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 Name: ___________________________________   Position you are applying for: ________________________________ 
 
 G00#: ___________________________ Birthdate (Mo/Day)____________________ Date: _______________________ 
 
E-mail: _____________________________________  Phone Number: ______________________________ 
 

Thank you for your interest in becoming an Associated Students of Gavilan College (ASGC) Leader.  As an 
ASGC Leader who represents the Gavilan College student body, you have great responsibility.  Below is our 
mission statement which we expect you to follow while you are part of the ASGC at Gavilan College: 
 
The Associated Students of Gavilan College (ASGC) is dedicated to valiantly advocating for our diverse student 
population. We shall lead by example by creating and maintaining an environment in which integrity, character, 
courage, and scholarship are of the utmost importance.  We shall inform students of campus and community 
resources, and their rights and responsibilities as students of Gavilan College. We consist of exemplary, 
academic, and diplomatic leaders who take initiative and strive to meet the educational, multicultural, and 
socioeconomic needs of our fellow students. We make fair, ethical, and informed decisions at the college, district, 
and state levels. (Adopted December 2, 2014) 
 
As an ASGC Leader you are required to complete the following steps prior to being officially confirmed:  
 
1. Read the ASGC Bylaws by going to http://www.gavilan.edu/student/asgc/govdocs.php. These Bylaws will 

outline how our association works and the specific duties and responsibilities of the position you are applying 
for.  

a. I have read the ASGC Bylaws and fully understand what I am tasked with in the ASGC position I am 
applying for.   __________ (Initials) 
 

2. Attend an ASGC Senate meeting so that you gain basic understanding of parliamentary procedure and how 
the meetings are run.  Go to http://www.gavilan.edu/student/asgc/meetings.php and find a senate meeting that 
is convenient for you.   

a. I plan to attend a Senate meeting on the following date: __________________________________ 
Initials: ___________ 

 
3. Plan on completing two (2) weekly office hours in the ASGC office.  These hours can be tentative. 

a. I would like to do my office hours the following dates and times: 
i. Day(s) of the week:___________________ 

ii. Time:___________________ 
iii. Initials: _________________ 

b. Read the attached office hour duties.  I have read and understand the duties I am required to perform 
during my office hours ____________(Initials) 
 

4. Per the ASGC Bylaws, all ASGC leaders are required to attend and  represent the student body in at least one 
shared governance committee.  Take a look at the attached shared governance committee schedule and 
indicate the shared governance committee you are interested in joining.   

a. I am interested in joining the following committee:______________________________ which meets 
on the following dates and times: _________________________________ 
Initials: __________ 

 
5. Read the attached ground rules  

a. I have read, fully understand, and agree to follow the ASGC ground rules ____________ (Initials) 
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6. Become familiar with the ASGC website http://www.gavilan.edu/asgc/ and all of the on and off campus 

resources there are.   
a. I have reviewed the ASGC website  _________ (Initials) 

 
 I, _________________________________ have read and agree to follow the ASGC mission statement. 
 

By initialing the statements below, I certify that I meet the requirements to become an ASGC Leader: 
 

  ________  I am currently enrolled at in at least five (5) semester units at Gavilan College.  
 
  ________  I have a cumulative grade point average (GPA) of at least 2.5 at Gavilan College. (Applications with a lower  

           GPA may be evaluated upon request) 
 
  ________  I am currently in good standing at Gavilan College.  
 
  ________  I will attend a Robert’s Rules of Order Workshop provided by the ASGC Advisor upon joining the  
                     ASGC. 
 
  ________  I understand that I am required to remain in good standing, maintain at least 5 units, and a minimum  

       GPA of 2.5 during the entire time I am in the ASGC.  
 
  ________  I understand my commitment to represent the Gavilan College student body as an ASGC Leader and I  
         agree to consult the ASGC Senate anytime I am reporting on behalf of the ASGC.    
 
  ________  I understand that this position requires me to attend ASGC Senate meetings, serve two (2) office  

       hours  per week, sit on shared governance committees, participate in ASGC Senate-sponsored events,      
       and be responsible for any other duties as outlined in the ASGC Bylaws.   

