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Introduction to the Oberlin College Bonner Scholars Program (OC BSP) Transition Binder
Welcome to the Bonner Scholars Program!  The intention of this guide is to give a comprehensive view of the Bonner Scholars Program at Oberlin College and serve as a supplement to the Bonner Foundation’s Directors Handbook.  It includes the specific details that build the framework for managing the program at Oberlin College. This guide will provide insight for programming, administrating, advising, networking and mentoring.  

Introduction to the Oberlin College Bonner Scholars Program (OC BSP)

The Bonner Scholars Program at Oberlin College is a multi-faceted and complex program that requires exemplary management and facilitation to be successful. There are many great resources that are important to understanding the program, including the Bonner Foundation’s website (www.bonner.org), the Bonner Foundation’s Directors Handbook

 (http://bonnernetwork.pbworks.com/w/page/Director%27s-Handbook), the OC BSP’s website (www.oberlin.edu/bcsl), the OC BSP’s Student Handbook, the OC BSP’s Site Supervisors Guide, the Oberlinserves wiki (www.oberlinserves.pbworks.com)–which has current information about the OC BSP, and the Bonner Center for Service and Learning’s The Book–a student staff training guide with general information about the Center,  directions for using equipment and lists of resources.  Also, the following documents provide an overview of the Bonner Foundation and the OC BSP.

· Bonner Foundation’s History and Introduction 

· Approaching the Bonner Program

· OC BSP’s Overview 

· OC BSP’s Requirements Overview

· Bonner Contract

History of the Oberlin College Bonner Scholars Program (OC BSP)

The Bonner Scholars Program started at Oberlin College in November 1992.  In conjunction with the Bonner Foundation (Princeton, New Jersey), Oberlin College provides a supportive program and a four-year community service scholarship to 15 first-year students (Bonner Scholars) each year.  The program serves students who have high financial need and a commitment to service. It is designed to heighten the overall education a Bonner Scholar receives by providing opportunities to engage in ongoing service and helping the Scholar develop the tools and knowledge necessary to make their service meaningful and lasting. The OC BSP, initially directed by Fred Lassen, was first housed in the Office of Religious and Spiritual Life. In 1995, the program moved to the newly constructed Center for Service and Learning under the leadership of Daniel Gardner and later Beth Blissman (2000-present).  The OC BSP continued to prosper on campus with the following directors: Mark Blackman, Adrian Bautista (1999-2001), Angela Logan (2001-2004) and Donna Russell (2004-2010).  The OC BSP hosted the Bonner Foundation’s annual Summer Leadership Institute (2007) and received a $4.8 million endowment from the Bonner Foundation in 2009 (endowment announcement and celebration occurred in 2007).


Oberlin College's Bonner Scholars Program has served over 300 students.  The names of the Bonner alumni are in a file called Bonner Alumni on the computer and all the Bonner Scholars’ files are located in the left file cabinet.  In 2008 the College's Office of Institutional Research reported that the graduation rate for students who entered the college during 1992-2004 and participated in the program was 86.2% (which was higher than Oberlin College’s graduation rate).  Currently (Fall 2010), there are 56 active Bonner Scholars on campus fulfilling service hours at various local non-profit organizations including America Reads, Boys/Girls in Motion, Firelands Association for the Visual Arts, The Mad Factory, Ninde Scholars Program, Oberlin Community Services and Oberlin Heritage Center.  There are four active Bonner Scholars serving while studying away in Ireland, Japan, Arizona/Mexico, and New York; one Bonner Scholar is on a medical leave of absence.  

Culture of the Oberlin College Bonner Scholars Program (OC BSP)

The culture of the OC BSP is as unique, diverse and vibrant as Oberlin College’s student community.  A total of 44 Bonners identify as African American/Black, Latin@, Asian, Pacific Islander, and Bi-racial/Multi-racial.  Also, Bonners represent 16 states and 8 international countries.  The common thread among Bonner Scholars, high financial need, transcends differences in ethnicity, gender, sexual orientation, religious affiliation and other identity factors.  Bonner Scholars are a close knit group, who are socially conscious and desire to make sustained change in the community.  Many Scholars are idealistic and overcommitted, because they want to acquire as many experiences as they can while at Oberlin.  There are times that Scholars must be reminded that their priorities, academic success and fulfilling the requirements of the program, are essential to them remaining in program.  The Bonner Contract is a concrete tool that reminds students of the requirements of the program and the penalties if they do not fulfill the requirements.

Many Bonner Scholars seek the guidance of the BSP Director to assist with issues and problems they encounter, it is important to remind students that there are many resources on campus to help with their development, matriculation and success at Oberlin.  The following offices: Dean of Students (Class Deans), Dean of Studies (Academic Advisors), Bonner Center for Service and Learning, Counseling Center, Student Academic Services, Multicultural Resource Center, Oberlin College Dialogue Center, Writing Center, Career Services, and Office of Religious and Spiritual Life should be shared with Bonners early and often.  Representatives from these departments are invited to the Bonner Orientation lunch; there is a scavenger hunt exercise during Bonner Orientation when students visit the offices and some representatives present during the Bonner Life 101 classes, All Bonner Meetings and Class Meetings.  

The OC BSP is student-centered and functions to empower Bonners with egalitarian values that encourage student ownership of program.  Bonners are active participants in program/activity planning and many serve on the committees (Activities, Community Fund, Reflection, 20th Anniversary, Recruitment).  Also, there is a small group of Scholars who are selected by their peers to serve as Bonner Congress Representatives and Senior Interns (Bonner Leadership Team).  They are very helpful and I’ve had great success asking their opinion on many programming decisions, even when it is a trivial issue like what to eat at the class meeting.

Bonner Leadership Team 

The trajectory of leadership in the BSP can begin as early as the first year in the program.  First-year Bonner Scholars can join committees and begin learning how the program is managed, since the committees are vital components of program/activity planning.  Many Bonners have the leadership skills and knowledge that are transferable to the needs of the program, it is important to remember that the Scholars are a resource. 

Each spring the OC BSP has elections for the three Bonner Congress Representatives.  Bonner Scholars nominate sophomore candidates during the March All Bonner meetings.  After the meetings, the BSP director contacts the nominees with the request to ‘accept’ or ‘decline’ the nomination before the April meetings. If the student accepts the nomination, the BSP director shares the Congress Representative application and job description with the student.  The Bonner develops a short campaign video to show during the April All Bonner meetings.  The Bonners watch the video and then vote anonimously.  The three candidates with the most votes are elected as the Congress Representatives, which is a two-year commitment.  Congress Representations serve as Senior Interns the following year.  

The Bonner Leadership Team is the most valuable and critical component to successfully managing the program.  The six students are elected because of their leadership, skills, experiences, love for the program and personality. The Team meets at the beginning of each semester to plan activities and decide on the distribution of tasks.  They can help lead meetings and cornerstone activities, assist students with finding service sites, log information in BWBRS, maintain technology (Oberlinserves, Facebook, website etc.) and perform various administrative tasks.  As a way to support the Leadership Team, I suggest assessing their busy times during the semester at the beginning of the semester (so you can plan according) and giving the students the authority to decide on tasks and responsibilities.  This practice has worked well for me as it empowers the students, especially if tasks are decided among the group and not just delegated by the BSP Director.

Also, the congress representatives serve as the chair for one of the three Bonner Committees –Activities, Community Fund and Reflection.  The senior interns, who served as the chair for the committee the year before, act as advisors for the committee and assist with the first few meetings of the year. The Congress Representative Application/Job Description and Senior Intern Job Description provide more details about the positions.  

In 2010, four sophomores were selected by the BSP Director to assist the leadership team with maintaining morale and positivity during the transition of the BSP director position.  The individuals were selected because of their leadership and desire to learn how the program is managed.  The Recruitment and 20th Anniversary ad-hoc committees, led by sophomores, were created to address the current needs of the program and alleviate the leadership team and 
BSP director from having too many projects during the transition of leadership.  

