
Welcome!  

This reference guide is one of many resources available to you to help you 

succeed to the best of your ability throughout the year.  Youôll find 

information on many aspects of residential life leadership, as well as many 

tips and skill -building ideas to as sist you throughout and after your time in 

the halls or apartments.  You are encouraged to seek out some of the other 

resources available to you, especially your Residence Hall Director or 

Assistant Residence Hall  Director, your Community Advisor, other students 

who are involved in your council or building, or anyone involved with the 

Residence Hall Association.  

 
We encourage you to peruse this reference guide now to get better 

acquainted with the many sections of information that can benefit you all 
year long.  Youôll find some sections that will perhaps apply to you or your 

role more or less than others, but all the information found here is 
significant none the less.  

 
Remember, leadership is a journey that is mar ked by what you learn and 
how you apply that knowledge, not by the position you hold or who you 

know.  It is about impacting others and making a difference in the world.   
What impact will you make?  Only you can decide and only time will tell.  The 

exciti ng part is what youôll learn along the way!  Get started now!! 
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Organization  

Str u ctu re and 

Membership  
 

The structure of an organization sets the tone for how it is run. At the 
campus level, SCSUôs Residence H all Association (RHA)  is the overarching 

organization for the Community Councils who send their elected RHA 
Representatives to speak on their behalf.  

 
The National Residen ce Hall Honorary (NRHH) is RHAôs sister 

organization, whose members strive to promote leadership, service and 
recognition. Their three committees help execute the major events and 

programs that they facilitate  on campus.  
 

The following section is designed to help you better understand the 
structure of the residence hall  student leadership  organizations at SCSU.  
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- Finance 

 

- Diversity Commission 

 

RHA Programming Committees 

Lead by the PCCs 

 

ǅ No Hate Campaign  

ǅ Fall (4 Programs) 

ǅ Spring (4 Programs) 

ǅ Past Programs 

ö Homecoming Block Party    

ö Twins Game 

ö Blizzard Bonanza 

ö Lip Sync 

ö Dome Night 

ö Night in the Underground 

 

 

 

 

 

 

 

- Finance 

 

- Diversity Commission 

 

RHA Standing Committees 

 

ǅ Leadership and Recognition 

     ö VP and NCC 

ǅ Constitution Revision 

     ö Administration Chair 

ǅ Finance and Welcome Kits 

     ö Finance Chair 

ǅ Technology Committee 

     ö Technology Chair 

ǅ Philanthropy Committee  

     ö Philanthropy Chair 

ǅ NIC Committee (Spring) 

     ö NCC 
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Residence Hall Association 

(RHA)  

Birthday Bash and Scholarship Selection 

Committee 

 

ǅ Coordinate/Deliver Birthday Bashes 

ǅ Coordinate E.A.G.L.E. Scholarship 

     ö Application/Publicity/Selection 

ǅ Coordinate Justin D. Viker Scholarship 

     ö Application/Publicity/Selection 

 

 

 

 

 

 

 

- Finance 

 

- Diversity Commission 

 

Leadership and Selection Committee 
 

ǅ Leadership Activities  

ǅ Nomination/Application Process 

ǅ Fall and Spring Induction 

 

 

 

 

 

 

 

- Finance 

 

- Diversity Commission 

 

Of The Month ñOTMò Committee 

 

ǅ Select Campus Level Winners 

     ö Send a Certificate 

ǅ Submit Campus Winners to Regional Level 

     ö By the 10
th
 of every month 

ǅ Promote OTMs on Campus 

 

 

 

 

 

 

 

- Finance 

 

- Diversity Commission 

 



 

SCSUõS SOUND STRUCTU RE  

 

What is RHA? 

The Residence Hall Association is an organization composed of students living within the nine 

residence halls (Hill -Case, Mitchell, Sherburne, Shoemaker, Stearns, Holes, Lawrence, Benton) 

and the Stateview Apartments. Each hall/apartment sends up to 5 elected representatives to 

RHA. The executive board consists of a President, Vice President, Administration Chair, Finance 

Chair, two (2) Programming Communications Coordinators (PCCôs), Technology Chair, 

Philanthropy Chair, and no more than two (2) National Communications Coordinators (NCCôs) 

as well as the Residential Life appointed advisors. 

All on-campus students can run for an RHA representative position in their individual halls, be a 

general body member, or just participate in RHA sponsored events. Some of these events include 

participating in National and Regional Conferences, Battle of the Hall Stars, Community Council 

Kick Off, and the No Hate Campaign. RHA also works with the Welcome & Finals Kit program 

as well as the E.A.G.L.E. scholarships.  

RHA plans programs for all campus residents and addresses issues that may affect their time in 

the residence halls and the university owned apartments. The primary responsibilities of this 

organization are to act as a resource to individual residential communities, serve as a channel of 

communication between those communities to promote programming for residence hall students, 

provide input on residence hall policies, and encourage attendance at leadership conferences. 

There are approximately 3000 residents in university owned housing, and this body is their 

voice. 

 

RHA meets on Mondays at 4:00 PM in the Cascade Room in Atwood and discusses each 

councilôs happenings along with reports from each RHA committee. Anyone is invited to attend 

these meetings.  

 

For more info on RHA at SCSU please visit  

http://studentorg.stcloudstate.edu/scsu_rha/ 

 
How is RHA connected to Councils? 

RHA is the parent governing body for the halls and university-owned apartments and each of the 

councils feed into RHA. The university owned apartments, as well as each residence hall, has a 

council. Each elected RHA representative is also a part of their hallôs executive board, which 

also includes the President, Vice President, Secretary, and Treasurer. The RHA representative is 

an active member of their hallôs council and is expected to participate on committees in their hall 

as well as on RHA.  
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SCsuõs Sound Structure Contõ  

 

What are Community Councils? 

Each residence hall/apartment has a community council: a representative organization for the 

residents.  The Community Council has traditionally been the sponsoring body for educational, 

cultural, social and recreational programs in each residence hall/apartment. Both the organizational 

and committee structure are continually subject to change by the students. The elected officers 

serve as the ñExecutive Boardò for the building; typically all buildings have a President, Vice 

President, Secretary, Treasurer, Program Chairs as well as up to five RHA Representatives.  The 

Residence Hall Director and/or Assistant Hall Director serves as the advisor to the council. 

 

Who are Floor/House Representatives? 

A floor/house is defined as a specific physical space within a building and typically has one or two 

Community Advisor(s). Each floor/house is expected to provide at least one representative (this 

depends on each buildingôs constitution) to serve as a liaison between the floor/house and the 

community council.  This individual will communicate the activities of each group to the other.  

The individual may also have an expectation to serve on or lead a building committee.  Many 

constitutions have provisions in them to hold each floor/house accountable for having a 

representative present at each meeting.   

 

What is NRHH? 

The National Residence Hall Honorary (NRHH) is a student organization made up of the top 1% 

of the leaders in university owned housing who are dedicated to recognition, leadership, 

scholastics, and service. NRHH is an organization with chapters at over 210 colleges and 

universities across the United States. Its mission is twofold: to recognize those individuals and 

groups who serve the residence halls, and to develop leadership skills of our residents.  

 

Here at SCSU our chapter is primarily recognition based and provides recognition to residence 

life programs and programmers. NRHH oversees the Of The Month (OTM) recognition program, 

through which staff, leaders, and programs are recognized locally, regionally, and nationally.  

The E.A.G.L.E. (Experience A Great Living Environment) scholarship presented by RHA and 

NRHH at our annual banquet, acknowledges the hard work and contributions of our top student 

leaders. Our chapterôs main form of funding is our Birthday Bash program through which we 

help celebrate residential studentôs birthdays.  

 

The Husky Chapter works closely with organizations and offices on campus, such as the 

Residence Hall Association and the Department of Residential Life, in order to satisfy these 

needs. 

For more information please visit the Husky Chapter of NRHH at 

http://studentorg.stcloudstate.edu/nrhh/ 
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What are  MACURH and NACURH?  

 

RHA and NRHH are not just on the SCSU campus they are a part of something bigger! Here is 

how SCSU is connected to the Regional and National level. 

 

MAC URH (Midwest Affiliate of College and University Residence Halls) 

 

MACURH is composed of eight states and one province divided into sub regions. These sub 

regions are divided as follows North Sub Region: Manitoba, Minnesota, North Dakota, and 

South Dakota, Central Sub Region: Nebraska, Iowa, and Kansas, and the South Sub Region: 

Missouri. There are eight regions in NACURH, stretching from the east coast, north to Canada, 

South to Mexico, and west to Australia. Currently NACURH is an international organization, 

with schools in both Canada and Australia. These eight regions function on their own, each 

holding a regional conference and a regional business meeting. Regional conferences are held in 

November and regional business meetings held in January. Each region elects its own board of 

directors as well as rewards member schools in their region. Through MACURH member 

schools are provided with the resources for the exchange of information to improve their campus 

climate and develop strong leaders at their respective institutions. MACURH also provides 

member and prospective schools throughout our region with the finest and most innovative tools 

to successfully communicate and partake in the MACURH experience. Each member has an 

NCC (National Communications Coordinator) who acts as the liaison between their institution 

and MLACURH. NCCs send monthly reports of the events that are happening on their campus, 

as well as attend conferences and business meetings on their schools behalf. As an entity of 

NACURH, Inc. MACURH strives to follow the policies of the national association as well as 

provide a multitude of resources for college and university residence halls in the Midwest. 

Finally, each region has a director and an associate director that represent the region on the 

National Board of Directors (NBD). These two people from each region comprise the final group 

of members of the NBD. 

 

NACURH (National Association of College and University Residence Halls) 

 

The National Association of College and University Residence Halls, Incorporated, recognizes 

living on campus as an integral part of the college experience, and therefore strives to be the 

organization of choice for residence hall leaders by providing comprehensive resources for 

college and university students seeking to create the ultimate residence hall environment and 

experience. NACURH is the leading national organization advocating for the interests and 

welfare of residence hall students, while also providing opportunities for their personal growth 

and development. It is an organization of students committed to developing leadership, honoring 

diversity, recognizing achievement, as well as stimulating engagement and involvement among 

students who reside in college and university residence halls. Through regional and national 

programs and services, NACURH provides leadership opportunities for students, shares 

residence hall programming resources and best practices, and coordinates activities with 

appropriate professional associations and business partners. The NACURH conference held in 

May or June each year acts as yet another tool for student leaders within the residence halls. 
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Alphabet Soup  

 

RHA     Residence Hall Association 

NRHH   National Residence Hall Honorary: Honorary leadership opportunity for 

the Top 1% of student leaders in the residence halls and university owned 

apartments.  

 

SGA   Student Government Association 

DRL     Department of Residential Life 

CSOLD   Center for Student Organizations and Leadership Development  

UPB    University Program Board 

 

NCC National Communications Coordinator 

NACURH    National Association of College and University Residence Halls 

NSRO NACURH Services and Recognition Office: Coordinates services offered 

for NACURH affiliated schools. 

NIC  NACURH Information Center: The headquarters and central place of 

correspondence for NACURH. 

RFI  Resource File Index: Annual reports from NACURH affiliated schools are 

submitted and utilized to share ideas. 

MACURH   Midwest Affiliate of College and University Residence Halls 

 

Bronze Pin   Campus Award given by RHA and NRHH Presidents- 8 per year 

  

OTM   Of The Month: Award given for a number of different categories (CA, 

Student, Advisor, program, etc.) selected by campus to compete on state, 

regional, and national level. Winners go on to national competition 

between regions.  (See pages 58-60 for more details) 
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Positionals  

When working with a team everyone plays a different role. In each of the 
leadership positions that you have chosen, there are specific duties and 
responsibilities. This section is designed to help you better understand 

some of the general responsibilities you have in your specific position as 
well as provide you tips and resources to help you be successful in your 

leadership role.  

  



 

EXPECTATIONS  AND ROLES  

 

Knowing what each member of a council can expect of others in the team is crucial.  Take some time to 

review these lists and have a conversation in your council about defining roles and expectations. 

 

Executive Boardôs relation to full council: 

1. Ensure that council is being run effectively and efficiently 

2. Ensure that council maintains a forum that always keeps in mind the goals set by students 

3. Develop new ideas and new ways of doing things so that council is a rewarding experience 

4. Carry out as many of the ideas and projects of the residents as possible 

5. Take advantage of events or training that will help them become better executives 

6. Establish and maintain a good working relationship with the Community Advisors and other 

council members.  Support the CAs and Residence Hall Director and Assistant Hall Director 

7. Work towards improvements through positive actions 

8. Stimulate interest in the council among the residents 

9. Attend all meetings necessary for their particular position.  Participate in council activities 

10. Set good examples in the communities.  Be a good role model 

11. Be responsible for their position and do the best job of which they are capable 

12. Pitch in and help out where needed among the committees. 

13. Support each other and the groupôs decisions even if you donôt agree totally.  Work as a team. 

14. Follow through on commitments and stay actively involved all year. 

15. Prepare for each executive board and full council meeting. 

16. Accept constructive criticism or suggestions well. 

 

CAsô relation to Community Council: 

1. Community Assistant are usually expected to attend a certain number of council meetings. 

2. Offer their time and help when needed for activities. 

3. Confront and resolve any conflicts between CAs and executive members. 

4. Be leaders and role models for council members. 

5. CAs and executive members should have positive working relations. 

6. Promote, attend, and otherwise support activities of the council. 

7. Provide feedback to council executives. 

8. Support the decisions of the council. 

9. Offer input on what the council is doing, sharing opinions in a way that residents are not swayed. 

10. Be supportive of council at all times, especially in discussions with community members. 

11. Urge floor/house members to be involved in Community Council. 

 

RHD/AHD relation to Community Council: 
1. Motivate and advise executive board. 