 
  ________  I understand that I must obtain signatures of approval from the Gavilan College student body in  

       support of my interest in becoming an ASGC Leader.  Below are the required signatures based on each   
       position: 

• Student Trustee: 600 signatures (10% of fall semester enrolled students) 
• President and Vice President: 175 signatures 
• Senator: 75 signatures 

 
Signing up for Psyc 27 (Contemporary Leadership) is highly encouraged for ASGC members. 

Please attach a copy of your week-at-a-glance schedule and submit it with your application to the Counseling 
Office located in the Student Center (SC 116) attention Dr. Blanca Arteaga.  

 
We are happy that you have decided to represent the Associated Students of Gavilan College.  We expect the 
highest professionalism and that you uphold the ASGC and Gavilan College policies. We look forward to your 
continued growth as a leader in order to make a difference in the lives of others.  If you have any questions, 
please contact the ASGC President at asgcpres@my.gavilan.edu or the ASGC Advisor, Dr. Blanca Arteaga at 
barteaga@gavilan.edu.   
I have discussed my interest and commitment with the ASGC Advisor and/or the ASGC President.  The 
signatures below demonstrate this discussion.  
 
__________________________________    _________________________   

      Student Signature                                     ASGC Advisor Signature 
    
   
 __________________________________   
 ASGC President Signature            

http://www.gavilan.edu/asgc/
mailto:asgcpres@my.gavilan.edu
mailto:barteaga@gavilan.edu


3 
 

 
(Keep this for your Records) 

 
Associated Students of Gavilan College Ground Rules 

 
  As an ASGC Leader, I will:  

• Be dedicated, outspoken, responsible, and open minded 
• Collaborate and be a team player 
• Maintain open communication 
• Keep ASGC President and ASGC Advisor informed about current and future ASGC projects and events. 
• Plan events in advance and complete appropriate paperwork (e.g., facilities use form, shopping list, etc.) 
• Treat everyone with respect and courtesy 
• Be positive; look at the brighter side  
• Not retaliate against fellow Leaders 
• Respect everyone’s property and not take personal items that do not belong to me 
• Act professionally because I understand that I am the face of the Associated Students of Gavilan College 

and Gavilan College as a whole 
• Maintain a professional work environment 
• Maintain the ASGC office door open when I am inside 
• Provide support and assist to fellow ASGC Leaders 
• Maintain open dialogue (If I have an issue with a fellow Leader, I will approach them professionally and/or 

contact the ASGC advisor for mediation) 
• Regularly check your email and attend all “in-house” meetings 
• Arrive to all senate meetings on time 
• Notify the ASGC President and ASGC Advisor if I will not be attending senate meetings, office hours, 

and/or any ASGC obligations 
• Review the agenda and minutes prior to the ASGC senate meeting 
• Review and complete Office Hour duties.  
• Contact ASGC Advisor with any questions or concerns 
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(Keep this for your Records) 
 

ASGC Leader Office Hour Duties 
 

• Check the mail box in the mail room (located in the financial aid building) and deliver to appropriate person 
o Any bank statements must be delivered to ASGC Advisor 

• Check your mail box in the ASGC office for important notes and messages 
• Clean office and microwave area (clean up after yourself) 

o Arrange  
o Organize 
o Empty trash and recycling 

• Answer phone 
o Thank you for calling ASGC, this is (your name and title) how can I help you?  
o Write down the information you are collecting. If they are asking for a specific Leader, ask what they 

need so that the Leader knows what to expect and/or see if you can assist.   
• Check ASGC office phone messages  

o Notate message and put in appropriate Leader’s mailbox 
o Return phone calls 

• Check your email for important messages and reminders from ASGC Advisor or campus committees  
o Personal 
o Gavilan 

• Check the whiteboard for deadlines on ASGC projects and events 
• Check supply room and re-stock supply room if needed 

o If you notice that supplies are low (2 reams of paper), contact ASGC Advisor 
• Keeping track of vendors 

o If there is a vendor in the student center, make sure that their information is in the vendor binder 
o Check their receipt and make sure that they paid 

• Take pictures for ASGC ID Card 
o Lock the ASGC office door when leaving to take pictures or for anything else.  
o Check that they have paid for the ASGC Card 
o Ask for CA Identification or any other form of picture ID 
o Have student complete pink library card form so that their ASGC card can be activated as library card.  