2010-2011 Bonner Leadership Team
Senior Interns: 

Cindy Camacho

Chloe Drummond

Syrea Thomas

Congress Representatives:

Elizabeth Campbell (Reflection)

Timothy Krumreig (Activities)

Inyang Udo-Inyang (Community Fund)

Sophomore Representatives:

Tessa Cruz

Kevin Gilfether (Recruitment)

Warren Harding (20th Anniversary)

Amy Huang 

· Congress Representative Application and Job Description
· Senior Intern Job Description
· Bonner Scholars Program Student Handbook
· Community Partners-Site Supervisor Handbook

Bonner Scholars Program Master Timeline & Training and Enrichment Calendar
The OC BSP operates on Oberlin College’s calendar; many tasks and programs are circular and may seem repetitive, so it is easy to forget the smaller tasks that are essential to successfully managing the program.  The OC BSP Master Timeline is a great guide to ensure you are on track with tasks, as well as programming for the year.  The busiest and most chaotic time of the year, which is common across campus, is mid-August to mid-September.  It is never too early to get some of the tasks that are not time-bound completed before mid-August.  Fall semester is typically more active than Spring semester because of the weekly Bonner Life 101 classes, which takes a good deal of managing and facilitating (i.e. working with guest speakers, assisting the first years with other concerns, reading reflections etc.).  It is good practice to balance the Cornerstone Activities and meetings, so there aren’t too many activities and meetings in one month or week.  The best times to evaluate the OC BSP are January (Winter Term) and July (after the Bonner Foundation’s annual report).  Since February and April are also very active months at Oberlin, meetings and activities should be discussed with Bonner months in advance so there are few conflicts with campus-wide programming.  It is also a good idea to check the College’s Events Calendar and the Bonner CSL Calendar (especially America Reads) before you plan Cornerstone Activities or Retreats.

The Training and Enrichment Calendar is a guide to the meetings and Cornerstone Activities schedule.  Listed by class, the Calendar shows which training modules and skills should be covered during specific meetings, the intention of the training module/skill and resources.  The selection of skills for each class was determine by a questionnaire administered to Bonner Scholars in September 2010, which asked students to list the four skills that they wanted to learn from the Bonner Skills Sets.  The responses were tabulated and the skills added to the Training and Enrichment Calendar.  Grant writing, identified as an essential skill for all classes, should be covered during Bonner Retreats.  PolicyOptions (public policy and advocacy) is a new initiative for the Bonner Foundation and should be covered during Retreats as well.  The training modules listed on the Calendar can be found on the Bonner Foundation wiki:

http://bonnernetwork.pbworks.com/Bonner-Training-Modules
· OC BSP Master Timeline

· OC BSP Training and Enrichment Calendar

Bonner Meetings
The Bonner Scholars Program has a series of meetings to support the Bonners in developing the knowledge, experiences and skills for meaningful and longstanding service to the community.  There are Individual Meetings (once per semester), All Bonner Meetings (once per month; usually the second Monday and Tuesday of the month), Class Meetings (twice per semester; first-years meet weekly during the Fall semester), Committee Meetings (once per month; the Activities and Reflection committees usually meet the first week of the month to prepare for the All Bonner Meetings and the Community Fund committee meet the week after the All Bonner Meetings to review fund requests) and Retreats (once per semester).

· Individual Meetings

· All Bonner Meetings

· Class Meetings (Bonner Life 101 course)

· Committee Meetings

· Retreats

Individual Meetings

Purpose:

Individual meetings allow the BSP director time to give undivided attention to each Bonner.  The meetings, which occur during the first two weeks of classes each semester, focus on evaluation of the previous semester or summer and a service plan of action for the current semester.  The Individual Meeting Form helps guide the meetings, so information necessary for reporting (academic and service site information) is retrieved during the meeting.

Context: 

The individual meeting, usually thirty minutes, provides time for the BSP director to become familiar with each Bonner Scholar.  During this meeting the BSP director can listen to concerns, determine the Scholar’s needs and share specific resources, and ensure that the Scholar has a plan of action for service.  The discussion may move away from service and Bonner requirements, but before the Scholar leaves the meeting s/he should share his/her service site or plan for confirming a service site.  Also, the individual meeting is an opportunity to help Bonners make connections between service and their academics or careers. The Bonners receive their book stipends at the end of meeting, and if a Bonner completes summer service and submits the required documents s/he will receive the summer earning stipend as well.  It is good practice to develop an Important Dates Sheet with all the meetings and BWBRS paperwork due dates to give to Bonners during the meeting (this should also be on the Oberlinserves wiki, Google Calendar and Blackboard).

Materials:

· One-on-One Meeting form (also referred to as Individual Meeting form)

· Bonner File

· Service Site document (list of all sites Bonner served at the previous semester)

· Academic Information document (list of all Bonners’ majors, minors, service learning courses)

· Bonner and Site Supervisor evaluations from the previous semester or summer

· Important Dates Sheet

· Stipends and Stipend signature sheet

Preparation:

Appointment times for Individual meetings can be set up and managed through Blackboard (My Organizations: Bonner Scholars Program: Tools: Appointments).  

It is good practice to spend a few minutes reviewing each Bonner’s file, read notes on the One-on-One Meeting form, review the evaluations from the previous semester or summer, as well as check BWBRS for the Bonner’s hours, CLA and service accomplishment, before each meeting.

Agenda:

Follow the one-on-one meeting form to guide the conversation.  It is very important to retrieve information about the Bonner’s service sites and overall goals with service, major and minor, academic advisor and community based learning courses.  Also, inquire about studying away, connections between service and academics and/or career, and summer plans.  

Resources:

It is good to have the names of Class Deans and other campus representatives, Oberlin’s Academic Calendar and Bonner Foundation information available for quick references.  Also, have information about service opportunities with the names and contact information of service site supervisors seeking Bonner Scholars.  

Challenges:

Since the book stipend is tied to the individual meetings, Bonners want to meet as soon as possible when the semester begins; therefore the meetings are during the first and second week of classes.   Scheduling 60 Bonners in two weeks leaves very little room for any other tasks, so be sure to block time for time-bound administrative tasks and meetings (i.e. Bonner CSL staff meetings, Individual meetings with Bonner CSL supervisor, Community Service Fair) that need to get completed during that time.  Also, adhere to the appointment schedule on Blackboard and do not run over on meetings.  If a Bonner misses his/her meeting time, make sure s/he reschedules on Blackboard.  This is the time that the BSP director should be restrictive with walk-ins.  If a Bonner does not schedule a time by the beginning of the second week, the BSP director should email the Bonner to remind him/her about the appointments and the required individual meeting.

Recommendations:

It may be a good idea to ask Beth Blissman to take some appointments, so she can build stronger relationships with some Bonners.   Bonners should be able to schedule appointment times on Blackboard with Beth, just like they would for the BSP director. 

Each individual meeting is approached differently, since I’ve tried to meet each Bonner Scholar at their level.  Some meetings are short and very direct, lasting approximately fifteen minutes.  Even with facilitating the conversation so Bonners can share information about other areas of their lives and how it may affect his/her/hir service, some Bonners do not want or need to meet for thirty minutes.  On the other hand, some Bonners need more than thirty minutes and you should schedule a follow-up meeting instead of going over the time (especially if another Bonner is waiting for their scheduled time).  It is important to share the names of representatives from Counseling Services, Student Academic Services, Dean of Studies, Dean of Students, Career Services, Multicultural Resources Center and Oberlin College Dialogue Center etc. as follow-up resources since you may encounter various issues during these meetings.

Timeline/Checklist:

· One week before the first week of classes add times Bonners can schedule 30-minute appointments on Blackboard.

· Check Blackboard regularly to make sure you have the most updated schedule, since Bonners can cancel and reschedule meetings right up to the time of the appointment.

· At the beginning of the second week, email Bonners who have not scheduled an appointment so you can meet with them.

Evaluation/Follow-up:  

Bonners typically ask for resources during the meetings and it is important to follow-up on requests from Bonners within a few days.  If you do not know the answer to a question or resources during the meeting, there is usually not enough time to follow-up right after the meeting, so either make a “to do” list of follow-up items or use some other method to make sure you re-visit their requests.  Many of the requests will be time-bound and should be responded to within a few days, especially if related to a service site.

