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O∆K Circle Sample Operations Calendar 
Circle Initiating Once Per Year (Spring Semester)

[bookmark: _Hlk204935934]Activities listed here adhere to Circle Standards. Circle officers are encouraged to collaborate with their Circle Contact to create an operations calendar tailored to their circle’s needs, which can be used each year consistently. 

Refer to the Sample Recruitment Timeline for more detailed activities related to new member recruitment
	August

	Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Planning for the fall semester (set initiation date,  meeting dates, event dates) and engage with Circle Contact for planning
	O∆K Circle Contacts

	September

	Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Planning for the general body meeting and Signature Leadership Program; establish leaders for committees (selection, event planning, initiation, etc.); extend invites to any guest speakers 
	Signature Programs
MyODK Member Directory (for guest speaker invites)

	Circle Meeting
	General body meeting – icebreaker activities, guest speaker, committee assignments for members
	

	Executive Board Meets (Officers and Advisors)
	Finalize activities for the remaining general body meetings; updates on committees
	

	October

	Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Finalize remaining details for Signature Leadership Program; review recruitment plan; request printed versions of recruitment materials from O∆K HQ
	Recruitment Materials
Recruitment and Selection
Order Recruitment Items

	Circle Meeting
	Networking activity/guest speaker; Final discussion of Signature Leadership Program; review recruitment plan for spring semester with members
	

	[bookmark: _GoBack]Host the Signature Leadership Program

	Executive Board Meets (Officers and Advisors)
	Submission of program report for Signature Leadership Program; review assessment of program; contact any non-member attendees to inform them of spring recruitment plans
	Program Report

	November

	Activity
	Sample Agenda
	Resources

	Social
	Social activity with members; consider inviting prospective members as well
	

	Executive Board Meets (Officers and Advisors)
	Finalize recruitment events and dates; end-of-semester wrap-up to collect all information on fall activities for Circle Annual Report submission in the spring semester
	Circle Annual Report
Recruitment Materials





	January

	Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Planning for spring semester activities and recruitment; engage with Circle Contact for planning, confirm contact’s attendance at info session if applicable
	Recruitment Materials
Initiation
O∆K Circle Contacts

	Information Session
	Meeting for prospective members
	Recruitment Materials

	February

	Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Planning for general meeting and Signature Service Program, recruitment updates; finalize initiation plans
	Signature Programs
Recruitment Materials
Initiation

	Information Session
	Meeting for prospective members
	Recruitment Materials

	Circle Meeting
	Final discussion of Signature Service Program; recruitment updates; initiation plans; call for officer nominations
	Signature Programs


	Signature Service Program

	Executive Board Meets (Officers and Advisors)
	Submission of program report for Signature Service Program; review assessment of program; contact any non-member attendees to inform them of recruitment deadlines
	Program Report

	March

	Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Initiation and recruitment updates; send out officer ballot; determine Circle Leader of the Year selection process
	Recruitment Materials
Initiation
Circle Leader of the Year

	Selection Committee Meeting
	Review applications and prepare the prospective member slate for circle meeting vote
	

	Circle Meeting
	Guest speaker/networking activity; vote on new members; select Circle Leader of the Year; initiation updates; finalize officer selections
	Circle Leader of the Year

	Executive Board and Selection Committee Meet
	Ensure all new members have paid their fees; submit certificate order to national headquarters
	

	April

	[bookmark: _Hlk200640179]Activity
	Sample Agenda
	Resources

	Executive Board Meets (Officers and Advisors)
	Final initiation details; plan post-initiation social event; include new officers for transition purposes
	Initiation
Student Officer Transition

	Initiation
	Add to the standard ritual – recognize Circle Leader of the Year, graduating seniors, officer recognitions, and installation of new officers
	

	Social
	Networking/social event with new members
	

	Executive Board Meets (Officers and Advisors)
	End-of-semester wrap-up, finalize Circle Annual Report submission; finalize transition to new officers
	Circle Annual Report
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