Take pink slips to library the last 5 minutes of your office hour.   
• Only ASGC Leaders/Gavilan employees/ASGC Work-study are allowed past the taped line.  
• Use PA system to put music, announce events on campus, ask for song requests, etc.  
• Stamp any on and off campus Notices/Flyers 

o Make sure that the document contains the business or the person’s name, phone number or another 
form of contact 

o Please use your discretion as far as approving nudity, drugs, or violence on Notices/Flyers 
• Hand out scantrons and green books and keep track of the student’s name, G00#, and number of scantrons 

and/or green books you gave them.  The form to keep track is on the ASGC computer.  
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(Keep this for your Records) 
Participatory Governance Committee Meetings 

 
Per the ASGC Bylaws, all ASGC offices are required to attend and represent the student body in at least one 

participatory governance committee meeting.  Locations may vary.  Check with ASGC Advisor.  
 

Meeting Days Time Location 

Academic Senate 1st & 3rd Tuesday 2:30 – 4:00 PM North Lounge 

Budget Committee Meeting Varies; 
contact Susan 

Peterson 

  

Curriculum Committee 
 

2nd & 4th Monday 3:00 – 4:30 PM BU 119 

Distance Education 
Committee 

1st & 3rd 
Thursday 

2:00 – 3:00 PM TLC 

District Technology 
Committee 

2nd Thursday 2:00 – 3:00 PM BU 118 

Equal Employment 
Opportunity 

Last Wednesday 1:30PM-2:30PM  

Equity 2nd & 4th Tuesday 2pm-3:30pm TLC 

Facilities/Grounds 3rd Wednesday 2:15PM-3:15PM BU 120 

Health & Safety 3rd Wednesday 3:30PM-4:30PM BU 120 

Learning Council 2nd Friday 12:00 – 2PM HU 105 

Presidents Council 2nd & 4th 
Wednesday 

4:00 – 5:00 PM LS 106 

Student Services Council 1st & 3rd Monday 1:00 – 2:00 PM North Lounge 

Strategic Planning 2nd Thursday 
 

2:30 – 3:30 PM SS205 
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Position you are applying for: _____________________________________ Signatures required: ________ 
 

Required Signatures:  
 
Student Trustee: 600 signatures (10% of currently enrolled students) 
President, Vice President, and Region IV Representative: 175 signatures 
Senator: 75 signatures 

1.  2.  

3.  4.  

5.  6.  

7.  8.  

9.  10.  

11.  12.  

13.  14.  

15.  16.  

17.  18.  

19.  20.  

21.  22.  

23.  24.  

25.  26.  

27.  28.  

29.  30.  

31.  32.  

33.  34.  

35.  36.  

37.  38.  

39.  40.  

41.  42.  

43.  44.  

45.  46.  

47.  48.  

49.  50.  

 
 



7 
 

51.  52.  

53.  54.  

55.  56.  

57.  58.  

59.  60.  

61.  62.  

63.  64.  

65.  66.  

67.  68.  

69.  70.  

71.  72.  

73.  74.  

75.  76.  

77.  78.  

79.  80.  

81.  82.  

83.  84.  

85.  86.  

87.  88.  

89.  90.  

91.  92.  

93.  94.  

95.  96.  

97.  98.  

99.  100.  

101.  102.  

103.  104.  

105.  106.  

107.  108.  

109.  110.  

111.  112.  
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113.  114.  

115.  116.  

117.  118.  

119.  120.  

121.  122.  

123.  124.  

125.  126.  

127.  128.  

129.  130.  

131.  132.  

133.  134.  

135.  136.  

137.  138.  

139.  140.  

141.  142.  

143.  144.  

145.  146.  

147.  148.  