· One-on-One Meeting Form

· Bonner Checklist
· Important Dates Sheet
All Bonner Meetings
Purpose:  

The All Bonner Meetings are intended to give Bonners an opportunity to gather as a group to reflect on their service and journey as a Bonner Scholar, build community, learn skills, keep abreast of Bonner Foundation and OC BSP updates, and enhance community knowledge or general information about the civic engagement movement.

Context:  

The All Bonner Meetings are typically the second Monday and Tuesday of each month.  The meeting, which is 1.5 hours, is split into three parts:  community building (check-ins, icebreaker or fun activity led by the Activities Committee and announcements), Bonner business (skills or community knowledge presentation and Bonner Foundation and/or OC BSP updates) and refection (led by the Reflection Committee).   The components can be switched around or shortened if needed.  It is essential for the committees to meet the week before the All Bonner Meetings to plan their component of the meeting and identify the students who will lead each component.  Bonner leadership and participatory expectations have evolved to the point where the BSP director can monitor what happens during the meeting, but the Leadership Team and committees should be responsible for coordinating everything.  

Materials:

· Local Vendor or Trade Receivable Form (Vicki’s desk)

· Pizza

· Soda/Juice/Water

· Paper products (plates, napkins, cups)

· Sign-in sheet

· Announcements and list of Bonners’ birthdays for the month

· Anything the committees need for their component of the meeting

· Laptop Computer and Projector

· Pens

· Stipends (but be sure to check hours on BWBRS and collect signed copies of the Hours Log to make sure the required hours are fulfilled before stipends are dispersed after the meeting)

Preparation:

· Reserve rooms at the beginning of the semester; Wilder 112 should be first choice because that room is large and has a screen, but Wilder 115 is okay as well (the screen was damaged in that room, but may be replaced); if all else fails Wilder 101 is the last resort, it is not a conducive room for group activities (lecture set up).  You can reserve a room in Wilder by emailing student.union@oberlin.edu or calling Kathy Drennan;

· Check in with committee chairs during the first week of the month to make sure they are all set for their component of the meeting and that there will be a representative to lead their activity at both meetings;

· Order pizza early in the afternoon for delivery at 6:45 p.m.; Domino’s (774-3033) has a $7.77 deal for large 1-topping pizza.  East of Chicago and Lorenzo are also fine pizzerias, but their pizza is more expensive.  Sodas and other supplies can be purchased at IGA by charging the Oberlin College Bonner CSL account (bring your OC identification card and ask Vicki for details);

· Ask two or three students from the Leadership Team to meet you in Bonner CSL-Daub House at 6:40, so they can help bring over the supplies.  Also, make sure there is at least one student to help you clean up after the meeting.  It is best to discuss this commitment with the Leadership Team at the beginning of the semester and the students sign up for a consistent time then, so you will not have to organize help each month;

· Beth Bliss man usually attends the October meeting to share information about academic based community service and community based research.  

Agenda:

1. Welcome and Pizza (10 minutes)

2. Check-ins and Announcements (10 minutes)

3. Community Building/Icebreaker Activity: energizer activity (10 minutes)

4. Bonner Business (30 minutes)

5. Reflection (30 minutes)

Resources: 

1. Bonner Leadership Team and Committees (great to make sure everyone is well informed of what will happen during the meeting and their role);

2. Information from the Bonner Foundation and/or Bonner CSL for Bonner Business;

3. Oberlinserves (use this resource as much as possible, it is has so much information and Bonners need to use it more).

4. Common Commitment Video developed by 2010 Oberlin Bonner Senior Interns for Reflection (Videos are on You Tube)

5. Community Partners and College representatives to present on Skill Sets (mini-trainings)

Challenges:

We haven’t had 100% attendance at All Bonner Meetings, even with advanced notice (Bonners receive the meeting days and times at the beginning of the semester) and two options for the meeting (for five years I had three options for meeting).   I do not have any brilliant ideas for guaranteed 100% attendance for meeting.  Bonners are penalized for missing meetings.  It is important to keep track of attendance and address issues regarding missed meetings and consistently arriving late or leaving early (see the Bonner Contract for information about deductions for missed meetings). 

Sometimes there is so much to cover during the meeting and there is just not enough time.  If the meeting is focused and everyone stays on track, it will end on time but if one component goes over you should make adjustments so the meeting still ends on time.  Bonners do not like to stay over the end time, so ask the group’s permissions before the meeting goes over time.

Typically, Bonners have a lot of questions after the meeting and it is not unusually to spend 15-20 minutes responding to their needs.  Although the meeting ends at 8:30 p.m. you should plan to stay until 8:45 p.m. 

Recommendations:

It is a good idea to empower the Bonner Leadership Team and Committees to lead the meetings, we were just moving to this system for all meetings this semester.  It is a great opportunity for skill building.  Also, Bonners still do not know each other as well as some Bonners would like, so check-ins (at the very least name and year or hometown) although redundant are very useful for constantly community building.

Follow-up/Evaluation:

The Bonner Meetings are at night and it is important to make it lively and active so Bonners are not bored.  Certainly there are times (like September and February) when requirements must be covered and it is not as lively, but it is good practice to have many voices and different Bonners leading the components of the meetings.  I suggest having as many community partners and college representatives as guests during the meetings as possible.

Timeline/Checklist:  

· All Bonner Meeting Checklist
Class Meetings (Bonner Life 101 course)

Purpose:  Bonner Life 101 serves as an orientation to the College, the Lorain County community, and the Bonner Scholars Program. Divided into two parts, it is designed to give Scholars an opportunity to explore issues relevant to new students in a college environment while learning more about issues of community service and community building. When first year Bonner Scholars complete this course, they have a better understanding of the Bonner Scholars Program, Oberlin College, and issues important to the Lorain County community. Additionally, they are more familiar with a variety of service opportunities, can clarify service and learning objectives as a Bonner Scholar, and select Bonner service site.  
Context:  First-year Bonner Scholars are expected to fully participate in the class, which offers a weekly opportunity to meet with their peers, older Bonner Scholars and the BSP Director.  The classes should have an open and somewhat relaxed check-in during the first 15 minutes with focus on the class topic for about 1.5 hours and verbal reflection for the final fifteen minutes.  It is a good idea to be flexible with the first and last fifteen minutes of class, this can be a good time to access the group and reiterate important tips like time management, stress management, campus resources etc.  

Materials:

· Local Vendor or Trade Receivable Form (Vicki’s desk)

· Pizza

· Soda/Juice/Water

· Paper products (plates, napkins, cups)

· Sign-in sheet

· Binders with Bonner Life 101 Syllabus, Bonner Handbook, OC BSP’s Overview, OC BSP’s Requirements Overview (usually shared with Bonners during Orientation and then given to them the first day of class)

· Laptop Computer and Projector

Preparation:

· Reserve rooms in Wilder for classes with more than 20 people at the beginning of the semester; Wilder 212 should be first choice because that is not too large and it has a nice size table for the pizza.

· Meet with the senior interns to find out if they want a role in the class (teaching assistants) and discuss delegation of responsibilities.  Discussion about the syllabus and responsibilities should happen in August (best scenario, you meet with the senior interns when they return to campus for orientation.  It is important to firm up the syllabus and decide on class day/time etc. before Orientation, so it can be shared with the first-year Bonners.

· Email speakers in mid-August to schedule their visit to the class.  Dean Kathryn Stuart should be the first person contacted for the mid-semester chat.  It is best if the Dean can meet with the Bonners, if not any representative (preferably Randal Doane) can speak about the resources in the Dean of Studies Office.  