2. Participate in and support Community Council activities. 

3. Give positive feedback and constructive criticism. 

4.  Serve as a resource person.  Provide needed guidance. 

5. Help executives stay on the right track and concentrate on goals. 

6. Help council develop into a productive group. 

7. Attend Community Council and exec meetings. Attend committee meetings as possible 

8. Be available for council members. 

9. Help mediate problems if executives have trouble solving them. 

10. Provide ongoing training for council members. 

11. Be knowledgeable about campus and departmental policies and procedures. 

 

 

7  



 

President  

 

Duties/Responsibilities 

 

V Call council meeting to order 

V Run meeting by announcing business as outlined in the agenda 

V Run meeting with effective parliamentary procedure in a manner that best suits the needs 

of your council 

V Recognize speakers 

V Preside over council decisions by putting to vote all motions that come before the council 

V Use voting rights if and only if a council vote ends in a tie 

V Chair the executive board 

V Adjourn the meeting at its conclusion 

V Find representatives to fill advisory board positions: Hall Improvement, Dining, 

Intramural 

V Create agendas for council and executive board meetings 

V Meet regularly with council advisor  

V Attend all council meetings and executive board meetings 

 

 

 

Tips for a Successful Year 

 

V Consider carefully how you want your council meetings to be run 

-Room seating suggestions 

V Meeting with your Advisor 

-Prepare and get organized ahead of time 

 -Bring a calendar and your planner 

 -Come with questions 

V Learn peopleôs names quickly (theyôll respond better that way) 

-Icebreakers during the first few meetings are a great way to do this! 

V Be nice, make sure everyone is heard 

V Get floor/house/building representatives involved (not just your executive board)é the 

more council members are able to take ownership, the better your council will be 

 

 

 

Sample Agenda 

 

1. Call Meeting to Order 

2. Approval of Last Meetingôs Minutes 

3. Roll Call 

4. Officer Reports/ Advisor Reports 

5. Committee Reports 

6. Old Business 

7. New Business 

8. Announcements 

9. Adjournment 
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Vice President  

 

Duties/Responsibilities 

 

V Act as the liaison between the assemblyôs committees and the executive board 

V Evaluate the council committees and make recommendations to the committees on 

improvements 

V Coordinate all assembly committees, standing and ad hoc 

V Understand the councilôs constitution and oversee updates and changes to it 

-Update, submit to CSOLD during registration 

-Make sure each member has a copy of the most recent version of the constitution 

V Act as President in that officerôs absence 

V Attend all council meetings and executive board meetings 

 

 

 

Tips for a Successful Year 

 

V Examples of committees that have been formed in the past: 

-Community Service 

-Fundraising 

-COY (Council of the Year) 

-Recognition 

-Publicity 

-Athletics 

-Food/ dining 

V How will you keep track of committees? 

-Committee reports during council meetings 

-Talk with members both in and out of meetings 

-Know when/where every committee meets 

V Be flexible 

V Know your councilôs constitution well 
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ADMINISTRATION CHAIR  

 

Duties/Responsibilities 

 

V Records 
V Keep a record of all proceedings of the organization, known as minutes. 

V Print out minutes or e-mail minutes to council members 

V Maintain record books in which the by-laws, constitution, and minutes are entered 

 

V Filing   
V Keep on file all committee reports 

V Provide committees with whatever documents are required for the performance of their 

duties 

 

V Keep the councilôs official membership roll and take attendance at meetings 

 

V In the absence of the Vice President, the Secretary is to act as the Vice President.  In the 

absence of both the President and VP, the Secretary takes on the responsibilities of the 

President 

 

V Attend all council meetings and executive board meetings 

 

 

 

Tips for a Successful Year 

 

V Rosters:  Always keep an updated council roster for attendance and contact purposes 

V Minutes: Email each meetingôs minutes to council members 

V Attendance: Keep accurate, continuous record of attendance of each meeting throughout the 

year 

V Get a copy of agenda from the President before the meeting to aid in keeping minutes 

V Attendance Policies 

-Discuss with E-board how your council wants to handle attendance policies and the 

consequences entailed 

-Ex: Will attendance affect voting rights? Should you make reminder phone calls after a 

given amount of absences? 

 

 

*If your council does not elect a Historian, see position description and take on responsibilities*  

*If your council has no Recognition Committee, keep track of OTMs*  
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Good Minutes  

9/11/2007 

 

Start Time: 8:00pm 

 

1. Officer Reports 

a. President (Jessica) 

i. Hill -Case Hall is having a football tournament anyone interested should 

contact their president Jason at 4-8000  

b. Vice President (Greg) 

i. Committee Heads have been selected. Improvements: Josh, Programming 

Karen, and Fundraising: Bernard 

c. Secretary (William) 

i. No Report 

d. Treasurer (Mary) 

i. Budget: $1234.56 

e. RHA Reps (Matt, Andrew, Christina) 

i. No Report 

f. Advisors 

i. No Report 

2. Committee Reports 

a. Improvements 

i. The weight room will be receiving new equipment next week 

b. Programming 

i. First Social program will be an ice cream social this Wednesday night 

c. Fundraising 

i. Finished T-Shirt sale (See Old Business) 

3. Old Business 

a. T-Shirt Sale 

i. The fundraiser sold 300 t-shirts, for a profit of $500 

ii.  T-Shirts will arrive next Monday 

4. New Business 

a. Sodexho Appreciation Day 

i. Next Thursday, Signs will be posted in the Dinning Hall  

b. Sexual Violence Awareness Week  

i. The council voted to donate $250 to the program (11-1-0) 

End Time: 8:45pm 
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Bad Minutes  

9/11/2007 

 

1. Officer Reports: There is a program going on in another hall, vice president listed the 

new committee chairs, treasurer told us the budget, no one else had anything to report 

2. Committee Reports 

a. The weight room is getting six new 5lb weights, 3 new 10lb weights, 2 15lb 

weights a new barbell and a new treadmill they will arrive sometime soon 

b. Programming: Ice cream social? 

c. Fundraising: Finished our first fundraiser 

3. Old Business: Sold T-Shirts arriving soon made a lot of money 

4. New Business: Sodexho appreciation day is coming up, voted to give money to SVAW. 

 

 

SAMPLE Community  Council  ROSTER  

2009-2010 

 

Name  Position  Room  Cell Phone# E-Mail Address 

---------- President  #  ****   name@stcloudstate.edu 

---------- Vice President  #  ****   name@stcloudstate.edu  

---------- Secretary  #  ****   name@stcloudstate.edu 

---------- Treasurer  #  ****   name@stcloudstate.edu  

---------- Historian  #  ****   name@stcloudstate.edu 

---------- RHA Rep  #  ****   name@stcloudstate.edu  

---------- RHA Rep  #  ****   name@stcloudstate.edu  

---------- RHA Rep  #  ****   name@stcloudstate.edu  

---------- RHA Rep  #  ****   name@stcloudstate.edu  

---------- Advisor  #  ****   name@stcloudstate.edu  

---------- CA Advisor  #  ****   name@stcloudstate.edu 

---------- 2N Wing Rep  #  ****   name@stcloudstate.edu 

---------- 2S Wing Rep  #  ****   name@stcloudstate.edu 

---------- 3N Wing Rep  #  ****   name@stcloudstate.edu 

---------- 3S Wing Rep  #  ****   name@stcloudstate.edu 

---------- 4N Wing Rep  #  ****   name@stcloudstate.edu 

---------- 4S Wing Rep  #  ****   name@stcloudstate.edu 
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Treasurer  

 

Duties/ Responsibilities 

 

V Assist the council in the collection and distribution of funds 

V Keep accurate and up-to-date records of all monetary transactions 

V Assist in the preparation of each semesterôs budget 

V Prepare and give a financial report at each meeting 

V Attend all council meetings and Executive Board meetings 

V Meet regularly with your advisor 

V Maintain all council transactions in an Excel spreadsheet 

V Know the process for requesting funds from RHA  

 

 

 

Treasurer Tips 

 

Budgeting   
V Keep Accurate Records 

V Keep Receipts 

V Stay Up to Date 

V Work Closely with your Advisor 

 

Creating A Budget  
V Expenses/ Categories 

V Credits/ Deposits 

 

Spending Money  
V RHD Purchasing Card 

V 1400 Form: A Check is Cut 

V Purchase Order: Generated by Department of Residential Life 

 

Line Items 

V Expenses/ Categories: Programming, Improvements, Copies, Miscellaneous 

V Credits/ Deposits:  Rollover, Allotments, Fundraisers, Gift /Prize Money 

 

Know how to deal with a Working Budget 

V How much you actually have vs. how much has been allocated 

V Announce these figures to the council during your report at every meeting 

 

Meeting with your Advisor 

V Have Excel spreadsheet done before meeting 

V Look over which items have cleared/which havenôt (Itôs like balancing a checkbook) 
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RHA/NRHH/Community Council 

Funding  

 

Each student residing in the residence halls is charged a set residence hall activity fee annually.  

This $20 fee is assessed in $10 increments, once each semester.  The fee is included as part of 

the student housing rate on each studentsô bill. Each semester, the $10.00 is divided among the 

following: 

 

National Residence Hall Honorary (NRHH)  $0.88 

Residence Hall Association (RHA) $4.12 

The Studentôs Residence Hall $3.00 

REServoir: Hall-Wide ñBankò 

 (Administered by RHA) 

$2.00 

Total $10.00 

 

The money obtained by NRHH and RHA is utilized for all-hall programs, scholarships and other 

activities beneficial to residence hall students. The money obtained by the residence halls is 

utilized for purchasing new items for the front desks and hall activities. The REServoir is a 

ñbankò for all residents and halls to request funding if they are in need of additional funding for 

programs.  Residents and halls may acquire funding from RHA by submitting a funding request 

and program description to the RHA Finance Chairperson at least two weeks prior to the event 

the funding is being requested for.  The money in this ñbankò may also be utilized to support 

University events that benefit residence hall students (i.e. Atwood After Dark, Fall Kick Off). 

 

The following indicates the approximate amount of money each hall acquires each academic 

year, based on an occupancy of 2,500: 

  

Hall  Annual Amount 

Benton $1,050.00 

Hill -Case $1,200.00 

Lawrence $540.00 

Mitchell $2,040.00 

Sherburne $3,000.00 

Shoemaker $2,100.00 

Stateview $570.00 

Stearns $2,250.00 

W.W. Holes $2,250.00 
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Residence Hall Association 

Funding Request / Change / Cancellation Form 

 

 

 

Program Funding Guidelines  

 

The Residence Hall Association Programming funds, as a proactive attempt to realize the mission and charter 

of the St. Cloud State Residence Hall Association (RHA), exist to provide for the educational, cultural, social 

and communicative needs among residence halls and their residents. 

The guidelines outlined below are intended to provide Councils, staff, and students (applicants) with a review 

process for program funding. Applicants for program funding must follow the instructions closely and submit 

all the required paperwork to be considered for funding. 

 

Application Process Guidelines 

 

1. Any recognized Council, full-time undergraduate resident, Residence Life staff, recognized student 

organizations or SCSU offices/departments may submit a Program Funding Proposal for monies. Priority 

will be given to programs, which are open to all SCSU halls/apartments and their residents. 

 

2. Applications are due to the RHA Office in Hill-Case Hall or the RHA mailbox in Carol Hall at least two 

weeks prior to the date of need. 

 

3. Applicants must complete all sections of the Program Funding Proposal. The form must be signed by the 

applicant and the Residence Hall Director/Advisor. 

 

4. The Residence Hall Association has established the following general funding criteria in evaluating the 

funding of specific programs:  

 

A. Preparation and Detailed Budget 

Å    Has there been thorough preparation in planning the event - timeline, location, date, publicity, etc.? 

Å    Does the applicant(s) have a detailed budget as to the anticipated expenses of the program in an   

      itemized list? 

 

B. Fundraising Effort 

Å    Has the applicant(s) attempted to secure funding from alternative campus and community sources? 

 

C. Sponsorship/Purpose 

Å    Is the event open to and benefiting the residence hall and /or university owned apartment students? 

Å    Is the program and its focus in accord with the mission of the Residence Hall Association and the         

     Department of Residential Life?      

Å    Does the program offer a viable alternative to alcohol?  

Å    How will the program enhance the SCSU residence life community?  

Å    Does the program address a specific need within the residence life community? 

 

5.    Funds allocated for a specific program must be utilized for that program and its expenses.  

 

6.    There is no limit on the number of program funding proposals any one resident, group of residents, 

        Councils or residence life staff may submit for review. 

 

7.    A program receiving Residence Hall Association funding is to publicize that the RHA is a co-sponsor to 

that program. The name and/or logo of the RHA must appear on all promotional materials for that 
program. However, advertising must not be done before funding has been approved by the RHA.  When 

your program is approved, a copy of the RHA logo will be sent to you by the Advisor to the Programming 

Communication Coordinators .    15  



Residence Hall Association 

Funding Request / Change / Cancellation Form 

 

 

 

Program Funding Proposal Review Process 

 

1. Once your funding request form has been submitted, it will be reviewed by the Residence Hall 

Association Executive Board.  If approved by the Executive Officers, it will be brought to The 

Finance Committee for review and finally to the general body of RHA for consideration/voting.  You 

will be notified of the date this will occur. 

2. You do not have to be present at the RHA meeting to support your funding request, but it is helpful as 

the general body may have questions.  If you are present, you will be given a 2-minute period of time 

to make a presentation.  There will be a brief period for Q & A. 

3. If your funding request is approved, you will need to provide the Residence Hall Association Finance 

Chair with copies of any pertinent receipts/invoices. 

4. Additionally, if your funding request is approved, any advertisement or publicity for the event must 

indicate that RHA was a co-sponsor. 

5. All funds spent must meet current university guidelines for expenditures from University funds. 

 

Procedures for Allocating Funds 

 

When approved, Residence Hall Association funds will be allocated through the REServoir to the Council 

Account or Hall Program Account.  
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Residence Hall Association 

Funding Request / Change / Cancellation Form 

 

 

* Funding request forms require at least 2 weeks to process; please 

plan accordingly. * 

Application Category 

Application Ǐ Request Ǐ Change Ǐ Cancellation 

 

Information About the Institution 

Group Name  

Representative Contact Information 

Name  

Position  

Phone No.  

E-mail  

 

Information About the Activity/Event 

Name of the Activity  

Date and Time  

Location  

Purposes  

 
Co-Sponsor?  