149.  150.  

151.  152.  

153.  154.  

155.  156.  

157.  158.  

159.  160.  

161.  162.  

163.  164.  

165.  166.  

167.  168.  

169.  170.  

171.  172.  
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173.  174.  

175.  176.  

177.  178.  

179.  180.  

181.  182.  

183.  184.  

185.  186.  

187.  188.  

189.  190.  

191.  192.  

193.  194.  

195.  196.  

197.  198.  

199.  200.  

201.  202.  

203.  204.  

205.  206.  

207.  208.  

209.  210.  

211.  212.  

213.  214.  

215.  216.  

217.  218.  

219.  220.  

221.  222.  

223.  224.  

225.  226.  

227.  228.  

229.  230.  

231.  232.  
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233.  234.  

235.  236.  

237.  238.  

239.  240.  

241.  242.  

243.  244.  

245.  246.  

247.  248.  

249.  250.  

251.  252.  

253.  254.  

255.  256.  

257.  258.  

259.  260.  

261.  262.  

263.  264.  

265.  266.  

267.  268.  

269.  270.  

271.  272.  

273.  274.  

275.  276.  

277.  278.  

279.  280.  

281.  282.  

283.  284.  

285.  286.  

287.  288.  

289.  290.  

291.  292.  
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293.  294.  

295.  296.  

297.  298.  

299.  300.  

301.  302.  

303.  304.  

305.  306.  

307.  308.  

309.  310.  

311.  312.  

313.  314.  

315.  316.  

317.  318.  

319.  320.  

321.  322.  

323.  324.  

325.  326.  

327.  328.  

329.  330.  

331.  332.  

333.  334.  

335.  336.  

337.  338.  

339.  340.  

341.  342.  

343.  344.  

345.  346.  

347.  348.  

349.  350.  

351.  352.  
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353.  354.  

355.  356.  

357.  358.  

359.  360.  

361.  362.  

363.  364.  

365.  366.  

367.  368.  

369.  370.  

371.  372.  

373.  374.  

375.  376.  

377.  378.  

379.  380.  

381.  382.  

383.  384.  

385.  386.  

387.  388.  

389.  390.  

391.  392.  

393.  394.  

395.  396.  

397.  398.  

399.  400.  

401.  402.  

403.  404.  

405.  406.  

407.  408.  

409.  410.  

411.  412.  
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413.  414.  

415.  416.  

417.  418.  

419.  420.  

421.  422.  

423.  424.  

425.  426.  

427.  428.  

429.  430.  

431.  432.  

433.  434.  

435.  436.  

437.  438.  

439.  440.  

441.  442.  

443.  444.  

445.  446.  

447.  448.  

449.  450.  

451.  452.  

453.  454.  

455.  456.  

457.  458.  

459.  460.  

461.  462.  

463.  464.  

465.  466.  

467.  468.  

469.  470.  

471.  472.  
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473.  474.  

475.  476.  

477.  478.  

479.  480.  

481.  482.  

483.  484.  

485.  486.  

487.  488.  

489.  490.  

491.  492.  

493.  494.  

495.  496.  

497.  498.  

499.  500.  

501.  502.  

503.  504.  

505.  506.  

507.  508.  

509.  510.  

511.  512.  

513.  514.  

515.  516.  

517.  518.  

519.  520.  

521.  522.  

523.  524.  

525.  526.  

527.  528.  

529.  530.  

531.  532.  
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533.  534.  

535.  536.  

537.  538.  

539.  540.  

541.  542.  

543.  544.  

545.  546.  

547.  548.  

549.  550.  

551.  552.  

553.  554.  

555.  556.  

557.  558.  

559.  560.  

561.  562.  

563.  564.  

565.  566.  

567.  568.  

569.  570.  

571.  572.  

573.  574.  

575.  576.  

577.  578.  

579.  580.  

581.  582.  

583.  584.  

585.  586.  

587.  588.  

589.  590.  

591.  592.  
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593.  594.  

595.  596.  

597.  598.  

599.  600.  

601.  602.  

603.  604.  

 