· Order the pizza early in the afternoon; Domino’s (774-3033) has a $7.77 deal for large1-topping pizza

Agenda:

1. Welcome and Pizza (5 minutes)

2. Check-ins and Announcements (10 minutes)

3. Class Topic (90 minutes)

4. Reflection (15 minutes)

5. Remind Bonners to complete written reflection before the next class

Resources: 

· Bonner Leadership Team 

· Common Commitment Video developed by Oberlin Bonner Scholars in 2010 for Reflection (Videos are on You Tube)

· Community Partners and College representatives to present on skills (mini-trainings)

Preparation:

Syllabus development, distribution of tasks and leadership during classes and approaching speakers should happen during August.  Also, make sure first year Bonner Scholars know about the class during orientation so they do not take night classes.  BSP Director will have to apply to instruct the course with the Experimental College committee to be the instructor (once) and apply for the course to be offered (each Spring).  Also, the BSP Director will have to consent the Bonner Scholars on PRESTO to enroll in the course.  Senior interns who agree to serve as a teaching assistant can also receive credit for the course.  It is best to clarify the credit expectation (agreement on what they will do to receive credit) with senior interns before they agree to serve as a teaching assistant. 

Challenges:

The biggest challenge with the Bonner Life class is the time and duration.  It is a two-hour night class for individuals who aren’t used to night classes.  It is really important to include activities and any other kind of variety necessary to keep the students engaged.  

Another challenge is coordinating the division of leadership for each classes with the senior interns.  Since they are not confident of their academic schedule, there may be changes with which senior intern will assist with which class.  The syllabus should be finalized before the first class.  

Recommendations:

The first-year Bonner Scholars usually adopt three families from Oberlin Community Service’s Holiday Hands Program.  You should receive a letter in November requesting your participation.  We usually had the first-years shop at the local Wal-Mart. I would assign five students to one family with $100 limit (request $300 from community fund).  I usually completed the Community Fund Request Form on behalf of the first year class, since I knew what we were going to do etc.  but anyone can complete it.  Also, the BSP Director would have to request the College credit card from Rick Snodgrass (Purchasing) 1-2 days before the shopping trip (see Vicki for details).  This is great project for the first years, especially if they can help when OCS distributes the gifts in December.  

It is a good idea to have some other service activity for the group, but it is difficult to coordinate service during the class time.  One option is to coordinate a service activity on a Saturday and cancel class the week the Bonners will be involved in the group service project.

Evaluation:

The Bonner Life 101 course is a good combination of speakers, activities and information to give first year Bonner Scholars a comprehensive view of Oberlin, Oberlin College and the Bonner Scholars Program.  There is still work that can be completed to connect the Oberlin resources to Bonner experiences (i.e. Career Services talking about their resources and how it can be helpful for Bonners looking for summer service, International Office sharing their resources and how it can be helpful to Bonners studying away).  Also, there should be a better connection between the class and the first year trip.  

Timeline/Checklist

· Bonner Life 101 Timeline/Checklist
Class Meetings 

Purpose: The class meetings provide an opportunity to get a cohort of Bonners together to address similar experiences at their intended stage of the Bonner Developmental Model and cover Skill Sets.  Class meetings, usually 1.5 to 2 hours long, should occur at least twice per semester.

Context:  The meeting should focus on the Bonner Development Model stage appropriate for the Bonners’ year and/or Bonner Skills Sets.  It should be informational and/or skill building with a reflection component.  The Bonner Foundation has modules for most skill sets and all stages of the Developmental Model.  You should give yourself to ample time to review and tweak the trainings on the docule.

Materials:  

· Local Vendor or Trade Receivable Form (Vicki’s desk)

· Chinese (Mandarin) or some of other food a little better than pizza

· Soda/Juice/Water

· Paper products (plates, napkins, cups)

· Sign-in sheet

· Laptop Computer and Projector

· Bonner Modules http://bonnernetwork.pbworks.com/w/page/13112081/Bonner-Training-Modules
Preparation:

Give yourself enough time to review the Bonner Module and tweak it for Bonners at Oberlin.  Most modules require materials (index cards, pens, post-it board) and it may be a good idea to get short articles or some of supplemental materials.  It is also a good idea to have senior intern help with the meeting.

Agenda:

1. Welcome and Food (10 minutes)

2. Check-ins (10 minutes)

3. Bonner Module (60 minutes)

4. Reflection (10 minutes)

Resources:

If possible, it would be great to have community partners and other BSP supporters lead or co-lead the class meetings (even parts of the meeting).  

Challenges:

One of the challenges with the class meetings is finding a time that works for everyone in the class. There are a number of ways to address this challenge.  I used Meeting Wizard to find times that worked for the majority of the class, but this really depended on the Bonners’ responses to the Meeting Wizard request.  Some classes are really good at responding so you can select a time that works for all or most of the people in that class.  You can also just give the Bonners a pre-determined schedule at the beginning of the semester and they have to work around your schedule, attendance is affected with this method but it makes coordinating all the meetings easier.

Recommendations:

You should get the Bonners’ input on topics that should be covered during the class meeting and incorporate it.  I used a Google survey to access Bonners’ perspective on the Skills Sets and other topics or activities they wanted covered during the meetings.  (I still have the Google document and can share it with you). I suggest surveying the Bonners in some way every 2-3 years, in addition to an annual conversation around needs assessment with each class during the first meeting.  

Evaluation:

The Bonner class meetings has evolved from brief, unfocused time with classes once per semester in 2004 to a meeting structure that follows the Bonners’ enrichment with at least two meetings per semester.  There is room for growth in the area, including more frequent meetings that align with the Bonner Foundation’s expectations.  In order to support a structure with more frequent meetings, more individuals will have to be actively involved in planning and leading the meetings.

Other Notes:

Bonners are only excused from All Bonner Meetings and Class Meetings for academic classes, not Experimental College classes (known as ExCo's).  If a Bonner misses a class under any other circumstances, they receive a deduction of $25 to their loan reduction check (the check they receive after graduation).  I put missed meetings on the document in their file and tally missed meetings before I request their loan reduction check (after graduation).  You may want to talk to Bonners about the All Bonner and class meeting times and what works for their schedules, but what I've discovered is that it is very difficult to arrange a Bonner meeting for 60 students and regardless of attempts for their input attendance was still not 100%.   The best method is to make sure the Bonners have ample advance notice (preferably at the beginning of the semester) for all required meetings and activities.

Committee Meetings

Purpose:

Each committee has a very specific role that assist the management of the program and provides leadership opportunities for all Bonner Scholars.  Committee meetings should occur once per month to help plan for the All Bonner Meeting (Activities and Reflection) or read fund requests and allocate funds (Community Fund).  

Context:

Committee meetings are usually planned and led by the Congress Representative (committee chair) who self-selected the committee when elected.  I attended the first meeting of each year to provide institutional history (why we started the committee structure, what has been done in the past, how to recruit members etc.), share how the committee fits into the overall BSP goals and support the chair.  The senior intern, who led the committee as a congress representative the year before should serve in an advisory role–attending the first few meetings.

Materials:

Community Fund Guidelines and Fund Requests

Reflection Information (see Bonner website and other resources on-line)

Activities Information (see Bonner website and other resources on-line)

Preparation:

Meet with the congress representative to discuss the guidelines and resources the first week of the semester or earlier and make sure the congress representative contacts committee members during the first month to organize a regular meeting time.  In the past I allocated $50 per committee for snacks during the meeting.

Evaluation:

The committee structure has been an instrumental component to student leadership and very helpful to managing the program.  There is some room for growth with getting more Bonners involved in the committees (preferably at least two representatives per class, not including the congress representative and senior intern).  My long-term goal was to have the committees gain responsibilities to cover the programmatic component of the BSP.  I’m not sure if this is realistic but it would be cool to have the Bonners planning/running retreats and meetings etc.

Retreats
Purpose: 

Retreats are a great way to get as many Bonners together as possible to build community, learn about the greater community and build some skills (see Skill Sets, this is good time to cover the skills that all Bonners are interested in learning like grant writing).

Context:

Retreats are typically once per years, since we try to get off-campus and preferably over night.  It should be a low-key component (probably the first day, usually the evening) when the students can play games and cook/eat/clean together etc.  I found that it was better if students naturally interacted sometime during the retreat.  There should be more structured activities with icebreakers and opportunities for Bonners to get to know the Bonners they didn’t know well before the retreat as well.  It is a good idea to have the leadership team or other Bonner supporters lead skill-building workshops (break outs by classes work well if possible) and also have a large group information/discussion session.  