Activity Type  

Done Before? Ǐ Yes, When? __________ Ǐ No 

 

Detailed Description of Activity/Event 
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Residence Hall Association 

Funding Request / Change / Cancellation Form 

 

 

 

Budget Information 

Expected Total Cost event  

Amount Requested from RHA  

Amount Requested from Other Sources  

Current Amount in Event Budget  

  

Detailed Budget with Itemized Expenses 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

*If the money requested from RHA is to be allocated towards a specific expense of the program, 

please indicate which specific expense the requested funding would cover.* 

 

Reason for Change or Cancellation 

Reason 

 

 

 

 

Office Use Only 

Document Received 
Ǐ Application Form Ǐ Proposal in Detail 

Ǐ Details of Budget Ǐ Details of Estimated Revenue 

Funding Ǐ Accept, Amount $__________ Ǐ Deny 

Change Ǐ Accept Ǐ Deny 

Cancellation Ǐ Known 
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Residence Hall Association 

Funding Request / Change / Cancellation Form 

 

 

 
We declare that the above information is true. If we receive the funding granted from the Residence Hall 
Association, we promise to follow the obligations listed below: 
  

1. General Obligations 
a. Launch and complete the activity in accordance with the submitted proposal of 

activity; 
b.  Ensure the legitimacy of the activity and the process of the activity, and assume full 

legal responsibilities as a result; 
c. Ensure that the funds received shall not be misappropriated for other purposes; 
d. Notify the Residence Hall Association for authorization at the earliest opportunity 

prior to the start of the activity or the completion of the project, if you have an 
alteration of the original proposal, including alterations to the date when the activity 
shall be held, or the contents of activity and budget; 

e. Should the received grant amount not be fully used, you will return to the Residence 
Hall Association the remainder of the grant or make suggestions on the usage of the 
remainder, which will be subject to approval by the Residence Hall Association. 

 2. Special Obligations on Submission of Activity Report 
a. The recipient of a grant for a single activity shall submit all receipts from their 

activity within two weeks of the activity. 
b. When you submit this form, you shall provide a detailed event description.  This will 

include what is going to occur, how much money your group is supplying, how much 
you are requesting from RHA and how the money will be spent.  

c. The receipts, as stated in Section A of this Article, shall consist of the following 
three: 
(1) A description of the activity, that shall include a summary of the activity or 

the circumstances, scale, effectiveness of the completion of the project; 
(2) A detailed income and expenditure account that shall include a breakdown 

of proceeds, a breakdown of expenditures, a comparison table between the 
budgeted and actual income and expenditure. 

 
 

 

 

 

 

  

Representativeôs Signature  Submission Date 

 

(Please direct any questions, comments or concerns to the current Vice President of Finances of the Residence 

Hall Association). 

 

Please return the completed form, together with other documents, to the Residence Hall Association @ Carol 

Hall 1
st
 Floor or in the RHA office in Hill-Case B10. 
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RHA Representative  

Council Duties/Responsibilities 

 

V Report the activities of RHA to the council 

V Attend all council meetings and executive board meetings 

V Publicize RHA events within your hall 

V Maintain RHA bulletin boards in on a monthly basis with appropriate material 

 

RHA Duties/Responsibilities 

 

V Seek input from the council and report it to RHA 

V Sit on at least one standing committee (Ex: Technology Committee, Constitution 

Revision) and at least one programming committee per semester (Ex: Homecoming 

Block Party, Twins Game) each semester 

V Vote on behalf of respective hall/council and constituents 

V RHA reps have the opportunity to sit on an advisory board where resident input is vital. 

Some include: Dining, Residence Life, Hall Improvement, Housing Appeals, Rec Center 

V Attend all RHA meetings and committee meetings 

V Volunteer for and attend programs hosted by RHA 

V Submit at least one (1) OTM per month 

 

Being a GREAT Liaison 

 

Take Notes Itôs important to listen to all officer, hall/council, and committee reports 

and take notes! There is a lot to remember between the RHA meeting on 

Monday and your council meeting. Taking notes helps! 

 

Remember  that you are the voice for your constituents and not to let your personal 

opinion be your deciding factor when voting. 

 

Avoid groupthink!  Although you are a part of a large organization and decide things together 

it is better to think things through as an individual member before voting. 

 

Voice ideas  that your hall/council has thought of and also your own ideas! No idea is a 

bad one! 

 

V Have your brief and concise report ready for both RHA and council meetings 

V Always have your calendar handy and be aware of any and all program dates 

V Encourage the relationship between RHA and your council 

 

Meetings Youôll Have to Attend/Plan For 

 

V Community Council 

 

V Council E-board 

V RHA V RHA Committee 
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Historian  

 

Duties/Responsibilities 

 

Documentation 
V Record the participation of the council in RHA programs 

V Record the participation of the council in council programs 

V Create descriptions of events      

V Gather and take photos, attendance, quotes of events 

 

Compilation 
V After a year of collecting help organize your councils information that you have been 

collecting throughout the year and aid in organizing and creating your councils COY 

(Council Of the Year) Bid 

Attendance 
V Attend all Council meetings and executive board meetings 

V Attend programs and document them for your hall 

 

Work on the COY (Council of the Year) Bid 

V Take pictures 

V Take attendance 

V Get quotes from members 

V Use Webshots: people can view and write their own comments on any pictures you post 

V Save copies of publicity or any other physical tidbit of significance 

V Keep track of OTMôs for your council: Who won, what one, how many your council 
submitted, etc. 

V Leadership opportunities: Where are people from your council going in the future? 

V Document council goals for the year developed at your first community council meeting 

and add them to the bid. Include final reflection/evaluation of how the goals were 

accomplished 

 

* Remember itôs important to save everything!* 
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Meetings  

There are a number of different types of meetings that you will encounter as 
a student leader. Each has a different purpose and you will play a different 

role in each. Here are some tips and pointers for facilitating quality 
meetings and helping your peers stay motivated.  

 

  



 

 

HINTS FOR FACILIATAT ING  A GROUP  

HOW TO GET AN D KEEP PEOPLE INTERE STED 

1. Get and keep everyone participating. 

2. Show your own interest. 

3. Identify and call on interested members first. 

4. Use humor. 

5. Make everyone feel important. 

6. Arouse their curiosity. 

7. Keep a controversial discussion balanced. 

8. Keep your meeting free from distracting influence. 

9. Keep things moving and change the pace. 

STEPS IN THINKING THR OUGH AN ISSUE OR DECIDING ON AN ACTIVITY  

1. Recognize the issue or the need for an activity. 

2. Define, limit and clarify it. 

3. Form an opinion or inference about it. 

4. Get facts. 

5. Weigh the facts and revise opinions according to the facts; develop a course of action. 

6. Reach a conclusion or solution based on all available facts. 

7. Take action indicated by the conclusion. 

ERRORS THAT MAY BE MADE  

1. Failure to define or limit topic. 

2. Looking for facts before you know what you are talking about. 

3. Jumping to conclusionséforming an opinion without facts. 

4. Failure to weigh facts correctly and revise opinions as a result of bias or prejudice. 

5. Inability to reach a conclusion. 

6. Failure to act on conclusion. 

TO CORRECT THESE ERRORS A LEADER CANé 

1. Present the problem clearly, briefly, interestingly. 

2. Ask for answers and opinions without supporting reasons. 

3. Call for reasons from everybody. 

4. Select answers that have vast popular support. 

5. When all reasons and facts have been given, lead the group to a logical decision. 

STEPS IN MAKING A CLE AR EXPLANATION  

1. Describe clearly or show the end product or goal. 

2. State and explain principles on which program is based. 

3. Give a broad overview of it before you begin any detailed explanation of steps or parts. 

4. Give detailed explanation of each step. 

5. Summarize:  review the steps or parts briefly and how they relate to the end product and 

the principles involved. 
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Running Effective Meetings  

 

Meetings should give members a chance to discuss and evaluate goals and objectives, keep updated on 

current events, provide feedback and give input.  Meetings are most productive when planned in advance.  

They can be as casual or formal as you wish ï choose a style you are comfortable with.  The following 

tips will be useful in making your meetings productive. 

 
BEFORE THE MEETING 

1. Define the purpose ï if you canôt, then donôt have a meeting. 

2. Make reminder calls/emails/e-vites the day before to the expected members and guests (regularly 

scheduled meetings can benefit from reminders too). 

3. Develop an agenda. 

4. Distribute agenda and necessary background information (budgets, funding requests information you 

are wanting feedback on, etc.) before the meeting so members can be prepared. 

5. Always introduce new members or guests. 

6. Choose an appropriate meeting time ï choose a time that all (or most) members can attend;  set a time 

limit and stick to it ï never be the cause of a meeting running longer than youôve shared it will; do 

your best to keep group members on tasks so meeting does not run overtime. 

7. Arrange the room so members face each other (i.e. a circle or U-shaped rows)  - a facilitator is more 

effective when s/he is visible and central to the audience. 

8. Choose a room appropriate to the groupôs size ï a room that is too small will create tension and feel 

stuffy, a room that is too big will not lend itself to discussion. 

9. Prepare visual aids or items for any activities. 

 

DURING THE MEETING 

1. Greet all members ï even those who arrive late (donôt interrupt otherôs who are speaking) ï this will 

make them feel welcome. 

2. Serve refreshments if possible. 

3. Start on time and end on time. 

4. Review the agenda and stick to it. 

5. Encourage group discussion when relevant to get everyoneôs input, this builds investment. 

6. Encourage feedback ï this will promote commitment to the group. 

7. Keep discussions focused on the issue at hand ï tactfully end discussions that are going nowhere. 

8. Use visual aids when possible ï it will keep the memberôs attention. 

9. Keep minutes for future reference. 

10. Be a role model ï listen, show interest and appreciation for members ï admit it when you make a 

mistake. 

11. End the meeting on a positive note ï summarize agreements reached, do a fun closing activity. 

12. Schedule date, time and place for next meeting if needed, or remind members of this information if 

already set. 

 

AFTER THE MEETING 

1. Write and distribute minutes within two or three days ï this reinforces the importance of the meeting 

and reduces error of memory. 

2. Discuss any problems that arose during the meeting with other officers ï come up with ways 

improvements can be made. 

3. Follow-up on delegateôs tasks ï see members understand and carry-out their responsibilities. 

4. Give recognition and show appreciation to members by acknowledging successes and assisting them 

when requested or you see a need. 

5. Put unfinished business on the agenda for the next meeting. 
6. Evaluate the meeting and plan a way to improve future meetings. 
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Motivating Meetings  

 

Sometimes a group may find itself in a rut: everything is stale or stagnant, no oneôs enjoying 

themselves, or you just feel . . . ñBleh.ò If this is the case, itôs time to spice up your group! So in 

the spirit of that whole ñvariety is the spice of lifeò thing, here are some ideas to turn your 

meetings up a notch!  

 

J Share ups and downs of the week with your members. 

J Bring a friend night. 

J Crazy hat night - award a prize. 

J Trivia breaks 

J Draw agenda items out of a hat for a change of pace, go in a wacky order. 

J Do an icebreaker at the beginning of the meeting. 

J Welcome/Introduce new members in attendance. 

J Meeting in a different location. 

J Celebrate monthly birthdays. 

J SCSU night - wear red and black. 

J Take group photos (informal and formal). 

J Have everyone bring their favorite CD and share why it is their favorite. 

J Recognize the academic achievements of the week. 

J Bring treats - candy, trinkets. 

J Do temporary tattoos after the meeting. 

J Have each person share his/her favorite quote. 

J Select a word of the week and ask that everyone use it each time that they speak at the 

meeting. 

J Switch roles for the night - example President and Secretary switch, President take notes, 

Secretary runs the meeting. 

J Provide positive feedback, and praise accomplishments. 
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EXECUTIVE BOARD MEET INGS  

 

WHAT IS THE PURPOSE OF AN EXECUTIVE BOARD  MEETING ? 

1. Agenda ï the time to plan the agenda for the next Council general meeting is at the 

Executive Board meeting. 

2. Feedback ï The officers can offer any feedback on ideas they are planning to bring up. 

3. Discuss Problems ï Executive Board meetings give the Advisor and officers the 

necessary time to talk in confidence about problems or concerns about the Council.  

Problems such as attendance at meetings, committee functions or discussion during 

meetings may be addressed. 

 

HOW ARE EXECUTIVE BOARD MEETINGS RUN? 

1. President/Chair ï The meetings may be chaired by the President, as are Council 

meetings.   

2. Charge - A clear purpose is important to a good meeting.  A charge gives the meeting 

direction and focus.  Make sure everyone knows why the meeting is happening. 

3. Informality  ï This meeting isnôt necessarily a place for strict parliamentary procedure.  

You should, however, allow only one person to speak at a time, and keep the discussion 

on the subject.  These are the jobs for the President and the Advisor. 

4. Reports ï Remember that officers must present a report at every general Council 

meeting.  Do not keep secrets.  Allow for time at the Executive Board Meeting for people 

to share what they will be reporting at the next general meeting.  Make sure that the 

reports are reflected in the minutes. 

5. Stay on Task ï Remember that as a group, you do have a lot of power.  Work within the 

constitution of your group.  This isnôt the place to approve the spending of funds, plan 

large events, or change the constitution.  You are a representative of a larger body.  You 

need to get their approval of most decisions.  
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WHEN YOU HEAD A COMM ITTEE MEETING  

 

Committee meetings are a very important part of a council and are where the majority of the 

work is done. Here are some tips for having fun and effective committee meetings. 

 

V The group should set its own goals.  Do not impose your personal goals.  Goals 

should be decided by the whole group in discussion.  Encourage everyone to 

participate. 

 

V All decisions should be made by the group.  Do not make decisions for the group.  

Don't try to impose your standards on the group, no matter how tempting it is. 

 

V Be informal.  Use first names, informal clothing, and arrange chairs in circles facing 

each other.  Encourage spontaneous discussion with several simple rules. 

 

V Be active.  Create an atmosphere that encourages all to actively participate.  Do little 

talking yourself; ask questions.  Be accepting. Listen to others and be friendly.  The 

more people that talk, the more the group will accomplish. 

 

V Use methods that require participation and problem solving.  Break down the 

larger group frequently into small groups, with a clear set of problems to solve.  Use 

role-playing, listening teams, demonstrations, panels, and other methods. 

 

V Don't ñLead.ò  Encourage the group to share the leadership.  Don't try to pull or 

push or direct.  Encourage any attempt that group members make to help the group 

along. 

 

V Evaluate.  Continually help the group to evaluate how it is doing, whether it is 

solving its problems and accomplishing its goals. 

 

V Sit in a circle.  Sit with the group, not in front of the group, or at a separate table, or 

behind a rostrum. Arrange chairs so that a casual observer cannot distinguish the 

leader from the rest of the group.  Arrange chairs so that people can see everyone in 

the group. 

