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Fall 2020 UF Student Government
[bookmark: _GoBack]Student Honor Code Administration Vice Chancellor Application

Application deadline: Monday, September 14th 2020 at 11:59 PM
Email your completed application to the Chancellor, Erin Carr, at
 hctchanc@sg.ufl.edu
Please save the application as “firstname.lastname.shca20”

The Vice Chancellors assist the Student Honor Code Administration Chancellor in all administrative duties including, but not limited to, disseminating information regarding and promoting Honor Code Administration services, educating the University community about the Student Honor Code, proctoring exams for lecture courses, reviewing admissions applications for students with prior Honor Code violations, serving as an advisor to individuals participating in the conduct process, meeting with students who have completed a Faculty/Student Resolution to discuss potential future impacts of a violation, and any other tasks befitting of the student government judiciary.

Vice Chancellors are required to complete the Student Conduct Committee training class in Spring 2018 if not already trained to sit on the Student Conduct Committee hearings. Vice Chancellors are required to attend all meetings. 

Minimum Requirements:
Completed two full semesters at UF, excluding summer terms
2.5 Cumulative and Semester GPA
Enrolled as a full-time student
In good standing with the University
Strong organizational and verbal communication skills
Exemplary time management
Attend all required training sessions

Note: All Vice Chancellors must be able to respond to emails within 24 business hours.  

PART 1 - GENERAL INFORMATION

Name: ______________________	
Preferred Name for Use on Nametag: ______________________
UF ID #:  ______________________
Local Address: ___________________________
UF Email: __________________
Shirt Size: _________
Phone Number: ________________
Cumulative UF GPA: _____
Major: ______________________
Forecasted Graduation Date:  ________________
Position Information

Vice Chancellor of Admissions Reviews
• Handles the intake of admissions reviews and the dispersion of them to the Admissions Reviews committee
• Trains members on how to conduct admissions reviews
• Monitors and follows up throughout the admissions review process
• Communicates with Student Conduct and Conflict Resolution regarding status of assigned reviews
• Keeps track of the number of admissions reviews completed throughout the year

Vice Chancellor of Advising Services
• Provides a record of advisor and advisee pairs to SCCR for Conduct Committee Scheduling purposes
• Keeps inventory of which members are trained and are not trained
• Produces surveys for advising follow-ups
• Handles the intake of advising requests (through SCCR and our online web requests) and delegates advising sessions to trained members
• Trains SHCA members who have undergone conduct committee training on how to effectively advise students going through the conduct process
• Coordinates the Avoiding Plagiarism Seminar
• Keeps track of the number of advising sessions and seminars offered throughout the year

Vice Chancellor of Administration Outreach
• Reaches out to faculty and staff about services that the organization offers, specifically information about the Student Conduct process and SHCA’s proctoring services
• Presents to departments about the services we offer
• Trains committee members on how to present to faculty members and facilitates the scheduling of these meetings
• This will involve more availability in the afternoon during professor office hours

Vice Chancellor of Marketing
• Creates promotional materials for outreach, such as (but not limited to): buttons, stickers, flyers, business cards, banners, and tabling boards
• Updates all social media accounts
• Coordinates the updates to and management of the SHCA website, including member photos
• Designates a committee member to serve as a photographer at each event
• Graphic design skills and creativity are preferred

Vice Chancellor of Proctoring Services
• Coordinates scheduling of all proctoring sessions and organizes a sign up procedure for staff to fill these requests
• Trains all staff members on how to effectively proctor exams
• Handles all communication with faculty/staff regarding proctoring services
• Works with committee members to remind staff members of upcoming proctoring services

Vice Chancellor of Membership and SHCA Affairs
• Reminds members about meetings and events
• Takes attendance at meetings and keeps track of excuses submitted by members 
• Compiles minutes/reminders and emails them to staff following each meeting
• Gathers and compiles data on recorded by fellow Vice Chancellors on SHCA services and activities throughout the year
• Helps coordinate retreats for Chancellor/Vice Chancellors/Clerks
• Assists with SARS, acquisition of promotional materials, financial information, and printing of items

Vice Chancellor of Programming
• Spearheads SHCA’s two largest outreach initiatives – Conflict Resolution Week (Fall) and Ethics and Civility Week (Spring)
• Helps to plan all other SHCA events for students and collaborate with other campus organizations to plan events when appropriate
• Records attendance at events
• Works with Vice Chancellor of Student Outreach in order to promote these events to students on campus
• Works with Vice Chancellor of Recruitment to plan events to help member recruitment efforts
• Should be available for weekly planning meetings in advance of the respective week-long and individual programs