Materials:

· A lot of food (best to get the Bonners to volunteer to cook meals, go food shopping and clean…great natural team builder)

· Local Vendor or Trade Receivable Pens

· Post-it Board

· Board Games

· Camera

· Vans

Preparation:

If you are planning an overnight retreat, you need to start looking at options 2-3 months in advance.   The activities committee should help with planning the retreat, they should really take the lead if they are capable.  You should identify drivers and make sure they are approved to drive two weeks in advance.  Also, identify supporters to lead workshops as soon as date is selected.

Challenges/Recommendations/Evaluation:

It is really difficult to get more than half the Bonners to attend an off-campus retreat, you may want to enforce requiring attendance but I always thought it was something Bonners should want to do.  It is a good idea to have some kind of student buy-in (i.e. the Leadership Team has to be excited about it and encouraging Bonners to attend).  Also, Bonners must be notified of the date at least 1 month in advance (best if they know at the beginning of the semester).  There is room for improvement the retreats.  Also, it would be great to have a retreat in mid-September and mid-February, as a way to re-acquaint Bonners, if it is affordable and feasible for the group.

Cornerstone Activities

Suggestion:  

Review the Bonner website (http://bonnernetwork.pbworks.com/w/page/30212077/Campus-Support-Resources for ideas from other schools.  The New Bonner Orientation and First Year Trip are pretty solid, but the other cornerstone activities can use new ideas and perspectives.  The Timeline/Checklist for the Sophomore Recommitment is outdated.  There isn’t a Timeline/Checklist for Sophomore Exchange and Junior Class Project.  There is a pretty solid guide for the Senior Presentation of Learning, but there needs to be some brainstorming on structuring when/how the seniors present–consider growing the audience beyond the OC BSP.

· New Bonner Orientation 

New Bonner Orientation Timeline/Checklist

· First year Trip

First Year Trip Timeline/Checklist

· Sophomore Exchange

The Sophomore Exchange was organized differently each year while I directed the program, it was pretty reactive to events and programming at the time (2005: Summer Leadership Institute /Bonner Foundation 15th Anniversary-All Bonner Service, 2006: service at a boys home in Cleveland, OH with Baldwin Wallace college, 2007:  Summer Leadership Institute-All Bonner Service---including class of 2009 and 2010, 2009: service at various organizations in Meadville, PA with Allegheny College, 2010: service at urban garden project in Indianapolis, IN with Earlham and DePauw.  Allegheny visited Oberlin for the class of 2013 sophomore exchange.  The Bonner Foundation provides $750 to pay for activities/supplies etc. for the sophomore exchange.

· Sophomore Recommitment

Sophomore Recommitment Timeline/Checklist

· Junior Class Project

The junior class project has looked differently for each class as well, since the project ideas were generated by the Bonners.  Junior class projects started with the class of 2007 and the projects included:  2006-Heart Project (raised money for the American Heart Association through refurbished jewelry sale); 2007-Summer Leadership Institute at Oberlin College planning; 2008-planned and led service activities for prospective students during Oberlin College’s visit day; 2009-Mentoring Program with first year Bonners; 2010-Bonner Recruitment project and Spring into Service Day;

· Senior Presentation of Learning

Senior Presentation of Learning Guide 

Administrative Tasks

Bonner Reports

There are a few reports required by the Bonner Foundation and many are submitted through BWBRS.  The reports that the Foundation requires hard copies of include: Registrar’s List and Community Fund.  These reports also need to be signed and stamped by the Registrar’s Office (Polly Hager) and Controller’s Office (Joe Fetsic).  The Annual Report may also include sections, which would be mailed to the Bonner Foundation.  The Report is a collaborative effort of the BSP Director, Bonner CSL Director, Dean of Studies and staff from Sponsored Programs.  Therefore, it is an extensive process that should start three weeks before the deadline in July, which the BSP Director writing the first draft of the document.  It is good practice to make a copy of each document you send to the Bonner Foundation.  

Bonner Files
The file cabinet on the left has all the Bonners' information (current Bonners in the top drawer); the middle file cabinet has very few files in the top draw for reference and plenty of space for all your files.  The file cabinet on the right has information that pre-dates me and probably needs to be archived or thrown out.

There is a lot of information that can be sorted, archived or discarded in the file cabinet to the right, the bookshelves and the closet in the hallway.  I got rid of all my old files and as much information I could in the last couple weeks.  I kept hard copies of everything because I am a pack rat, but all the information I had are also electronic or outdated and you didn't need it.  Beth Blissman and I discussed having the Archival Assistants work on the project.  
Also, there is a lot of stuff in the closet by Andy’s office that belongs to the BSP (bag of craft supplies, binders, old t-shirts...can be used for painting projects, large pieces of material...can be used for painting projects, a plethora of board games (underneath the last shelf), bags with supplies for trips...including flashlights, bug spray, paper bags etc., and toys in a white bucket.  The Posse program purchased the toys. They received a grant from the Bonner CSL to sponsor a field day last spring, since they did not have storage space I agreed to have the games stored in the closet.  They may request the toys if they have the field day again, but they said we can have/use the toys.

Study Away and Leave of Absence

 Bonners can continue to be involved in the program and service while they are studying away. As a courtesy the Bonner Director deposits their stipends in their Oberlin bank account, or mail it to their bank outside of Oberlin or to a parent when requested.  Of course, depositing checks can be a very sensitive task as it involves students’ bank account numbers.  I handled depositing checks myself, but if the student agrees a senior intern can deposit their stipend.  This agreement should be documented on email in case a problem occurs later.  The Bonners studying away Fall 2010 are below and all have requested their stipends be deposited in their bank account:

Michelle Jahnke-Arizona/Mexico

Lissette Lorenz-Japan

Adriana (Darin) Meraz-New York

Amy Millikan-Ireland

There is one Bonner Scholar who is on medical leave of absence, Giordano-Hardy Gerena and he is not receiving Bonner funds.  Bonner Scholars on medical leave are automatically placed on leave for the Bonner Scholars Program.  When a student notifies you that s/he is taking a leave of absence, you need to change the student’s status in BWBRS and briefly explain that the student is on leave.  In most cases, you will know if a student is taking a leave of absence before or at the beginning of the semester.  If a student takes a leave of absence in the middle of the semester, you need to do the following:

Find out how much funds the student received so far, so you can report it on the reimbursement 

report (BWBRS) at the end of the semester.  You may be able to go ahead and put the amount the student received right away.

If possible, change the student’s status in BWBRS.  If the Register’s List (BWBRS) is already approved, you may not be able to change the student’s status until the next semester. This may warrant a call or email to the Bonner Foundation, especially to find out if the student will have to return some of her/his stipends.  This is really case-based and may also apply to study-away students as well.  

It is good practice to keep in contact with leave of absence Bonners by sending monthly personal emails and occasionally calls (if they do not respond to emails).  The email or call doesn’t have to cover any personal issues, just a check in to keep abreast of the student’s plan with the Program.  This action has made a difference in a few Bonners decision to return to the College.  It is imperative to find out the Bonner’s intention with returning to Oberlin, if the student is a first-year or sophomore since there is an opportunity to replace the student that has a time limit (students cannot be accepted to the Bonner Program after the second semester of their sophomore year).  This process can be somewhat sensitive and awkward, since you want to support the Bonner Scholar but you also need to know their intention with the program so you can act on getting a replacement.  After the second semester of the sophomore year, students cannot be accepted to the program and there are eligible students who may miss out the opportunity.

Replacements

It is best to review the Bonner Foundation Guidelines for selecting replacements as well as keep a list of students interested in the program including their name and class year.  Students should not complete an application until a slot is available and the Office of Financial Aid (Scott Juedes or Val Kepner) confirms their Federal Estimated Family Contribution (EFC). If a slot becomes available, email all the interested students in that class–being aware of the Bonner Foundation’s guidelines regarding federal estimated family contribution and gender balance.  It is a good idea to inquire with Bonner CSL staff, MRC staff and Student Academic Services about prospective applicants.