 

V Give all facts to the group.  Have confidence in the group!  Do not keep any facts 

from the group.  Trust the group to make the right decision.  Be positive and express a 

positive attitude. 

 

V Think and say "we," not "I' or "You."   Think in terms of "our group" and what we 

think, not what I want for the group or what you, as a group will do.  You are just a 

member of the committee and not the committee. 

 

V Follow-Up. Make sure people are following through with their tasks. If they are 

having trouble provide them with direction and know what resources are available. 
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DELEGATING  

 

One of the major pros to working with groups is that everyone brings different talents, skills and 

interests. This provides you as the group leader the opportunity to delegate projects to other 

members of your group. Here are some pointers and tips on delegating. 

 

When to Delegate 

 

V When the group is new 

V When a new student is added to the committee 

V When given new duties 

V When you are burdened 

V In emergencies 

V When you and the other members are mentally ready 

V When special events come up 

V When you have to be absent 

 

When NOT to Delegate  

 

V When morale is low 

V The "hot-potato" -- something you just don't want to do 

V Something you cannot keep control  

V A job beyond someone's capabilities 

 

How NOT to Delegate: 

 

V "Who doesn't have something to do?" 

V "Jerry's always done that.  Let's give it to him." 

V "Anybody disagree?"  (silence)  "Good, we'll do that." 

V "I'll take care of this and get back to you." 

V "This isn't our responsibility, but wouldn't it be fun to do anyway." 

V "Just get back to me when you can." 

V "Don't worry about the details.  It will all come together as you go along." 

V "Nobody would want to do this, so I'll assign it." 

V "Assignments will be posted and please, if anybody has any questions, bring them to the 

next meeting." 

V "Sue's not here, but she's always been concerned about this, so I'm sure she'll do it." 

V "I didn't have a chance to check this out with any of you, but I knew you would agree so I 

signed us up." 

V "I was told to come to this meeting to represent our group, but I really don't know why." 
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Evaluating  Your Meeting  

 

Mark the column to the right according to how you perceived the statement to the left during the meeting.  

If doing this as a group, compare your perceptions of the meeting with those of other group members. 

 

        Could Have        OK       Pretty     Excellent 

        Been Better        Good 

The meeting was well planned 

Members notified in advance           

Prepared agenda            

Officers and committees ready to report       _____________ 

Pre-arranged meeting room           

 

The meeting was well organized 

Started on time           ______ 

Guests introduced and welcomed        ______  

Agenda available to all members          

Purpose made clear            

Update of last meeting          ______ 

Only one topic discussed at a time          

Only one person had the floor at a time        ______ 

Discussion was relevant          ______ 

Chairperson summarized points of discussion       ______ 

Moved at a workable pace           

Committee assignments complete and clear         

Everything on agenda covered         ______ 

Agenda for next meeting announced          

 

There was participation in the meeting 

Members participated in discussion and voting       ______ 

Chairperson made good use of questions        ______ 

Pros and cons of each issue considered        ______ 

Members gave suggestions to committees         

Responsibilities evenly distributed          

Members helped plan the next weekôs agenda       ______ 

 

The value of the meeting 

Progress made toward goals           

Purpose was met            

 

Attitude of meeting 

Good attendance            

Members on time            

Members knew each other or were introduced       ______ 

Some humor during meeting           

Members and officers helped each other        ______ 

Atmosphere of free expression         ______ 
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Parliamentary 

Procedure  
 
What is Parliamentary Procedure?  
Itôs a set of rules for conduct at meetings.  It allows everyone to be heard and to make 
decisions without confusion!  
Parliamentary Procedures Has A Long History.  
It originated in the early English Parliaments (discussions of public affairs).  It came to 
America with the first settlers.  It became uniform in 1876, when Henry M. Robert 
published his manual on Parliamentary  Law.  Today Robertôs Rules of Order - Newly 
Revised is the basic handbook of operation for most clubs, organizations and other 
groups. 
 
Parliamentary Procedure Means:  
V Democratic rule  
V Flexibility  
V Protection of rights  
V A fair hearing for everyone 
 

PARLIAMENT ARY PROCEDURE CAN BE ADAP TED TO FIT THE NEEDS  OF ANY 

ORGANIZATION .  SO ITôS IMPORTANT THAT EVE RYONE KNOWS THESE BA SIC RULES !  

 

  



 

 

Parliamentary Procedure  Lingo  

 

Main Motion : A motion whose introduction brings business before the council. It allows the 

group to discuss the topic. 

 

Friendly Amendment:  Allows a person to add or to slightly alter a motion without completely 

changing the motion. Must have consent from the person who made the original motion 

and the person who seconded the original motion.  There may be no objection from the 

assembly. 

 

Amendment:  Allows a person to add or alter a motion without the consent of the either the 

person who proposed or seconded the motion. 

 

Limit Debate:  Puts a time limit on the current debate. 

  

Extend Debate:  Extends time allowed for debate after the debate has been limited. 

 

Call the Question:  Allows the council to vote of the issue at hand assuming there are no 

objections. One objection requires the council to vote on weather they wish to continue 

the discussion at hand or to vote on the issue (essentially voting on whether or not to 

vote). 

 

Move the Question:  Allows the body to vote on whether they wish to continue the discussion at 

hand or vote on the issue.  This is often confused with calling the question! 

 

Lay on the Table:  Postpones the issue at hand for a specific time period. 

 

Take from the Table:  Allows the body to discuss issues that have been previously tabled, 

unless they come up due anyway. 

 

Point of Clarification :  Allows a member who is unclear about the issue at hand to ask a 

question. 

 

Point of Information :  Allows a person to add specific information about the current topic that 

may not be readily available to other members.  Be sure that you donôt bring outside 

information into the discussion! 

 

Point of Order:  Used when a member feels that the proper parliamentary meeting procedure 

has been breeched and allows the group to refocus. 

 

Point of Personal Privilege:  Used by a member who would like to make a special request, for 

example is he/she is unable to hear or needs to be excused to the restroom. 

 

Appeal the Decision of the Chair:  Used when at least two members feel that the chair has  

made an improper ruling, causing the decision to be left to the entire body. 
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HOW DO MEMBERS GET T HEIR SAY?  

 

They make motions!  A motion is a proposal that the assembly takes a stand or acts on an issue.   

 

MEMBERS CAN:   

V Present motions (make a proposal) 

V Second motions (express support for discussion of another memberôs motion) 

V Debate motions (give options for the motion) 

V Vote on motions (make a decision) 

 

How Do I Present My Motion?  

 

HEREôS WHAT TO DO WHEN ITôS YOUR TURN TO SPEAK: 

V OBTAIN THE FLOOR  
V Wait until the last speaker is finished. 

 

V MAKE YOUR MOTION  
V Speak clearly and concisely. 

V State your motion affirmatively.  Say, ñI move that we...ò  

V Avoid personalities and stay on the subject. 

 

V WAIT FOR A SECOND 
V Another member will say, ñI second that motion.ò 

V Or the chair will call for a second. 

V If there is no second, your motion will not be considered. 

V CHAIR STATES YOUR MOT ION  
V The chair must say, ñIt is moved and seconded that we . . .ò  After this happens, 
debate or voting   can occur.  Your motion is now ñassembly propertyò and you 

canôt change it without consent of the members. 

 

V EXPAND ON YOUR MOTION  
V Mover is allowed to speak first. 

V Direct all comments to the chair. 

V Keep to the time limit for speaking. 

V You may speak again after all other speakers are finished. 

V You may speak a third time by a motion to suspend the rules with a 2/3 vote. 

 

V PUTTING THE QUESTION  

V The chair asks, ñAre you ready for the question?ò 

V If there is no more discussion or if a motion to stop debate is adopted, a vote is then 

taken. 

V The chair announces the results. 
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D ifferent Methods for Voting  

 
Depending on what you are voting on and what type of group is voting you will use the 

following voting methods.  For more information on what you would use in particular situation, 

refer to your constitution. 

 

V By Voice 
The chair asks those in favor to say ñayeò and those opposed to say ñno.ò  (For  

majority votes only.)  A member may move for an exact count. 

 

V By Show of Hands 
Members raise their hands as sight verification of or as an alternative to a voice vote.  

It does not require a count.  A member may move for an exact count. 

 

V By Roll Call 
If a record of each personôs vote is needed, each member answers ñyes,ò ñnoò or 

ñpresentò (indicating the choice not to vote) as his or her name is called. 

 

V By Ballot 
Members write their vote on a slip of paper.  This is done when secrecy is desired. 

 

V By General Consent 
When a motion isnôt likely to be opposed, the chair says, ñIf there is no objection...ò 

Members show agreement by their silence.  If someone says, ñI object,ò the matter 

must be put to a vote. 

 

V More About Voting  
A question (motion) is pending when it has been stated by the chair but not yet voted 

on.  The last motion stated by the chair is the first pending.  The main motion is 

always the last voted on. 

 

V A Motion To Table (Lay on the Table) 

This motion is used to lay something aside temporarily to take care of a more urgent 

matter.  There is always the option to ñtake from the tableò any motion for 

reconsideration by the assembly. 

 

V A Motion to Postpone Indefinitely 
This is parliamentary strategy - it allows members to dispose of a motion without 

making a decision for or against.  It is useful in case of a badly chosen main motion 

for which either a ñyesò or ñnoò vote would have undesirable consequences. 
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To Do This: You Say This: 
May you  

interrupt 

the 

Speaker? 

Do you 

need a 

second? 

Is it 

debatable? 

Can it be 

amended? 

What vote 

is needed? 

Can it be 

reconsidered? 

ADJOURN THE MEETING "I move that we adjourn" No Yes No No Majority No 

CALL AN INTERMISSION "I move that we recess foré" No  Yes No Yes Majority No 

COMPLAIN ABOUT HEAT, 
NOISE, ETC. "I rise to a question of privilege" Yes No No No No Vote No 

TEMPORARILY SUSPEND 
CONSIDERATION OF AN 
ISSUE "I move to table the motion" No Yes No No Majority No j 

END DEBATE AND 
AMENDMENTS "I move to the previous question" No Yes No No 

Two 
Thirds Yes k 

POSTPONE DISCUSSION 
FOR A CERTAIN TIME 

"I move to postpone the discussion 
untilé" No Yes Yes Yes Majority Yes 

GIVE CLOSER STUDY OF 
SOMETHING 

"I move to refer the matter to a 
committee" No Yes Yes m Yes Majority Yes l 

AMEND A MOTION "I move to amend the motion byé" No Yes Yes Yes Majority Yes 

INTRODUCE BUSINESS "I move thaté" No Yes Yes Yes Majority Yes 

The Motions Listed Above Are In Order of Precedenceé Below There Is No Orderé 

PROTEST BREACH OF 
RULES OR CONDUCT "I rise to a point of order" Yes No No No 

No Vote 
n No 

VOTE ON A RULING OF THE 
CHAIR "I appeal from the chair's decision" Yes Yes Yes No Majority Yes 

SUSPEND THE RULES 
TEMPORARILY "I move to suspend the rules so thaté" No Yes No No 

Two 
Thirds No  

AVOID CONSIDERING AN 
IMPROPER MATTER I object to consideration of this motion" Yes No No No 

Two 
Thirds 
o Yes p 

VERIFY A VOICE VOTE BY 
HAVING MEMBERS STAND "I call for a division" "or "Division!" Yes No No No No Vote No 

REQUEST INFORMATION "Point of Information" Yes No No No No Vote No 

TAKE UP A MATTER 
PREVIOUSLY TABLED "I move to take from the tableé" No Yes No No Majority No 

RECONSIDER A HASTY 
ACTION "I move to reconsider the vote oné" Yes Yes Yes q No Majority No 

        

Parliamentary Procedure at a Glance  



 
 

Programming and 

Publicity  
 

What is Programming?  
In simplistic terms, programming can be viewed as any experience which helps people 
to grow, develop, think/rethink, change, assess and identify one's own life. The 
following section will help you better understand how to put on different types of 
programs. 

Why Program?  
Naturally there is a rationale for why CAs, Community Council members and RHA 
members are expected to program. The benefits and positive outcomes go something 
like this:  
V Builds a sense of community.  
V Contributes to the growth and development of students.  
V Enriches CA, Community Council, and RHA role.   
V Promotes the residence hall/apartment as a true learning center. 
V Adds to resident satisfaction with living environment.   

 
We need to be intentional about programming in terms of creating a well -
rounded, positive, ñgrowingò set of experiences that contribute to the 

residence hall/apartment environment.  

Programming Approaches  
The following are examples of approaches to programming but do not limit your 
creative abilities to these.  Design your own framework if these don't fit your agenda. 

 
V Interest Group Programming :  Gathering students who have expressed 

interest in a common activity helps to encourage new friendships, and can lead to 
special activities of interest to a wider range of students. 

V Series Programming :  Putting together a mini -series of programs can help to 
regularly bring people together.   

V Theme Programming :  Holiday times are perfect for theme programming.   
V Interactive Programming :  This type of programming occurs when a 

floor/wing has experienced a community problem. The staff member should call 
together the residents to bring about an awareness of the problem and to create a 
number of solutions or proactive measures to dissolve the problem.   

V Inter -hall Programming : Two halls/apartments can plan together.    
V Hybrid Programming :  Sharing responsibility for programs with other floors, 

halls/apartments or organizations to provide funding, publicity and talent is the 
focus of hybrid programming.  Sharing the responsibility helps to strengthen the 
efforts and success. 

 

  



 

 

STEPS TO SUCCESSFUL PROGRAM 

PLANNING  

 

Determine the programming needs of the intended audience 

¶ A needs assessment can be as simple as informally asking your group at a meeting about the 

kinds of things they would like to learn more about.  You can conduct a formal needs assessment 

with your group via a survey as well.  Use a suggestion box or simply observe what is going on. 

 Brainstorming 

¶ Brainstorm all ideas that would accomplish your goals/objectives.  Be creative and truly consider 

all options. Donôt narrow down your options or dismiss outrageous ideas too early ï they may 

spark the idea for an outstanding event.  Make sure to utilize the residents of your community for 

gathering input. 

o What is the mission of your building? 

o What makes your hall/apartment unique ï what can we provide that other groups cannot? 

o What will be the interest to the members of the community? 

o What outcome do you hope to see as a result of the program? 

