. 
· Scheduling- In order to ensure that STARS will be in attendance at the bi-weekly meetings the academic schedules of the STARS will be taken into account. While it is not possible to accommodate all STARS every effort should be made to accommodate the majority.
· Minutes- Since 100 percent STARS attendance to meetings is not feasible; minutes will be taken of all meetings and distributed to absent members, the executive board, and the advisors. 
· Semester Long Absences- All meetings are required unless a STAR’s academic schedule does not allow or special arrangements have been made with the Graduate Advisor. 
· Individual Absences- If a STAR misses a meeting it will count against their three (3) unexcused absences. If a legitimate conflict arises STARS may acquire an excused absence by contacting the Graduate Advisor. Legitimate reasons include, but are not limited to, emergencies, illness, class field trip, or test. Individual excused absences will be given at the discretion of the Graduate Advisor with the consultation of the President if the occasion arises. 
Article IV.
 Executives

· Elections- Elections will take place as determined by STARS Advisors each Spring Semester. 
· The Advisors shall be in charge of elections.

· Nominations will be accepted for two (2) weeks prior to the election date, self nominations are accepted as well as third party nominations.

· Nominees must have been a STAR for at least one semester. 

· A sliding ballot shall be used for elections. Any nominee who is not elected to the office for which he/she was originally nominated may "slide" down to be considered for election to any of the other organization offices.

· Each nominee shall be asked to make a brief statement (less than 1 minute) to the STARS to state their qualifications and/or reasons for wanting to serve as a STARS executive.

· After all nominees for a particular office (including nominees who had "slid" down from a higher office) have made their speeches, members shall vote by written ballot to elect the position.

· The Advisors shall each count the ballots once to ensure an accurate election.

· In the event of a tie, candidates will provide another speech and STARS will revote. 
· General Duties- 
· LEAD BY EXAMPLE

· Attend bi-weekly STARS meetings

· Attend exec meetings outside of STARS meetings biweekly 
· Assist with the STARS retreats 

· Assist with STARS Interviews

· Work with Graduate Advisor on projects as they arise

· Training during retreats

· Be of assistance to any questions/concerns STARS may have or provide additional training 

· Stay updated on campus information 

· President-
· Lead STARS general meetings
· Act as a liaison between the STARS and the Office of Admissions

· Assist in planning executive retreat
· Assist in planning tour training

· Assist other exec members or Graduate Advisor with other duties as assigned

· Vice President of Campus Visits-
· Coordinate the STARS retreats

· Assist the Graduate Advisor in creating the Semester Rotation

· Assist with STARS meetings

· Assist other exec members or Graduate Advisor with other duties as assigned

· Vice President of EIS-
· Act as STARS contact during EIS days

· Assist with STARS meetings

· Assist with Panel training to STARS

· Assist other exec members or Graduate Advisor with other duties as assigned

· Secretary/Treasurer-
· Take minutes at monthly meetings 

· Distribute minutes to STARS

· Assist with STARS meetings

· Assist other exec members or Graduate Advisor with other duties as assigned

· Membership Development Coordinator-
· Help plan social activities and special events

· Keep track of birthdays and other occasions

· Assist with STARS meetings

· Assist other exec members or Graduate Advisor with other duties as assigned

· Vacancies- If a vacancy on the Executive Board occurs, one of two actions need to be taken:
· Summer- if the vacancy occurs during the summer the vacancy will be announced and nominations called for via the STARS listserv. Once nominations are received the current Executive board will vote in lieu of the full STARS membership.

· Academic Year- if the vacancy occurs during the Academic Year the vacancy will be announced at the STARS bi-weekly meeting and nominations asked for. Voting of the full STARS membership will take place at the following meeting.


· Officer Removal- Advisors can remove an officer from their position at their discretion if deemed necessary. 
· Advisors-

· Advisors will work with the STARS on all events, projects, and other responsibilities as needed each year. 
· Advisors will be able to make exceptions to membership requirements (see Article III, Section 1) on a case by case basis. 

Article V. 
Membership Selection

· Applications- Applications will be available for STARS each semester. Applications will be found on the Admissions & New Student Programs Student Leadership Positions webpage. Applications will be available for a minimum of two (2) weeks.
· Interviews- Interviews will be run in accordance with what is convenient that semester. Interviewers will be given a standard comment sheet to fill out about each applicant with standard interview questions.
· Selection- The Executive board along with the advisors will discuss each applicant after their interview is completed. The number of applicants offered position in STARS depend each semester on the number of STARS leaving the organization in that given semester. Selection will be based on an applicants interview as well as their academic, extracurricular, and work schedules. 
· Contracts- Each new STAR will be required to sign a contract indicating their training and tour responsibilities.
Article VI.
 Awards

· Continuous Recognition- Recognition/awards will be given out at the discretion of the Advisors and Executive board.
· End of the Year Awards- Awards to be given out at the end of the year include, but are not limited to; STAR of the Year, Funniest Tour Story, and Most Enthusiastic STAR
Article VII. 
Year End
· Final Event- An end of year event will take place each Spring semester to show STARS how appreciated they are by the Admissions office
· Executive Change- During Dead Week of the Spring semester Executive positions will transition during an Executive dinner. 
Ratified 2/10/2010
Amendments:


Amendment I: Facebook Policy:

· In order to ensure your safety and the integrity of STARS we ask that everyone keep your full Facebook page as visible only to people in the Iowa State network. Also, we ask that you not add any prospective students as your friend if the only way you know them is through an Iowa State tour or event that you worked as a STAR. 
· Adopted 10/18/2006