Stipends

Bonners receive a stipend each month they are actively involved in the program and during two summers.  Academic year stipends are distributed accordingly:

· September and February- $500 Book Stipend

· October and March-$250 (Bonner needs at least 30 hours)

· November and April-$250 (Bonner needs at least 80 hours)

· December and May-$250 (Bonner needs at least 126 hours)

Book stipends are dispersed during the first two weeks of classes.  The Bonner Scholar must meet with the BSP Director to receive the book stipend (see the Individual Meeting section). The monthly stipends are dispersed the first Friday of each month.  Bonners should have 140 hours to be in compliance for the program, but it is acceptable to have 90% of their hours completed for their stipend.


Stipends should be requested two weeks before the date of disbursements.  The format for requesting stipends is on the computer under Academic Information (BSP_checksrequest_).  The request should be sent to Accounts Payable in the Controllers Office (Irene Brady usually runs the checks and Debra Thomas is the Administrative Assistant you can call/email to make sure the checks are ready before you pick them up).  There should also be a stipend sign-in sheet, so Bonners sign when they receive the check.  

When the Bonner submits her/his Hours Log, you should check her/his hours on BWBRS to make sure it is comparable to the submitted hard copy (this is to avoid Bonners logging hours not confirmed by the site supervisor).  If there is a signature line for a site on the Hours Log, the Bonner needs a signature.  If it is related to Oberlin College, Bonner CSL or Bonner Scholars and you can confirm they did the hours, you can sign the Hours Log.  Bonner Scholars should not have students sign their hours logs. You can approve the hours on BWBRS right then, or approve it later.  Make sure you approve hours on BWBRS before you file the students’ Hours Log.

You can accept faxed or scan copies of the CLA and Hours Log.  You can also accept an email from the supervisor approving the CLA and Hours Log.  The Bonner can electronically sign the documents on BWBRS and the email (which has to come directly from the site supervisor's email address) can be used as the site supervisor's signature only if the student is not participating in the Bonner Leader Program.  

Summer stipends include the summer living stipend ($1,000) and summer earning stipend ($1,500).   Bonners must submit a living stipend request form by the deadline in April to receive the living stipend and the following documents to receive the earning stipend in September:

· Community Learning Agreement

· Hours Log

· Receipts and Expense Report for the amount of living stipend received

· Site supervisor Evaluation

· Bonner Evaluation of site

Seniors are eligible for the Rising Senior Stipend ($500) if they completed two summers of service and interested in a third summer or to attend civic engagement related conferences or service trips during their senior year.

The Junior Senior Leadership fund is a relatively new fund for students to use for leadership projects, you can find a copy of the Request for Proposal on Oberlinserves http://oberlinserves.pbworks.com/w/page/6323927/Bonner-Resources.  It has information about the requirements.  Beth Blissman would know how much money we have left in the fund, so you should check in with her about that.  Students apply for the fund directly to the Bonner Foundation, so you should review the Bonner’s application to make sure it is written well and make sure that the application fits one of the listed project areas. After you check it, email the application to the Bonner Foundation (rhackett@oberlin.edu).

The Bonner will always need to submit receipts for money they received from Community Fund Rising Senior Fund, Junior/Senior Leadership Fund and Living Stipend (they do not need receipts for Book Stipends and Monthly Stipends).  If the Community Fund check is an advance check the receipts and any money the Boner did not spend must be submitted to the Controller's Office after they spend whatever amount they needed.  There is an agreement under the Community Fund folder on the computer (look in the 2008-2009 folder) that the student needs to sign before s/he receives the Community Fund money.  This is to guarantee s/he knows what they need to do with receipts etc.  The student receives a copy of the agreement and you put the original in his/her file.  I always picked up Community Fund checks from the Controller's Office, so the student signs the agreement before s/he receives the check.  If the Community Fund check is a reimbursement, the student must submit the receipts with the request and then they can pick the check up when it is ready.  Usually advances are for events/activities/trips in the future and reimbursements are for past events/activities/trips. Also, it’s a good idea to remind the student that s/he needs itemized receipts.  The Controllers Office will accept e-tickets as receipts but not credit card statements or receipts.

Bonner Cash Advance Contract

Bonner Recruitment

In order to sustain a diverse program, it is important to follow the Bonner Recruitment Plan with a focus on maintaining ethnic, regional and socioeconomic/first-generation balance.  Latino and Asian students apply for the scholarship at a much lower rate of African American and Caucasian.  Working closely with the Multicultural Resource Center (MRC) and Latino/Asian faculty and staff, as well as Bonners who identify with these ethnicities, to recruit students have improved the number of application.  At the request of a Bonner Scholar, during the last three years I started to actively recruit international students.  There is still a lot to accomplish in to successfully accommodate international applicants during the selection process.  Provisions may include saving slots and extending the deadline, while working diligently with the Admissions office to identify eligible students. 

During Admissions’ Multicultural Visit Program days (typically the first or second Friday in October, November and December) and All Roads (Fridays in April), we co-host open houses with the MRC typically at 4pm in Wilder 208. We usually split the cost for snacks with the MRC.  In the past, I checked with the MRC on who would cover drinks and snacks (we took turns).  The event is very low-key; I went over to the MRC a little before 4pm with the snacks or drinks, an interest sign-up sheet for the prospective student's names and email addresses, BSP brochures and a couple Bonners (usually volunteers from the leadership team or other Bonners).   During the open house, we introduced the MRC staff/students and Bonner staff/students and gave brief presentations about the MRC and Bonner.  Then the prospective students mingled and a few students asked questions.  We always finished the program before 5pm.  After the event, I asked one of the senior interns to follow up with a personal email to the prospective students thanking them for their interest and sharing the scholarship deadline.  I added an example below, but it may need revising and the dates need to be updated.  Last spring, we had the students tour the Bonner Center and learn more about the other Bonner CSL programs.  I think it worked well to have them see both locations, since we are next door.

Sample email to prospective student (revision needed with new application deadline date):

Dear______________,
Thank you for your visit to Oberlin College and your interest in the Bonner Scholars Program. 

The Bonner Scholars Program is a community service scholarship program supported by the Corella and Bertram F. Bonner Foundation of Princeton, New Jersey.  Fifteen incoming first-year students that demonstrate they are committed to community service and have financial need are selected annually. Benefits of the program include: a school year stipend of $2,500.00 for 8 academic semesters (these funds can be used for direct institutional costs, books, or transportation), a summer stipend of up to $2,500.00 to defray expenses for two summers and a $500 Rising Senior Stipend. Bonner Scholars also receive up to $2,000 to pay loans after graduation. Some of the program expectations are: involvement in community service for approximately 10 hours per week during the school year, participation in an alternative spring break service trip during the first year, enrollment in the Bonner Life 101 Experimental College course, 280 hours of service at a non-profit or government agency during two summers, participation in monthly training and enrichment activities, and attendance at a special Bonner Scholars Orientation prior to Freshman Orientation.
I have attached the application for the program, which is due February XX, 2010 (early decision) or April 23, 2010 (regular decision. If you want more information about the program, check out our website www.oberlin.edu/bcsl, our wiki at oberlinserves.pbworks.com or contact me at elissa.nieves@oberlin.edu and hopefully we'll see you in 2010!
Thanks and I look forward to hearing from you!


Elissa "ChiChi" Nieves

Bonner Scholar Senior Intern  
Bonner Recruitment Plan
Bonner Acceptance Letter

Bonner Rejection Letter

Bonner Waitlist Letter
Budget

The Bonner budget, which is approximately $300,000, is separated into six smaller budgets (A-F) under the FOAP: 26157. Managing the budget can be complicated and it is best to work closely with the Administrative Assistant (AA) to monitor the budget at least monthly to avoid overspending.  All expenses are posted to the College’s accounting system-Banner, but sometimes there is a delay on the system so the AA also manages the budget in an excel document.  Also, the AA keeps copies of expenses.  It is good practice to print and review the Banner report in the middle of the  
semester and then again at the end.  Expenses are not posted to Banner

A: all outside funds are posted to the this FOAP

B: administrative funds of approximately $2,100 are used to finance administering the program.  The Bonner Foundation allocates $350 annually per active Bonner.  This budget covers expenses for meetings, travel, transportation, supplies, and overhead. 

C: student support funds of approximately $250,000 covers the Bonners’ stipends and travel.