Choose an Idea 

¶ Narrow down your options and decide what your council wants to do. 

¶ Has the council come to a consensus decision regarding this program? 

¶ Are people enthusiastic about this idea? 

Develop the Program 

¶ Determine the following 

o Who is the target population? 

o When will the program take place?  Consider conflicts for you and residents.  Give 

yourself time to plan, advertise, and implement. 

o Where will the program be held? 

o Include why people would want to attend on the publicity. 

o How will the program be structured?  Ensure it flows smoothly. 

o Are there any risk management issues involved?   

¶ Investigate your resources 

o Who or what resources are available for the program?  Is monetary  support 

available? 

o Need a presenter or any resources?   

Delegate Responsibilities 

¶ Are committees needed for this program? 

¶ How can you get everyone involved as much as possible? 

¶ Is the bulk of the work falling on the executive board? 

¶ Involve as many members of your council as possible.  Those involved in planning programs take 

more ownership in the event and will be more likely to be enthusiastic. 

Establish a Budget 

¶ How much money should be allocated towards this event? 

¶ Are you being as cost-effective as possible? 

¶ Can you receive funding for this event? 

¶ Be careful not to spend too much on just one event.  Work closely with the Treasurer to 

determine how much money is necessary to put on the event.  For larger events that involve the 

entire campus, apply for funding from RHA. 
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STEPS TO SUCCESSFUL PROGRAM 

PLANNING  Contõ 

 

Reserve the Program Location 

¶ Where are you planning to hold this event? 

¶ Is transportation necessary?    

¶ Donôt wait until the last minute to book a location.  If more space than your buildingôs common 
areas is needed, look into opportunities at the AMU and other campus locations. 

Request a Liability Waiver (if necessary) 

¶ Are you using buses for transportation? 

¶ Does your program involve physical activity? (i.e. a soccer tournament) 

¶ For certain programs, this will be necessary.  Please consult with your Advisor. 

Setup a Marketing Strategy 

¶ How do you reach your target audience? 

¶ Can campus resources be utilized? 

¶ How early will you need to advertise the event? 

¶ Be creative with this as well.  SCSU has plenty of resources available for advertising.  Donôt wait 
until the last minute to get around to this as well. 

Purchase Decorations and Supplies 

¶ How much money is allotted for this? 

¶ Will food be involved? 

¶ Ask your Advisor about purchasing supplies for the event.  Organize a trip to local stores several 

days in advance. 

Implement the Program 

¶ Follow your time line. 

¶ Call potential program presenters no later than two weeks prior to the date you have selected. 

¶ Ensure publicity is up several days to a week in advance. 

¶ Make sure to have everything set up at least ten minutes prior to the program. 

¶ Remember to clean up after the program. 

Thank People Who Helped 

¶ Have you sent a thank you card to people who helped out? 

¶ Take the time and sent a nice thank you to people who made this program possible, especially 

those outside your council. 

Evaluation 

¶ What has made the program successful? 

o  The people attending got something out of it 

o  The planners learn from the experience 

o  The goals of the program are met 

¶ How can you evaluate the effectiveness of your program? 

o Written evaluation 

o Verbal evaluation 

o Observe the audience 

o Verbally process the program with other planners 

Keep Records 

¶ How many people attended? 

¶ What were the costs? 

¶ What campus resources were used? (This will be necessary for the Council of the Year bid.) 
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Program Planning Policies  

     

Transportation  

Think ahead about transportation issues. When using University vehicles, observe the restrictions on 

drivers as set out by Fleet Services.  If students wish to use fleet vehicles, make sure the trip is planned 

well and enough in advance to avoid cancellation costs. 

 

Risky Events 

Some events have a level of risk included in them, such as tugs of war, ski trips, or carnival-type 

events requiring physical exertion.  Everyone needs to understand risks inherent in such events and the 

additional planning necessary for risky endeavors; waiver forms may be required for particular events. 

 

Industry Standards 

When using various types of equipment, stay within the standards as recommended by the 

manufacturer.  Examples include power limits on extension cords and passenger limits in vehicles. 

 

Waivers 

Sometimes an organization will create a waiver form intended to exempt the organizers from any 

liability that may come from the risky aspects of a program.  However, waiver forms DO NOT hold 

the power to exempt the organization, the University, or the students from that liability. 

 

Waivers can fulfill an important function, though.  Waiver forms can provide documentation that a 

student understands the risks inherent in an activity prior to engaging in it.  While possession of a 

signed waiver may dissuade someone from pursuing legal action, it will not protect the organizers from 

any possible responsibility.   

 

Unsupported Events 

The department of Residential Life does not support the following types of activities as sanctioned 

programs:  

¶ Eating contests 

¶ Dating auctions 

¶ Trips to casinos  

¶ Trips to exotic dancing clubs 

¶ Programs involving overnight stays of non-University students in the halls   

 

For further clarification or information, please consult with your community council Advisor. 

 

Special Issues 

There are a couple of special issues that will be important to keep in mind regarding legal affairs. 

 

GAMBLING ï Gambling in the residence halls or university apartments violates state and 

institutional policy.  Therefore, programs that involve the use or exchange of money either 

directly or as a result of gaming of any kind are not allowed.  Use of any item, including 

gambling chips, when tied directly to a monetary value, is not allowed.  Gambling chips may 

be utilized as game pieces only, but any buy-in or cash out using money in any form is 

prohibited. 
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Program Planning Policies Contõ  

 

COPYRIGHT LAWS ï There are some specific regulations that govern our ability to show 

movies and television programs in certain places and at certain times.  If you would like to use 

a movie for a program you can request a movie through Residence Life Cinema and RHA 

contact the Technology Chair a month prior to do so.  

 

ALCOHOL ï At no time and in no way can any hall money be spent to purchase alcohol or to 

support the consumption, possession, or distribution of alcohol. 

 

PERSONS WITH DISABILITIES ï All events hosted by hall organizations should be planned 

so as to provide complete access to persons with disabilities in all cases as possible.  This 

includes not only the accessibility of programming spaces, but also awareness of special needs 

like interpreters, attendants, and transportation needs to any off-campus events.  When in 

doubt, discuss special circumstances with your Advisor or the Office of Disability Services. 

 

SCSU /Residential Life Logo 

If you are wishing to utilize the Universityôs logo or image on any advertising or posters for any event, 

please consult with a Professional Staff member or the Associate Director of Residential Life for 

Operations and Facilities.  This includes use of the image of Blizzard. 

 

Advertising in the Halls/Apartments 

When hanging posters or advertisements in any residence hall/apartment building, please consult with 

a professional staff member on appropriate and prohibited locations and preferred method of posting 

(tape, poster putty, etc.).  Each building may also have particular limitations on appropriate numbers of 

postings for that facility.  While different buildings have different preferred locations, some general 

guidelines include: 

¶ No posting on or over windows  

¶ No postings in elevators 

¶ No posting over any previously posted material 

¶ Nothing may be posted on residentsô doors without their expressed permission 

¶ Removal of postings should be completed immediately after the event advertised 

 

Programming Space 

When planning your program consider that space that you would like to have the program. If the space 

is in a residence hall/apartment (common area, lounge, study room) contact the RHD to reserve the 

space at least two weeks in advance to guarantee its availability.  

 

Although there is limited programming space in the residence halls/apartments there are also other 

spaces available across campus. Atwood has a number of large rooms you can reserve. To reserve visit 

http://www.stcloudstate.edu/atwood/reservations/roomrequest.asp or contact Lisa Johnson 8-4636. 

 

The Peach Room in Garvey Dining commons is also available for programming. Please note that 

dining centers are typically not available for programming during meal hours.  
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INCREASE PARTICIPATI ON  

 

How do you get your community motivated to participate?   

 

The following are some motivational factors to consider: 

 

V Personal Interest.  Find out the interests of the residents in your building and encourage 

them to get involved. 

 

V Attitude.  Display an enthusiastic attitude and support programs by encouraging 

participation.  Get the Community Council members involved and encourage them to be 

supportive with enthusiasm and involvement. 

 

V Clear Purpose.  Make sure you have a clear direction and let people know what to expect 

to get them motivated to attend. 

 

V Involvement.  Get the residents in your building/across campus involved by starting 

committees for them to help plan and implement the activities. 

 

V Details.  Don't let the frustrating red-tape get you down; instead, learn more for the future 

so you can understand the system and can work with it rather than against it. 

 

V Prizes.  Add a little fun. 

 

V Advertising.  Advertise up to the last minute. 

 

V Mystery.  Donôt tell residents whatôs going on - keep them in suspense- make them come 

to the program to find out. 
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Publicity  Guide  

 
Sometimes getting people to your events is half the battle. There are many creative ways to encourage 

people to come to your events better known as publicity ideas. Listed below are some helpful resources 

for creating unique and eye-catching publicity materials. 

 
Helpful Numbers to Know 

 

 # of CAs # of Floors # of Rooms # of Residents 

Benton/Stateview 10 16 133/24 266/96 

Hill -Case 13 8 164 328 

Holes 16 9 194 389 

Lawrence 5 4 50 100 

Mitchell 15 16 231 462 

Sherburne 16 13 267 534 

Shoemaker 12 13 232 463 

Stearns 16 9 195 390 

Total 103 88 1490 3028 

 
Basic Steps to Publicity 

V Brainstorm ideas within your group.  (Remember, at this stage no idea is a poor one.) 

V Assess whom your audience is and how to publicize to reach them.   

V Design a timeline and stick to it.  Start early! 

V Setup a budget.  Make sure you allocate enough funds to include your publicity.  At times it can 

be done at almost no cost, but if you want to reach a wide population you may need funds to 

provide quality and effective publicity. 

V Get your design together using resources or natural talents.   

 

When to Publicize 

V Plan 2 - 4 weeks before the event.  This is when you should be deciding on the best TIME, 

DATE, and PLACE to have your program. 

V Design 2 weeks before the event.  Choose the publicity method based on materials available and 

audience you want to attract. 

V Post 7-10 days before the program.  Select specific areas within your building and campus to 

promote your program.  Add additional flyers or do something eye-catching to existing posters 

the day of the event. 

V Remove immediately after the event.  This will allow space for others to publicize their events. 

 

Information to Include on Publicity  

V 5 W's  

V What the activity is  

V Where the activity is  

V When the activity is  

V Why are you doing the activity   

V Whom the activity is for 

V Cost/entrance fee 

V Special requirements, i.e., donations of canned goods, gift requirements, costume for dance, etc. 

38  



 

 

Methods  of Publicity  

 

Banners 

A neat, crisp and bright presentation will help capture attention.  Large, totally unorganized 

banners will also capture attention if applied to the right event.  The unusual look about them 

arouses people's attention. 

 

Display Cases 

Display cases should be neatly organized and show good contrast.  The titles should be bold to 

catch people's attention.  Bright colors will help make information stand out more. 

 

Flyers 

Flyers should try to use bold lettering and be short and to the point.  You want your audience to 

be able to glance at the flyer and get the message of what it is you're trying to say.  Bright colors 

will capture the attention of people walking by the flyer. 

 

Publicity Location 

Use unusual places to display your publicity.  People are not expecting publicity to be located in 

such places and therefore, it will catch their attention. 

 

Newspapers 

Newspapers are good for campus wide events but can be very costly. 

 

Table Tents 

These are one of the most effective and low cost types of publicity available. Try to use different 

folds, colors and print styles.  

 

Resource Room  

Every residence hall on campus has access to one of these.  Ask your advisors about using this 

facility. 

 

Mailbox Stuffers  
These are a great way to get the word out. Putting mail stuffers in residentôs mailboxes is a 

personal touch that gets residents excited about programs and upcoming events.  

 

Souvenir Items 

Sell glasses, t-shirts, etc., to promote your event, a good publicity gimmick to use. 

 

Staffing Tables  

Staff a table in the lobby outside the dining hall or in the lobby and simply tell people as they 

walk by.  Using a signup sheet is a great way to keep track of those who are interested.  To do 

this, space first needs to be reserved with the Office of Residence Life. 

 

 

39  



 

 

Methods of Publicity  Contõ  

 

Community Advisors (CAs) 
CAs can put signs on their floors and tell residents about events at floor meetings. Be sure to 

include them in your publicity plans. 

 

Residence Hall Directors (RHDs) 
Hall Directors can tell you where you can hang signs and other publicity. It is also important to 

contact RHDs for other halls if you wish to publicize in other halls. 

 

Residence Hall Association (RHA) 
You can publicize your event by coming to an RHA meeting, or telling your councilôs RHA 

Representatives about the event. The other representatives can take information back to their 

respective councils. 

 

Campus TV/Channel 75 

If you know well in advance when your program is talk to the RHA Technology Chair about 

putting a slide on Channel 75. You can also try to see if you can get a running slide on the 

campus television station or the plasmas in Atwood. 

 

Facebook 

Create an event on facebook and invite your peers as well as encourage them to invite others to 

attend. 

 

Word of Mouth  

The most powerful advertising tool of them all has to be word of mouth.  Talk up events among 

your peers and watch as talk of the program spreads throughout the entire building.  Remember 

to be always enthusiastic: itôs contagious. 
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SUGGESTIONS FOR DEVE LOPING  

INCLUSIVE  PROGRAMS  

 
Community leaders must be sensitive to the different groups represented on the floor and in the 
building.  Community programs should be developed to meet the needs of both the overall 
community as diverse as they may be.  As a hall leader, you should carefully examine the 
programming style and approach to determine whether it is in any way exclusionary. 
 
The following suggestions are ways that programmers can encourage the development of floor 
and building communities that enhance diversity. 
 
V Be sensitive to the social patterns on your floor and community as they develop.  Try to 

encourage interaction between groups.  At a minimum, foster an attitude of mutual respect 

between groups. 

 

V Realize that you make an impact as a role model.  Refrain from stereotypic comments; 

especially watch your humor.  Avoid ethnic jokes or any type of humor that demeans groups 

or individuals.  Confront other residents on these issues as well. 

 

V Take classes and read to further educate yourself on ethnic and racial groups about which 

you have limited knowledge.  Encourage others to do the same.  As a hall/apartment, 

floor/wing, executive board activity attend campus events that are cultural and/or educational 

in nature. 

 

V Get to know resources that support racial and ethnic populations on campus, as well as other 

populations of students.  Early in the fall, provide information on the services these resources 

can provide.  Give follow-up information throughout the year. 