Vice Chancellor of Recruitment and Retention
• Presents at the SAI Involvement Fair and other similar events for recruitment purposes
• Assists in coordinating staff application promotion online, through University newsletters, etc.
• Promotes applications while they are open
• Focuses on recruiting a large, diverse, and qualified group of staff members for SHCA
• Coordinates membership recognition efforts and volunteer/social events for SHCA staff
• Works closely with the VC of Student Outreach to coordinate presentations to students, classes, and organizations for recruitment purposes

Vice Chancellor of Student Outreach
• Presents to students, classes, and organizations about the Honor Code and Conduct Code 
• Emails student organizations offering to conduct these presentations
• Reaches out to students to inform them about the Honor Code and Conduct Code, specifically through tabling and program promotion
• Coordinates tabling opportunities and staff sign ups for tabling shifts
• Keeps track of program, presentation, and tabling data throughout the year
• This will require more time during lunchtime for tabling and in the evening for programs



Please rank from greatest (1) to least (9) which of the following areas you are most interested in applying for: 
· Vice Chancellor of Admissions Reviews (1 position available): _____
· Vice Chancellor of Advising Services (1 position available): _____
· Vice Chancellor of Administration Outreach (1 position available): _____
· Vice Chancellor of Marketing (1 position available): _____
· Vice Chancellor of Proctoring (2 positions available): _____
· Vice Chancellor of Membership and SHCA Affairs (1 position available): 
· Vice Chancellor of Recruitment and Retention (1 position available): _____
· Vice Chancellor of Student Outreach (1 position available): _____
· Vice Chancellor of Programming (1 position available): _____

I am willing to work in an area that is not in my top three choices (Y/N): _____

PART 2 – SHORT ANSWER QUESTIONS

THE FOLLOWING MUST BE INCLUDED IN YOUR APPLICATION TO BE CONSIDERED:
Please attach a complete class/work/involvement schedule, short answer responses, and a one-page resume. Please note summer availability as well.

Maximum of 250 words per response.

1. Why do you want to be a Vice Chancellor or Clerk and what experiences qualify you to be a Vice Chancellor or Clerk? (Please tailor your answer to the specific area in which you’re interested in working)

2. What can the Student Honor Code Administration do to increase student awareness?

3. Why do you think it is necessary for UF to have a Conduct Code and Honor Code?

4. Discuss your familiarity with the conduct process.

5. For returning VC/Clerk applications ONLY: What have you learned during your last year(s) as a VC/Clerk and how will you use this knowledge to take your leadership to the next level in the upcoming year?

PART 3 – UNIVERSITY STANDING AND VERIFICATION

 University Standing Questions:

· Have you ever been subject to disciplinary action at this or any other educational institution? Y/N
· Have you ever been subject to academic probation, suspension at this or any other educational institution? Y/N
· Have you ever been subject to penalty or accused of academic misconduct at this or any other educational institution? Y/N
· Have you ever been arrested? Y/N
· Have you ever been convicted of a crime or had adjudication withheld? Y/N

If you answered “Yes” to any question, please write a thorough explanation below.

PART 4 – APPLICATION CHECKLIST

Instructions: Please read over each of the following requirements to ensure that you have completed all of the steps and requirements of the application before submitting it. 
1. Completed General Information
2. Ranked Committee Preferences
3. Completed Schedule
4. Completed Short Answers
6. Attached resume to email (save as: Lastname.Resume)
7. Completed University Standing

Once again, be sure to have ALL components included in your application. We will not accept incomplete applications. 

Verification:

* Please initial below: 
____ I authorize Student Government staff to verify my qualifications for the position that I am applying for to become a member of Student Government. I further understand that any misrepresentation on my part will result in my disqualification for this position. I hereby certify that I meet the minimum requirements to hold this position and all of the information contained in this application is correct and true to the best of my knowledge. 

* Please initial only one of the following: 
__I agree to allow Student Government to release to any person making an applicable public records request, the information contained within this application which is defined by University of Florida Rule 6C1-4.007 as a public record but which may otherwise have a privacy hold. 
__I do not agree to allow Student Government to release to any person making an applicable public records request, the information contained within this application which is defined by University of Florida Rule 6C1-4.007 as a public record but which may otherwise have a privacy hold. 

Signature (Electronic Permitted): ______________________________	Date: ____________________
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