D: community fund, managed by a committee of Bonner Scholars and BSP Director, is used to support Bonner’s projects and their service sites. The Bonner Foundation allocates $100 annually per active Bonner.

E: first-year trip funds, approximately $4,250-($250 per first-year Bonner, the BSP Director and First-Year Senior Intern) covers expenses for the service trip.  In addition, funds can be used from the transportation line in 26157B.  A proposal must be submitted to the Bonner Foundation to have the funds released, therefore Sponsored Programs, the Bonner CSL Director and Dean of Studies will have to review the document.  This can be a three-week process.

F: sophomore exchange funds, approximately $750 ($50 per sophomore Bonner) should be used for a service exchange program between Oberlin’s BSP and Bonner Program from another school.

Community Fund

Community Fund checks can be payable to the Bonner Scholar or organization in the request. The check should be payable to the Bonner if the Bonner Scholar requests the funds for personal travel or if it is easiest for the Bonner to have the funds.  I've tried to stray from making checks payable to Bonners if the funds are for the organization specifically, so the Bonner is not responsible for submitting receipts etc.  In some instances where the check was payable to the Bonner it was because it was requested that way.

Community Fund Guidelines and application

Bonner Hours

The Bonner Web-based Reporting System is the best resource for keeping track of Bonner Scholar’s hours.  It is important to keep track of each Bonner’s hours on BWBRS and address issues early in the semester, so if  problem arises you can work with the Bonner to develop a plan to complete hours.  Bonners can rollover up to 30 hours from the previous month (beware that sometimes the previous month is in the prior semester).   This is a somewhat messy system that will need revising at some point.  I advise not taking hours from prior semester, because it is difficult to track.

Each Bonner should have a primary site, which they serve at for 5 or more hours per week.  Some Bonners have two sites that they consider their primary sites. A primary site is the organization where the Bonner works at for at least 5 hours per week or the majority of his/her hours.  Each Bonner needs a site that they are working with regularly for about 5 hours per week, which shows commitment to the site and it is better for you to follow-up on the Bonner's progress.  There are times when I would allow a Bonner to have two sites that they are serving regularly, but be careful with this since the sites want a student there regularly and sometimes it is difficult to make long-lasting contributions at a site if the Bonner is only working 2-3 hours per week.  I sent copies of CLAs and evaluations to the primary sites only, if you want you can send the paperwork to the other site supervisors as well. 

Winter Term is a time for students to gain advanced hours for the spring semester and in the some "extreme" cases make-up hours for the fall semester.  It is on a case-by-case basis.  If the Bonners meets with me and we discuss why s/he didn’t complete the required hours and how s/he plans to address whatever affected completing service, I usually give them an extension.  If it re-occurs in another semester, then there should be a discussion about commitment and whether the Bonner Program is a good fit (especially if the student is a first year or sophomore).  Often junior and senior Bonners have at least one incredibly difficult semester for whatever reason and I let them use breaks, Winter Term and summer to make up hours.  I am really careful with the younger students. A Bonner could use Winter Term to complete fall hours if s/he is studying away or if s/he is making the best attempt to complete hours.  It is important to meet with the Bonner to discuss his/her plan for making up hours during Winter Term before the end of the semester.  You should keep the Bonner’s stipends until s/he completes the required hours.  I would not change the amount s/he received in BWBRS or return his/her stipends until you are sure s/he cannot do the hours.


Dealing with Bonners completing all required hours was the most difficult problem, there isn't one formula to help everyone besides starting early and completing 10 hours every week or use fall and spring break to get some hours.  It is best to have as many students as possible complete all their hours before the end of the semester.  I implemented the stipends connected to hours' system a few years ago because Bonners were not completing the required hours by the end of the semester.  It helps, but 140 hours is a lot and Bonners struggle balancing that commitment with everything else.  Overall, they have to complete the hours to get their stipends.

Sample email to Site Supervisor (evaluation):

DearMaryanne,
Thank you for allowing Bonner Scholars from Oberlin College to complete community service at your agency this semester.  We appreciate the time and support you give to the Bonner Scholars as they learn how to combat the needs of Lorain County.  At the end of each semester site supervisors are asked to evaluate the Bonner Scholars who worked at your agency.  Please candidly express each Bonner Scholar's performance at your agency on the attached form and email (donna.russell@oberlin.edu) or fax (440-775-8754) it by Tuesday, December 22, 2009.  The site supervisor evaluation is an important tool, because it allows the Bonner Scholars to learn their strengths and challenges as it relates to their work at your agency.  They discuss the evaluation along with their goals during an individual meeting with me at the beginning of the upcoming semester.   In addition, I address concerns raised by site supervisors at this meeting. The evaluations are intended to foster reflection and growth as the Bonner Scholar progresses through the program and learn more about their role in the community and how they want to impact social change.  If you have any questions or concerns about the Bonner Scholars Program, please contact me at (440) 775-5387.  We wish you the best and a happy holiday!
Cheers,
The Bonner Leadership Team
Important Dates Sheet
Summer Living Stipend Request Form

Rising Senior Form

Summer Letter (letter with requirements that should accompany all summer stipends)
Technology

Bonner Web-Based Reporting System (BWBRS)

BWBRS is the electronic accountability system for tracking service sites and positions, Community Learning Agreements and Hours Logs, and administrative information (New Bonner List, Registrar’s List, Allocation and Reimbursement Reports and Community Fund Report) for each school.  It is a great resource for the Bonner Foundation to access information on each Bonner Scholar and school.  The Bonner Foundation will provide training on using the system.  I have learned the following about BWBRS:

· Since BWBRS is a fairly new system (implemented for student use at Oberlin College in 2006), it is still somewhat glitchy.  It is important to check to make sure you are in the correct semester before adding any information in BWBRS.   If a student has a problem adding information, you should try to add some of the information for her/him and then have him/her go back into BWBRS and complete the information (this is relevant to completing CLAs).   

· You can cut text from websites or word documents and paste it into BWBRS, which is handy when adding new organizations and positions. You can also review hours and CLAs for all Bonners on one screen by looking under Reports on the left column.

· Do not add any information unless the student completes all the fields for the Position Description or Training and Enrichment Forms.  This will avoid problems with the BWBRS Review from the Bonner Foundation.  [The BWBRS Review, which occurs a few times a year, involves the Bonner Foundation’s Program Associates examining all partners and position descriptions, as well as training and enrichment activities in BWBRS.  If the information is not entered correctly, you will have to change the information and it may affect a Bonner’s hours if the information is unacceptable.  

· The more you use the system, the better you will understand the glitches are how to work around it.  One problem that may arise is reviewing hours across semesters.  This is the tricky piece with BWBRS...it coincides with Oberlin's semester dates.  So if a student completed hours when they were on campus before the first day of classes and they log the hours on the exact date, it will show up in the previous semester.  This happens often in the Fall semester, because students come back early for Day of Service and New Bonner Orientation which can count for Summer (if they need it) or Fall.   If they log on the actual day of the events, it will show up for the Summer even if they want it to count for the Fall.  I haven't found a way around this besides telling Bonners to log the hours in the semester you want it to count and not on the days you actually worked, but it is very confusing.  If something looks fishy, check the previous semester in BWBRS for hours over the required amount.  Students can roll over hours from the previous month, which can be problematic if the month was in the previous semester.  I would always check the previous semester on BWBRS if there is a question regarding not having enough hours for a semester.

· When there is a problem, it is better to call the Bonner Foundation for assistance than to spend hours trying to figure it out, especially if it involves a discrepancy with Bonner hours.

· The Community Fund Report must align with the dates and amounts in Banner 26157D.

· Directions on how to save CLA and Hours Log to your computer, so you can send it as an attachment to an email:

After you open a CLA on BWBRS, select print under 'available actions', when the CLA page appears, go to File: 'Save page as'.  If you type the student's name before CLA, as part of the name of the document it is easier to find when you attach it to an email. 