 

V Use a variety of channels to educate - formal presentations, informal discussions, printed 

work, audio-visual presentations, and experiential exercised and activities.  Different formats 

will appeal to individuals with different learning styles. 

 

V Make sure the residents are exposed to a diverse group of program presenters (for example, a 

mixture of racial and ethnic backgrounds, both males and females, different sexual 

orientations, and different presentation styles) throughout the year. 

 

V Printed materials can be a way to educate those who typically do not attend programs.  Use 

bulletin boards to present information on themes related to diversity.  Posting short articles in 

the bathroom and doing a mailbox series can be a low-energy educational strategy. 

 

V Use events in the news (national, local, campus) as springboards for informal discussions and 

formal programs. 

 

V Be sure to avoid stereotypes when developing advertising for programs. 
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PL ANNING EVENTS THAT ARE INCLUSIVE  

 

As you get ready to plan activities for this year, thoughts such as, ñHow do I make people feel 

comfortable coming to the activities I initiate? Or ñHow do I make sure I am inclusive of all 

populations and cultures?ò should come to mind.  Referring to this checklist as you are planning 

events will help you take into account our commitment to diversity and will challenge you to use 

more thought and creativity in your community building effortséthis will help make your 

programs comfortable for everyone! 

 

 This event does not coincide with specific religious or cultural observances that may 

exclude some members of the community. 

 

 This event does not reflect stereotypes or harmful assumptions about any ethnic group, 

political group, lifestyle, sexual orientation, or gender. 

 

 The publicity does not use or depict persons by stereotypes, nor is it exclusive to one 

group. 

 

 The cultural traditions for this event have been well-researched and accurately reflect the 

highlighted cultures.  The agenda of the activity does not convey the message that 

particular groups are included because they ñhave to be.ò  Examples include calling an 

Easter or Christmas Party a Holiday Party, while not celebrating all of the holidays that 

occur at that time. 

 

 The event and its publicity invites all community members to attend, not just those who 

are affiliated with the topic being presented. 

 

 The event does not promote heterosexism (i.e. semi-formals, dating games, escort 

dinners, etc.) 

 

 The event is accessible to community members of all ability levels. 

 

 Planners of the event are prepared to confront insensitive comments or gestures from 

participants.  

 

 Make a personal commitment to hold students accountable for their words or actions that 

denigrate or dehumanize other students, including jokes or stories that are racist, sexist, 

etc.  
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Check - List for Diversity 

Programming  

Diversity is a sensitive issue. It is important that you go through this check-list and have answers 

to all of the questions below before proceeding with the program. 

Before proceeding with a diversity program, ask yourselfé 

_____ I know why Iôm doing this. 

_____ What is my goal? What does open-minded mean? 

_____  Are there politics to these issues? 

_____ Do I have support from my Advisor/Supervisor? The Department of Residential 

Life? Does it matter to me if I do have their support? 

_____ Who can I go to if I need help with this program? 

_____ Where do I stand on this diversity issue? 

_____ Am I secure in my own beliefs? What are my concerns? 

_____  Am I prepared to deal with reactions to this program? 

_____ What happens if I canôt handle an incident or reactions during the program? What 

will I do? 
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SUGGESTIONS FOR SENS ETIVE 

PROGRAMMING  

Religious Sensitivity 
V Know which religions are represented in your community. 

 

V Survey the residents to discover which holidays they would like celebrated through programming. 

 

V Familiarize yourself with days that some consider a serious time of reflection (i.e. Good Friday, 

Yom Kippur).  Avoid planning programs on these days. 

 

V Be careful about programming too often on days that are considered to be Sabbath (Saturday or 

Sunday) or holy days. 

 

V Sponsor religious programs that compare/contrast beliefs and culture of various religions.  Avoid 

sponsoring religious programs that seek to evangelize or present only one point of view. 

 

V Learn about holidays on with which you and other residents may be unfamiliar; use these times to 

educate the community on their history and meaning. 

 

V Consider planning gift-giving activities around the theme of finals rather than a holiday theme 

(i.e. ñFinals Friendsò rather than ñSecret Santaò) so that the theme is perceived as inclusive. 

 

Racial Sensitivity 
V Realize that, while African Americans make up the largest minority population in the US, other 

racial/cultural groups should also be considered when planning programs. 

 

V Consider patterns of interaction within and between racial and ethnic groups on in your 

community and strive to encourage support and acceptance. 

 

V Think about language and be sensitive to what language members of racial groups use when they 

talk about themselves (i.e. African American or Black; Latino or Hispanic).  Use the language 

used by the members of that group when appropriate. 

 

V Do not limit programs on the positive contributions of various underrepresented groups to certain 

times of the year (i.e. Black History Month).  This information is relevant all year, and can be the 

focus more often. 

 

V Encourage the development of discussion groups to provide opportunities for residents of similar 

cultures to share common interests.  However, members of these groups should not be pressured 

to attend. 

 

V Think about the patterns of socialization on your floor.  Do the standards of one cultural group 

dominate over those of another?  (i.e. do programs usually involve music by only white groups?) 

 

V Consider whether your programs are attended by a homogenous or heterogeneous group of 

people.  If your community is ethnically diverse, consider what signals you are giving to other 

groups in the community.  Ask for input on the type of programming that may be of interest to 

different groups. 
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SUGGESTIONS FOR SENS ETIVE 

PROGRAMMING CONTõ  

Sensitivity Towards Gender Differences 
V Use care to avoid sexist language or graphics in advertising your programs. 

 

V Encourage groups of women and groups of men to meet, both informally and formally to discuss gender 

issues and concerns. 

 

V When delegating responsibilities for a program, notice patterns of interaction.  Do women always 

volunteer to do the cooking and advertising?  Do men inevitably dominate the discussion?  If so, it is 

educational to call these patterns to the attention of your community. 

 

V Consider whether the programs offered in your community are influenced more by the needs and interests 

of one sex because they are more influential or vocal.  If so, specifically check out the needs of the group 

that is less vocal.  Explore how gender differences are affecting communication on the floor, in floor 

meetings, and during your floor programs. 

 

Avoiding the Heterosexual Assumption 

V The heterosexual assumption prevails in our society and affects our social (and programming) patterns.  

However, research shows that 10% or more of the population is gay, lesbian, bisexual, or transgendered.  

Even if you and other residents are not aware of gay, lesbian, bisexual or transgendered members of the 

community, you can reasonably assume that they are present. 

 

V Confront homophobic language and jokes. 

 

V If you sponsor programs that involve residents taking dates, realize that you maybe excluding a certain 

percentage of your residents (for example, those who do not date, gays, and lesbians).  Inviting residents 

to take a date or friend is more inclusive.  Make it an option. 

 

V Create opportunities for the issues and concerns of gays, lesbian, bisexual and transgendered students to 

be openly discussed and processed together by all members of the community. 

 

Other Miscellaneous Suggestions 

V Make sure that your programs are held in an accessible place if you know that a wheel-chair bound 

student may wish to attend. 

 

V Advertise your event both visually and audibly (ex. on the campus radio station if it is open to the campus 

or those in the community).  This will also get the message out to people who are blind, deaf, and or 

mute. 

 

V Realize that eating disorders (i.e. anorexia, bulimia, compulsive eating, etc.) are prevalent among females 

in predominantly white colleges and universities.  Consequently, make sure that food is not always a 

central focus of your programs.  In fact, if all of your programs have food as a focus, it may be necessary 

to re-evaluate the educational impact of your programming. 

 

Originally developed by Ginger Henderson 

Revised and adapted by Barbara Rexwinkel, University of Delaware 
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Pro gramming Trouble shooting:   

Are You Ready for Whatever Happens?  

 

POSSIBLE PROBLEM  ALTERNATIVE SOLUTIONS  
Poor Attendance § Check with residents to see if you are programming the types of activities that they 

are interested in. 

§ Check your publicity.  Are the residents informed of what is going on?  Be sure you 

have publicized in high traffic areas of the building.  Publicize several days in 

advance, then remind them on the day of the program. 

§ Check your timing.  Are you programming when you know the residents are not 

available?  Plan programs when you know that the residents are around.  This may 

mean doing late night activities and checking the hall calendar. 

Plan for 12 people, and 

50 show up at your 

program 

§ Pat yourself on the back ï thatôs a good problem to have! 

§ Move to a larger space. 

§ Schedule an additional session, with the presenterôs permission, especially if the 
attendance was supposed to be limited for this particular program. 

Plan for 12 people and 2 

show up at your program 
§ Donôt panic! 

§ The program can still be a success with 2 people.  You may have to reformat it a bit, 

but as long as these 2 people get something out of it, itôs a success! 

§ Start door knocking before the program if you see you donôt have many people 
present. 

§ Make sure staff and hall council members in your hall know about your program and 

encourage them to attend and bring some of their residents and friends.  Staff support 

at programs is important. 

§ Owe anyone a favor?  Cash in on it now! 

Equipment Problems § Did you check the equipment before?  Arrive at the program in advance to check 

equipment and facilities. 

§ Try to anticipate problems.  Have backup equipment or plans just in case. 

§ Lead a discussion of the topic if the equipment fails to work. 

§ As a last resort, reschedule the program. 

Mother Nature Strikes! § ALWAYS have a rain-site for outdoor events!!  Reserve both an indoor and outdoor 

location and advertise both! 

Refreshments are Low § If you bought the supplies, see if someone will go buy more for you. 

§ You can always serve water! 

§ If you over-ordered, try not to open up packages.  They may be saved for another 

program or as rewards for those people who helped with the program. 

Presenter Issues § If a presenter is late, and you have been notified, let your audience know whatôs 
going on. 

§ Do an icebreaker and have audience members introduce themselves. 

§ If you havenôt heard from the presenter, did you verify the location, date and time?  
Remind the presenter 1-2 days before the program.  Make sure they know where they 

are going and ask if they need directions.  Also, give them parking directions if 

necessary. 

Clean Up ï What a mess! § Did you have people sign-up for clean up detail? 

§ Make it enjoyable ï offer prizes or incentive for helpémake a game out of it. 

§ Do something fun after the program for those who helped plan and implement the 

program. 

§ If all else fails, ask your hall staff/council to help out! 
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Õ Natôl AIDS Awareness Month 

Õ Computer Learning Month 
Õ National Cookie Month 

Õ Natôl Popcorn Poppinô Month 
Õ Month of the Dinosaur  

Dates To Remember 

Õ Disability Awareness Month  

Õ Breast Cancer Awareness Month 
Õ Family History Month 

Õ Substance Abuse Prevention Month 
Õ Natôl Sarcasm Awareness Month 

Programming Ideas 
* Academic Advising Sessions  * Alcohol Awareness 
* All Hall Activity Day   * Alternative Homecoming Activity 

* Are You Registered to Vote?  * Budgeting 
* Loneliness Seminar    * Meditation 
* Mid-term Preparation Seminars 

* National Coming Out Day Info 
* Religious Panel 

* Theater 
* Yoga 

Õ 

Programming Ideas 
* Games Tournament    * House/Hall Course List 
* Ice Breakers     * Movie Night 

* New Student Welcome Program  * Social Gatherings 
* Sports Competitions    * Study Skills Workshop 
*ñTaking Your First College Examò  * Time Management Seminar 

* Assertiveness Training Program  * Campus Safety 
* University Survival 101   * Values Clarification Exercise 

* Campus Tours    * Using Public Transportation 
* The Roommate Game 
* How to Separate from Friends & Familyðand Survive 

Dates To Remember 

Õ Hispanic Heritage Month  

Õ School Success Month 
Õ Self Improvement Month 

Õ Baby Safety Month 

Õ Literacy Month 

Õ Shameless Promotion Month 
Õ Piano Month 

Õ College Savings Month 

 

Õ 



 

 

 Dates To Remember 

Õ American Indian Heritage 

Month 
Õ Diabetes Awareness Month 

Õ National Aviation Month 

Õ Peanut Butter Loversô Month 

Õ National Adoption Month 
Õ National Healthy Skin Month 

Õ Vegan Awareness Month 

Programming Ideas 
* Alcohol/Drug Awareness Information * Campus Arts/Theatre Events 
* Community Building Information  * Finding On-Campus Jobs 

* Getting Ready For Finals   * Personal Financial Budgeting 
* Time Management Workshop  * Tutoring Programs 
* Voting 

* Tie-dye sweatshirts 
* Reconnecting with family during the holiday 

* Thanksgiving Dinner for those donôt leave 
* Fall Colors Hike 
* Make-your-own stress ball 

Õ 

Õ Calendar Awareness Month 

Õ BINGOôs Birthday Month 

Dates To Remember 

Õ Universal Human Rights Month  

Õ Stress-Free Family Holidays Month 

 

Programming Ideas 
* Final Exam Preparations   * Dealing with Family Issues 
* Food Drive     * Grief and Loss 

* Holiday Concert    * Program for the Homeless 
* Stress Management    * Study breaks 
* Tutoring Programs 

* Visit to a Crisis Nursery 
* Volunteering at a Shelter 

* AIDS/HIV Awareness 
* Year- in-review bulletin board 

Õ 



 

 

 
Dates To Remember 

Õ Autism Awareness Month 

Õ National Oatmeal Month 
Õ National Book Month 

Õ International Life Balance 

Õ National Eye Care Month 

Õ Be On-Purpose Month 
Õ Self-Defense Awareness Month 

Õ Celebration of Life Month 

Programming Ideas 
* Academic Preparation Handouts  * House/Hall Course List 
* Hunger Dinner    * Intramural Programs 

* Nutrition/Exercise Information  * Outdoor Winter Activities 
* ñHow to Separate from Families & Friendsðand Surviveò 
* Reacquainting Social Activities 

* Relaxation Techniques 
* ñWelcome Partyò for New Floor Members 

* Writing Letters to New People 
* Fighting the Winter Blahs 
 

Õ 

Dates To Remember 

Õ American Heart Month 

Õ Human Relations Month 
Õ Great American Pies Month 

Õ Library Loversô Month 

Õ Black History Month  

Õ Boost Your Self-Esteem Month 
Õ American History Month 

Õ Expect Success Month 

 

Programming Ideas 

* Academic Preparation Handouts  * Apartment Hunting Programs 
* African American History Programs * Cabin Fever Breakers 

* ñChoosing a Majorò Seminar  * Nutrition Information Center 
* GLBT Programming   * Interviewing Tips 
* Job Search Strategies 

* Religious Diversity Bulletin 
* Resume Writing 

* Safer Sex Programs 
* Singles Awareness 

Õ 



 

 

 
Dates To Remember 

Õ Womenôs History Month 

Õ Irish-American Heritage Month 
Õ American Red Cross Month 

Õ Ethics Awareness Month 

Õ Optimism Month 

Õ Nutrition Month 
Õ Frozen Food Month 

Õ Collision Awareness Month 

Programming Ideas 

* Alcohol/Drug Awareness Material  * Apartment Hunting Program 
* Cabin Fever Break Activities  * Job Search Programs 

* Study Skills Material   * Drinking & Driving Info 
* Exposure to Sun    * Meditation/Yoga 
* Museum Tour 

* Post Job Bulletins 
* Preparing for Spring Break 

* Sexually Transmitted Diseases 
* Stress Management 
* Suicide Prevention 

Õ 

Dates To Remember 

Õ Stress Awareness Month 

Õ Poetry Month 
Õ Straw Hat Month 

Õ Humor Month 

Õ Alcohol Awareness Month  

Õ Child Abuse Prevention Month 
Õ Pet First Aid Awareness Month 

Õ Keep America Beautiful Month 

 

Programming Ideas 

* Cooking For Yourself   * Job bulletins posting 
* Dating Skills Information   * ñMomôs Favorite Recipeò Night 

* Money Management   * Nutrition 
* Rape/Sexual Assault Program 
* Time Management Workshop 

* Understanding Leases & Contracts 
* Renterôs Rights/Landlord Responsibilities 

* Readjusting to Life with Parents 
* Res Hall Beautification Project 
* Tax Information Session 

* ñOut of the Halls and Into an Apartmentò 

Õ 



 

 

Academics  
 

It can be difficult to find balance between academics, your personal life, 
and your position.  This section is designed to provide you with some 

helpful tools to help you maintain  a better balance and be successful in both 
your role as a student as well as a student leader.  

 
Here are six key principles to help you succeed academically and be a good ñacademic 
role modelò to your community! 

È Act as though you are certain to learn.  

When faced with a new learning experience, tell yourself that you will learn it.  This 
attitude can help you overcome any mental blocks to learning that you might have.  If 
you tell yourself you can learn something, you will. 

È Set realistic goals    

Set small, achievable goals along the way.  If you want to learn to speak  Russian, 
your first goal should not be to read War and Peace (in Russian).  Instead , set a goal to 
learn the Cyrillic alphabet.  When your goals are too high, you run the risk of giving up 
before you make progress.  

È Measure your accomplishments.  

Develop practical ways to measure your success.  Then test yourself.  Testing yourself is 
an important part of the learning process.  It reinforces your knowledge and spurs you 
onto new levels. 

È Actively incorporate new ideas into a context.  

When faced with a new situation, look at it from all angles.  Try to understand how it fits 
into the big picture and what you already know.  

È Seek help and support.  

When you reach an impasse, find help.  This will prevent you from giving up too soon. 

È Over -learn.  
When you learn a new concept, keep practicing it.  Instead of just reading it once, try to 
recall it every day.  You learn more through practice and recall than you do from a once-
over of a book. 

 

  



 

 

Time Management Tips  

 

The key to many studentsô success is their ability to manage their time. This is also a skill that 

employers look for. If you can manage your time well it will decrease your stress and help you to be 

successful in many aspects of your life.  

 

1. Make a term schedule. Look through your course syllabi and write all of the assignment due 

dates, test dates, etc. into your schedule. Also, include events and activities that you are involved in.  

 

2. Make a weekly schedule. Write in the times you have classes, activities, work, etc. Then schedule 

times to study for each class. Two hours of studying for every hour in class is the recommended time.  

 

Tips 
V Be realistic. Include time for having fun and hanging out with friends.  

 

V STICK TO IT! It might be difficult at first to stick to your studying schedule, but after about 

3 weeks, it will become a habit.  

 

V The Benefits: If you schedule time to study rather than procrastinating, you will feel less 

stressed, and you will have more control over your life.  

 

V Be sure to include time to eat, sleep, and exercise.  

 

V Spread out your studying. For example plan to study for 50 minutes and then take a 10 

minute break. For most people 20-50 minutes is the ideal learning period that allows them to 

maintain attention.  

 

V In your 50 minute block stick to one subject at a time. Start by reviewing old material, then 

studying new material and reviewing again at the end. This will help you to retain the 

information youôve learned  

 

V Try to plan your studying for times when you have the most energy  

 

V If you have a math class, schedule a short study block for math every day. Try to schedule it 

right after your math class when possible.  

 

V In your study blocks, complete the most difficult or least interesting work first.  

 

V Find a place to study where you will be able to most effectively use your time. (quiet, well-

light, few interruptions, etc.)  

 

V If you have a large assignment to work on throughout the term break them up into smaller 

segments.  

 
 

 

 

5 1  



 

 

Five  Day Study Plan  

 

1. Split the material you need to study up into manageable chunks. You might want to use more 

than five days if there is a lot of material to look over. 

 

2. Each day ñPrepareò one section of the material. This can include reading chapters, re-reading 

the notes you have made on the chapters or lectures, creating note cards, creating a visual 

diagram of the main points, writing a summary of the main points, Making a list of possible test 

questions, Creating an outline of the main points, etc. The main point of preparing is becoming 

familiar with the material you will be tested on.  

 

3. Each day after the first ñreviewò all of the previous sections that you have already prepared. 

This can include studying your note cards, taking practice tests, answering end of chapter 

questions, reviewing Cornell style notes, answering the study questions that you made, trying to 

re-create the diagram of main ideas without looking at your original, ñtalking throughò the main 

ideas of each section, etc. When you review, you are checking your understanding of the 

material.  
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Prepare What? Prepare How? Review What? Review How 

Day One     

Day Two     

Day Three     

Day Four     

Day Five     



 

 

Handling  Stress  

 

As a student leader with many responsibilities to juggle, you know how stress can work for you 

in the form of light pressure or drive that stimulates you to perform at your top level. But stress 

can also work against you. Too much of it can raise your blood pressure, cause loss of sleep, 

make you anxious or irritable, or even depressed. Here are some strategies for yourself and your 

group members.  

 
 

1. Deal with the cause  
If tension comes from a relationship with a person, talk out your differences. The longer you try 

to contain yourself, the more stress you'll build up. If tension comes from an unfinished task, 

restructure your priorities so you can get the responsibility out of the way.  

 

2. Learn to pace yourself  
No matter how hard you try, you can be in high gear all the time. So instead of fighting for the 

impossible, allow for rest points. One good way to do this is to set goals and then take time to 

reward yourself once you've reached them. This means getting away from the routing for a 

while, by doing something else of taking a break.  

 

3. Realize your limits, then plan around them  
Don't take on more than you can handle. If you have a number of must-do tasks, then tackle them 

one at a time in order of priority and urgency. Remember, it's better to turn tasks away than to 

leave work unfinished. Unfinished business can be a major source of stress.  

 

4. Get enough sleep and rest  
Lack of sleep can lessen your ability to deal with stress by making you more irritable. Avoid 

sleeping pills and take more rest periods if you don't sleep well. Most adults need 7-8 hours of 

sleep in a 24 hour period.  

 

5. Exercise regularly  
Make it a point to "work off stress." Physical activity allows you a "fight" outlet for mental 

stress. Relaxed muscles make relaxed nerves.  

 

6. Listen to your body  
When you are under stress you will get your own warning signals which mean you are becoming 

overloaded. Learn to recognize these messages and listen to them. 

 

7. Talk out your problems  
This helps to share worries with someone you trust and respect. If you find yourself becoming 

preoccupied with emotional problems, it might be wise to seek a professional listener. This is not 

admitting defeat-it is admitting that you are an intelligent person who knows when to ask for 

help. 
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Handling Stress contõ  

 

8. Balance work and play  
Hobbies, recreational activities, etc. are not only relaxing, they also may be the cure for 

emotional situations. Sometimes you just have to get away for awhile.  

 

9. Avoid self-medication  
Don't rely on alcohol or other drugs as a solution for stress. Even prescription and over-the-

counter drugs can be detrimental to your well-being.  

 

10. Learn to accept what you cannot change  
If a problem is beyond your control, accept it until a change is possible.  

 

11. Don't be afraid to compromise  
Give in once in a while. In most situations, you can either fight, run away, or compromise. 

Seldom does the ideal situation present itself, so take the next best thing and stick with it.  

 

12. Analyze the problems and explore alternatives  
Take the time to analyze your problem(s). Consider all of the possible alternatives. Get different 

viewpoints and feedback. Consider the consequences of your actions (or inaction).  

 

13. Learn from your experiences  
Analyze your thoughts, actions, and relationships. Consider your values, goals, and purposes. Be 

better prepared to meet problems in the future.  

 

14. Possible ways to reduce stress  
a. Improving communication with family, friends, and physicians.  

b. Learn to say no without feeling guilty.  

c. Become more aware of your body as tension begins to build-remind yourself to calm down 

and take one step at a time.  

d. Accepting the uselessness of worry and guilt, and develop the ability to let it go.  

e. Learn to recognize anger and deal with it in appropriate ways when it occurs-work to eliminate 

anger from your life.  

f. Do things that are nurturing to you-stop to smell the flowers, pet the dog, watch a sunset, call 

your mom, etc.-plan time to rejuvenate each day.  

g. Exercise daily (within limitations) and eat healthily.  

h. Keep life light and fresh: Change your routine, vary your menu, rearrange your room, etc.  

i. Develop a sense of humor and a smile. Laugh out loud every day and smile a lot in-between.  

j. Accept the fact that it is an imperfect world-medications have side effects, doctors can be 

grouchy, families/roommates are not always understanding. Learn to live with imperfections. 

k. Acknowledge that only you can change yourself if no one else can. 
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Constitution  
 

  



 

 

NRHH and Your 

Council  
 

The National Residence Hall Honorary (NRHH) is a student organization 
made up of the top 1% of the leaders in university owned housing who are 
dedicated to recognition, leadership, scholastics, and service. NRHH is an 
organization with chapters at over 210 col leges and universities across the 

United States. Its mission is twofold: to recognize those individuals and 
groups who serve the residence halls, and to develop leadership skills of 

our residents.  
 

Here at SCSU our chapter is primarily recognition based an d provides 
recognition to residence life programs and programmers. NRHH oversees 

the Of The Month (OTM) recognition program, through which staff, leaders, 
and programs are recognized locally, regionally, and nationally.  The 

E.A.G.L.E. (Experience A Great Living Environment) scholarship presented 
by RHA and NRHH at our annual banquet, acknowledges the hard work 
and contributions of our top student leaders. Our chapterôs main form of 
funding is our Birthday Bash program through which we help celebrate 

reside ntial studentôs birthdays. 
 

The Husky Chapter works closely with organizations and offices on campus, 
such as the Residence Hall Association and the Department of Residential 

Life, in order to satisfy these needs.  
 

For more information please visit the Hus ky Chapter of NRHH at 
http://studentorg.stcloudstate.edu/nrhh/  

 

  



 

 

Why Should  We Recognize?  

 
Have you ever been recognized for something you have done well? Why do you think you 

remember being recognized? Notes are a particularly useful form of recognition because they do 

not require a lot of time or money. Notes are not, however, the only form of recognition. 

Depending upon who you are recognizing, you also might consider using posters, a letter in a 

employment file, pieces of candy, items from dollar store, baked goods, signs on a residentôs 

door, a floor/building bulletin board.  

 

How-To Recognize 

 As you reflect upon the necessity of recognition, it is also important to consider how to provide 

effective recognition. Jeffries and Wall (Oct. 1994, pp. 12-15) offer helpful characteristics of 

effective reward and recognition. Glance over the following six tips and then put yourself to the 

test. 

 

1) Be specific 

Donôt be vague about giving feedback, such as ñThanks for your help.ò Rather say     

Something such as ñThanks for assuming that extra responsibility.ò  

 

2) Be individual 

Team and individual recognition go hand in hand. When rewarding a team for a job well done, it 

is important to recognize individual efforts that allowed the team to succeed. 

 

3) Be personal 

Each of us appreciates praise in a different way. Some are mortified by public displays, whereas, 

some of us thrive on it. Do your homework. 

 

4) Be timely 

Donôt wait until the end of the year to sing your peopleôs praises. Give praise along the way, with 

frequency. 

 

5) Be proportional  

Make the size of the acknowledgement commensurate with the project or deed being recognized. 

 

6) Be sincere 

When we are specific, timely, and proportional in our praises of our individual, thereôs a much 

greater chance it will be perceived as honest and well-meant recognition. 
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Recognition Ideas  

 

Notes  
There are so many times that a simple note can have a great impact. Many people enjoy 

receiving praise in person, but there's something about having a note to refer back to that 

makes it very special. You can put a note on almost anything - it's just the time you take to 

write it and send it that makes it special. 
 

Success Jars  

Have everyone in at a meeting share a recent success on a card. Throughout the meeting, take 

time to draw out and read the cards. 
 

Door Decorations  

Give each member a laminated door decoration that includes his or her name, position and 

organization logo. 
 

Buttons  

Buttons can advertise a number of things. They can indicate membership, or they can indicate 

special recognition within your group. Use buttons as an inexpensive way to recognize the 

efforts of others!   
 

T-shirts  

T-shirts are an excellent way to promote unity and community. They can also be used as 

awards and motivators. Create a unique design, or capture a phrase that is representative of the 

group that you are working with, and award the shirts to deserving members. Shirts are 

inexpensive motivators (usually only $10.00 to $14.00 for small quantity orders). Having the 

group use fabric paints and create their own designs can save more money.   
 

Meeting Themes  

Boost the morale of your organization or staff by sponsoring meeting themes (i.e.: Beachwear, 

movie stars, etc.) 
 

Council Member of the ___________  

Appoint a committee in your Council to select a member of the (day, week, month, etc). 

Member of the ___________ can receive a letter of congratulation from the Council President 

or Advisors.  Publicize this somewhere in the hall! 
 

Traveling Trophy  

Each week, allow one council member to take home a certain item.  Stuffed animals are an 

excellent choice.  If desired, allow each person to add something new to the trophy each week. 
 