BWBRS should be managed weekly (checking hours, CLAs and other possible issues...the Bonner Foundation send messages in BWBRS that aren't emailed to you, so if you miss a message in BWBRS you may not address the problem until later than they expected).  You should see these messages on the front page when you log in or go to My Home Page in BWBRS.  You should manage BWBRS daily at the beginning of the semester when students are adding CLAs and the Bonner Leadership Team are adding position descriptions.  It is best to check the spelling, grammar etc. and make students correct their CLA at the beginning of the semester.   Bonners continue to add CLAs during the semester (if a Bonner has more than 30 hours at a site they need a CLA, sometimes Bonners don't realize s/he would have so many hours at the beginning of the semester, so they would not complete a CLA). 

See Reports: Community Learning Agreements Review and Reports: Hours Log Activity by Semester for a quick glance of how Bonners are doing, when you approve hours it will show up in the Approved column on this screen.

Digital signatures are new to BWBRS, so you should speak with someone from the Bonner Foundation about it or look at the Bonner Foundation's wiki (http://bonnernetwork.pbworks.com/w/page/29036954/Electronic-Signatures) for more information.  Basically, the student and whoever is approving hours can sign the Hours Log electronically. At some point, after training, site supervisors will be able to sign Hours Logs electronically in BWBRS as well. 

General Directions for BWBRS (Adding a new partners and/or positions)

http://bonnernetwork.pbworks.com/BWBRS-Help-Guide#ServicePositions

http://bonnernetwork.pbworks.com/BWBRS-Help-Guide#AdministratorMenus (go to service partners and positions)

Before you add a site, look at the position request form or summer living stipend form and make sure you have all the information for each site/service partner.  If you do not have the information email the Bonner, let him/her know that you need the information to add the site.  Make sure s/he gives you a website, since websites are very important.  You will need it to be able to cut and paste the mission and additional information from the website and check non-profit status.  If the Bonner does not have a website for his/her site/service partner you will need to ask for the mission and general information.  It is also good practice to look to see if the site/service partner is non-profit.

1.  Log into BWBRS with your username and password;

2.  To add service partners and positions, click on 'service partners and positions' on the lower left menu;

3.  Click 'advance positions' from the ‘Available Actions’ drop down menu on the upper right and check to see if the service partner and position are in BWBRS; if so, click Spring 2011 (or the semester in which you want the service partner/position to be active);

4.   If the service partner is in BWBRS but the position is different or if the service partner is not in BWBRS, click 'service partners and positions' on the left menu; click 'add new position' from the ‘Available actions’ drop down menu on the upper right, then check to see if the service partner is on the middle drop down menu; if it is, click the service partner name and add the new position; be sure to complete all the fields; if the service partner is not on the list, then click 'add new service partner' and save; be sure to complete all the fields, especially the location (local, national, international);

6.     After you save the new service partner and position, BWBRS will send you to the list of service partners; click the service partner you just added (which will be on the list of service partners if you did it right); then click 'edit service partner' from the ‘Available Action’ drop down menu on the upper right; you will then need to add the mission and additional information;

7.  Email the Bonner and let them know their site is on BWBRS.
      
Things to remember:

1.  Before you add anything to BWBRS make sure that you are in the right semester (Spring 2011), you can change semester or check semesters by going to 'Hours Logs’ on the left menu; you will see the semester (Spring 2011) in the upper middle part of the page;

2.  Do not use general titles like intern, volunteer, tutor assistant.  Position titles should be very specific: America Reads fifth grade tutor etc.  You can email the Bonner that you are adding the site for to help with title names;

3.  Use complete sentences with proper grammar and make sure words are spelled correctly;

4.  Cut and paste information from the websites if applicable (this great for mission statements and descriptions of site/service partner);

5.  Always click the location (local, national, international) when you add a new site/service partner;

6.  Always click save at the bottom of the page;

7.  After you add a site/service partner, make sure the site/service partner shows up on the list of site/service partners for Spring 2011 or the semester you want it to be active.  If it does not show up on the list and you know you saved it then go to advance positions and look for the site/service partner as it may have been added in another semester.  If that happens then go to 'advance positions' and check the box by Spring 2011 or the semester you want the partner to be active.

Completing CLA (which should happen at the end of each semester, so the Bonner can not log hours connecting to that CLA anymore; this forces the Bonner to have a new CLA each semester)
After you log in go to Reports on the left menu, click on 'community learning agreements review' on the middle of the page, when you get to 'community learning agreements review' change the semester to 'Fall 2010' on the drop down menu on the top, then click on the title (its in blue) for each Bonner; when you get to the CLA, go to 'available actions' on the right click 'complete CLA and notify student'; you will have to follow this process for each student. 
BWBRS Partner/Position Request Form and Training and Enrichment Request Form
CLA-Making It Great 

Awesome Summer Sites
Bonner Listserv (bonnerscholars@oberlin.edu) and weekly email
The listserv is a great way to keep Bonners abreast of requirements, service opportunities and other civic engagement related information by sending one email to all the Bonners at once.  A weekly email is developed by the senior intern and includes information gathered from the Community Service Resource Center’s listserv, MRC and Career Services’ bulletins, the College’s Event Calendar and the BSP Director.  It is also important to remind Bonners of upcoming meetings and requirements.  The weekly emails should be added to the Oberlinserves wiki.  One year we experimented with making the weekly emails podcasts, but it was pretty time consuming and we did not think that to many students took advantage.

It is encouraged to only send one email on the listserv per week.  All Bonners can post to the listserv, but since the listserv pre-dates the new Oberlin College short email address of finitiallastname@oberlin.edu (ex. bbonner@oberlin.edu as opposed to the longer bob.bonner@oberlin.edu) it may cause a problem.  The best solution is to add the short email address for each Bonner Scholar on the listserv.  (See the Listserv file in the file cabinet for directions about adding and deleting email addresses, as well as other ways to manage the listserv)

Oberlinserves wiki (www.oberlinserves.pbworks.com)

Oberlinserves is the Bonner CSL internal interface and ‘hub’ for civic engagement programs, resources and information in Oberlin.  Since this is a “live” system and pretty easy to use, it should be updated regularly.  Gerald Lancaster, Bonner CSL Publicity Intern and sophomore Bonner Scholar, and Ondrea Keith, AmeriCorps* Vista, maintain the wiki

Bonner Slide and Blogger
The Bonner Scholars Program section of Oberlinserves also has a Bonner Slide for pictures and Blogger for election reflection.  Both resources are frequently used but can be good ways of getting students more engaged in the program viewing pictures of past events etc.  and blogging.  The username and password to access these resources, as well as the Bonner Scholars Program information on YouTube is:


Email: oberlinserves@gmail.com

Password: oberlincollege

Bonner Google calendar

The Bonner Scholars Program has a Google calendar that should be managed by the senior intern who completes the weekly email.  The calendar should have the Bonner Scholars birthdays, Bonner meetings, activities and events, as well as stipend dates.  The username and password is the same as for the other e-resources:

Email: oberlinserves@gmail.com
Password: oberlincollege

Blackboard (You can access Bonner Scholars Program from “My Organizations”)

Blackboard is another great electronic resource that pre-dates Oberlinserves and is a little harder to navigate and manage, but it is endorsed by the College is great for a number of reasons:  students can post reflections on Blackboard for Bonner Life 101, it provides access to important documents and web-based resources, you can make email groups per class and committees, and the best attribute is the ability to manage appointment times for the individual meetings. You can log in with your Oberlin College email username and password on this site: https://oncampus.oberlin.edu/webapps/portal/frameset.jsp.  

Presto
You will use Presto for the Bonner Life 101 class.  Bonner Scholars need to have “consent” for the Bonner Life class, which needs to be managed by you.  You also need to add mid-term and final grades in Presto.  More information on PRESTO is available on the Registrar’s website.  You will need your T Number and password to access the system.  I will continue to add the grades in Presto until the end of Fall 2010.

Banner
The College’s Controllers Office post expenditures on Banner, which will help you manage the budget.  Vicki (Administrative Assistant) is the best person to share how to read the Banner reports and it is a good idea to receive training for pulling reports off Banner, so it is available when you need to conduct a monthly assessment of the budget.  
Bonner Leader

You should keep up with approving hours and getting the Hours Logs to Vicki for AmeriCorps students (make a copy for their files) weekly.  AmeriCorps students must have their paperwork in great shape, so they can get the award.