C.A.R.P. Award 

This award also utilizes goldfish in recognition of the fact that they are nothing but fancy 

carp! C.A.R.P. is an acronym for Caring And Responsible Person, and a C.A.R.P. award 

should be made anytime one or your members has done something that is sensitive and 

supportive of others. 
 

OTMs 

    See pages 58-60. 
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MAKE THEIR DAY  

(Recognition and all around fun ideas) 
 

¶ 5th member to arrive to event or 

meeting gets something special 

¶ Verbally thank members for their 

contributions 

¶ Host honorary events for 

appreciation (for members or 

those supporting your events) 

¶ Do something for 1 member 

every day/week 

¶ Do socials just for the exec. or 

certain committees 

¶ Compliment members for their 

dedication and commitment  

¶ Do something special for your 

members ï unexpectedly 

¶ Assist new members or those in 

new roles who seem lost or 

confused in your organization 

¶ Create a fun attitude with 

members (why shouldnôt a 

meeting be fun?) 

¶ Involve everyone (creates 

investment and shows 

appreciation for others ideas 

(chain effect) 

¶ Have a member of the week - 

someone you pick for a silly 

reason or an accomplishment and 

start a bulletin board 

¶ If a member is bummed out, give 

them a hug or a note 

¶ Be extra kind if you see someone 

is having a bad day 

¶ Make everyone feel like they are 

noticed 

¶ Go beyond position description 

(to help members) & show them 

that you care 

¶ Give stickers out for academic 

and/or personal achievement 

¶ Laugh more with members 

¶ Sending anonymous notes of 

appreciation 

¶ Leave a happy note for someone 

working hard on an upcoming 

event 

¶ Pick a day and tell everyone you 

see during the day, what you 

appreciate about them or a 

positive thing about them 

¶ Give members compliments 

¶ Get ideas from members of items 

they enjoy and would like to 

receive - comes in handy when 

recognizing 

¶ Tell your advisor you appreciate 

what he/she does for you. 

¶ Have a traveling award with a 

note saying why the person 

deserves award 

¶ Give out ñ100 grand barsò or 
ñsmartiesò for that million $ 

idea 

¶ ñSnickersò awards for those who 
keep meetings fun 

¶ Say thanks for the small things 

(details are important too) 

¶ Have a pass around stuffed 

mascot (husky award)- 

awarded by group consensus 

¶ Have an appreciation day - Hand 

out cards to everyone and have 

them choose a person they 

appreciate in the organization 

and forward cards to those 

individuals 

¶ Exec. board does something 

special for the general 

membership (serves breakfast, 

special door signs, car wash, 

special treat) 

¶ Celebrate people's birthdays by 

cutting out paper balloons & 

having everyone write down 

something that they appreciate 

about the birthday person 

¶ Everyone who helps out at this 

event gets .... movie ticket, gift 

certificate 

¶ Focus on what people do well, 

and thank them when they do 

something that is good  

¶ Assign secret pals & exchange 

small gifts or words of 

encouragement 

¶ Invade a meeting to honor 

someone who has done 

something for another area 

totally unannounced (maybe 

get prior approval from the 

president or VP of that 

organization) 

¶ Make a banner for another 

organization, tell them how 

much you appreciate them and 

hang it up 

¶ Surprise one of your members 

with a cup of coffee, soda, etc 

¶ Treat your fellow members well 

¶ Treat people the way you want to 

be treated & remember we all 

have a lot on our plates 

¶ Do a kind deed for a not so close 

friend 

¶ Always be ready to help other 

members, they may then be 

more willing to help you when 

you need it 

¶ Random acts of kindness (have 

you seen pay it forwardé..???  

Do see it.) 

¶ Leave a surprise trinket 

/chocolate/ etc on someone's 

desk 

¶ Ask "Can I help you with 

something, or do you need any 

help?" once a day/week and 

give them the credit when itôs 

successful 

¶ Do things to make someoneôs job 

easier  

¶ Lend a hand whether it's your job 

or not 

¶ Pick flower on your way in and 

present it to the first person 

you see  

¶ Surprise food, flowers, treats 

¶ Take turns bringing in treats for 

meetings 

¶ Have a pot luck or special dinner 

once a month 

¶ Have lunch together (send out for 

pizza) 

¶ Have a jar of m&m's (or any 

favorite candy) available for 

everyone - it's bright, colorful, 

and gets people talking even if 

they don't want to! 

¶ Have a candy bowl out at all 

times 

¶ Bring in candy to bring cheer 

¶ Start an early day with coffee, 

donuts or bagels 

¶ Make popcorn/cookies/etc to 

share 

¶ Hold memberôs only lunches 

¶ Have Pizza Day once a month 

¶ Bring popsicles for all-especially 

on a really hot day 

¶ Take a peer to lunch just because 

¶ Send a free internet card 

http://www.bluemountain.com/ 

, http://www.cardcentral.net/, 

www.e-cards.com, 

www.123greetings.com, 

http://www.beatgreets.com 
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What does OTM stand for? 

 

OTM stands for ñOf The Monthò 
 

 
What are OTMôs? 

OTMs are awards given out to recognize outstanding accomplishments throughout the residence life 

system.  

 

Why do we submit OTMs? 
NRHH is an organization that strives to recognize leaders within the residence life system, and Of The 

Month awards are a wonderful way to accomplish that goal. Of the Months are awarded on a monthly 

basis and are given to individuals, groups, or programs that have made a positive impact on the 

residence life community. Recognition is a great way to encourage others!  Letting them know that 

they are appreciated will increase the likelihood of continued involvement. 

 

What awards are given out? 

Monthly awards are given for: 

     

 General Categories 

Advisor:  This category is only for the RHA and NRHH Advisor. Council advisors should be 

nominated as Spotlight, Student, or RA.  

Community: If thereôs more than one person itôs a community. Floors and wings fall into this 

category. Be careful, as some groups qualify for the Organization OTM instead. 

Desk Assistant: Student who work the desk and security and who are not CAs fall into this 

category. 

Executive Board Members: All RHA, NRHH, and Council executive board members fall into 

this one. This includes Presidents, Vice Presidents, Secretaries, Treasurers, Historians and RHA 

Representatives  

First -Year-Students (FYE): Same as the student OTM, but only for students in their first year 

at St. Cloud State University. 

Organization: Formal organizations in the residence hall system are eligible to receive this 

OTM. Individual councils can be nominated here. 

Resident Assistants (Community Advisors): CAs should be nominated in this category. 

Spotlight: Non-students can be nominated for the Spotlight OTM. This can go to anyone on 

campus, including RHDs, GAHDs, custodians, and Sodexho employees. 

Students: All students that donôt fall into other categories can with this OTM. Residents, 

wing/floor representatives, and off-campus undergraduates can win.   

 

***If an individual falls into more than one of these categories please make sure that the majority of 

the OTM is geared to the category that you are nominating them for*** 
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Program Categories 
Community Service Program: Programs that help the community. This could mean going to a 

soup kitchen, having a food or clothing drive, or raising money for a charity.  

Diversity Program: Programs that celebrate and teach about some aspect of human diversity, 

such as gender, race, religion, sexual orientation, or national origin. 

Educational Program: Programs that teach something to participants. These often include the 

help of faculty members. 

Social Program: Programs that are geared at getting people just to do something fun. Most 

programs are social. 

 

Who is eligible to win an OTM and who is eligible to write them? 

The answer to both questions is» anyone! 

 

Are OTMs only here at SCSU? 

No!  NRHH chapters at universities across the country use OTMs as form of recognition on their 

respective campus.  In fact, campus winners become eligible for regional, and national OTM awards. 

 

Where and how do I submit OTM nominations? 

Here are the quick and easy steps you need to take to write and submit an OTM 

 -Go to the OTM website http://otms.nrhh.org/ 

-Under the Submit OTM  category choose either General Category or Program Category 

 -From the list of Universities select St. Cloud State University and hit Submit 

 -Under Category choose the appropriate category 

 -Fill in all the ranges* and when complete at the bottom of the page click Submit OTM  

 *Type your OTM in MS Word firsté this allows for the use of Spell Check and  

  a back up!   

 

Create an OTM Accounté  

Is the easiest way for you to submit and edit OTMs. By creating an account you will be able to 

progressively update and edit your OTMs up to their monthly due date. It also automatically inputs 

your information into the nominator portion of the OTM. To create an account: 

  

 -Go to the OTM website http://otms.nrhh.org/ 

 -On the left side of the page select Create Account  

 -From the list of Universities select St. Cloud State University and hit Submit  

 -Fill in all the ranges and when complete at the bottom of the page click Submit  

 

When do OTMs have to be submitted by? 

All OTMs are due by 11:59PM on the 1
st
 of each month. For example all March OTMs are due by 

April 1
st
 at 11:59PM. 
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How do I write a quality OTM?  

 

All OTMs Shouldé 

Be month specific- OTMs are for the month of nomination, not the entire year. Include 

information that specifically pertains to the month of nomination. 

Be concise- There are limits on the amount of words that can be used. 

Be clear- A confusing nomination might not win.  

Define acronyms- they aren't always universal! State what you are talking about, put the 

acronym in parenthesis, then you can use it later in the OTM. (i.e. National Residence Hall 

Honorary (NRHH) ) 

Give examples and be detailed- Add dates for events and explain what happened. 

Be on time- Nominations that are turned in late may not be considered for selection. 

Be nominated in the appropriate category- OTMs submitted in the incorrect category can be 

disqualified.   

  

General Categories 
1. Did the nominee go above and beyond their required duties during the month? 

2. Did the nominator give specific examples of how the nominee went above and beyond (stories, 

anecdotes, quotes, etc ...)? 

3. Did the nominee assume that the readers knew what the position was, or did they thoroughly 

describe what that person/program's role was? 

4. Was the OTM month specific? Did it include dates? 

5. Was the OTM concise? or did it ramble? Was it confusing, or easy to read? 

6. Did the OTM cover everything? or was it too short? 

 

Program Categories 
1. Did the nominator give specific examples of how the program went above and beyond (stories, 

anecdotes, quotes, etc ...)? 

2. How much did the program cost? How many residents attended? How many residents did they 

plan for? What resources were used (RHA, NRHH, CSOLD, Off- Campus Resources etcé)? 

3. Did the nominee assume that the readers knew what program was, or did they thoroughly 

describe what that program's role was? Were all these fields fully covered? 

¶ Origin 

¶ Short Description 

¶ Goals 

¶ Positive and Lasting Effects 

¶ Short Evaluation 

¶ Adaptability to Other Campuses  

4. Did the nominee tell how the program met the needs of the residents? 

5. Was the OTM month specific? Did it include dates? 

6. Was the OTM concise? or did it ramble? Was it confusing, or easy to read? 

7. Did the OTM cover everything? or was it too short? 
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Outstanding Community  

C ouncil O f the Y ea r  

 

What is COY? 

At the end of every year, RHA/NRHH awards the Outstanding Community Council Of the Year Award.  Based 

on criteria created by RHA/NRHH and Residential Life every Council has the opportunity to share with the 

chapter how they have gone above and beyond in programming and development.   

 

Each Council is asked to submit a written bid and a short video presentation that best encapsulates the events, 

challenges and impact of its CC over the course of the academic year. The winner is announced at the annual 

EAGLE Awards Ceremony.   

 

Bid Components 

 Your Written Bid must be at minimum15 pages single-sided or 7 to 8 pages double-sided and fastened. It 

should include the following information: 

¶ How your Council affected the members of your residence hall 

¶ A listing and description of how you budgeted and spent your programming funds 

¶ A listing and explanation of activities and programs completed by your Council within the residence 

hall and throughout campus 

¶ Significant legislation and/or issues addressed by your Council 

¶ The relationship between the Council and how you supported the Residence Hall Director, Assistant 

Residence Director, Community Advisors 

¶ Efforts by the Executive Board to further develop the student leaders in your hall 

¶ Efforts by the Council to improve the quality of life in the residence hall 

¶ Examples of how the Council supported the RHA and NRHH 

¶ Reasons why your council should be named ñCouncil of the Yearò 

 

Your Video Presentation must be between 5-7 minutes in length. It should include the following information:  

¶ How your hall addressed major activities and programs of your Council and how they positively 

impacted the residents 

¶ How your hall recognized and tackled challenging and/or controversial issues 

¶ How your hall worked to maintain and/or improve the quality of life within your community 

¶ How your hall met the needs of freshmen, upperclassmen and international residents. 

 

***Note there is an over/under time limit penalty. One point will be deducted per 10 seconds over/under the 5-7 

minute time limit. ***  

 

Bid Suggestions 

Take a LOT of pictures all year. You will need them in the bid itself and you may also want them for your video 

presentation at the EAGLE Awards. 

 

Keep good records! Your written bid will need to include things such as leadership development efforts, a list 

and description of all activities and programs, a copy of your budget, a copy of goals from the Community 

Council Retreat and a reflection of how you met those goals. 

 

It is important to be creative. Keep things beside pictures (publicity, little physical reminders from the event) to 

include in the bid-like scrap booking. 
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Resources  
 

There are many resources available to you here at SCSU. In this section you will 
find useful numbers to know across campus, preferred food and t -shirt vendors 

as well as u seful resources available to you in St. Cloud. Also included in this 
section are some useful forms for your council to use.  

 

 

  



 

 

SCSU Resources  

 

Department of Residential Life Carol Hall 8-2166 

Dan Pedersen Director   Hall Improvements 

Kenny Hendrickson Associate Director of Operations & 

Facilities 

Housing Appeals Board 

 

Diane Schellinger Associate Director of Student & Guest 

Services 

 

Jen Sell-Matzke Associate Director of Staffing & Student 

Programs 

RHA/NRHH Advisor 

 Coordinator of Leadership Programs & 

Residential Life Conduct 

RHA/NRHH Advisor 

Monica Scholla Account Manager Purchasing 

Graphic Designers  Publicity, Publications, and Posters 

 

RHA   8-3961 Hill-Case Hall, scsu_rha@stcloudstate.edu 

 

NRHH  8-3961 Hill-Case Hall, nrhh@stcloudstate.edu 

 

Center for Student Organizations & Leadership 

Development (CSOLD) Atwood 139 

8-3004 

Matthew Trombley Student Organizations, Student 

Government Association Advisor 

 

Stuart Umberger  Leadership, Greek Life Advisor  

Beth Knudson-Kolodzne Community Service  

  

University Program Board (UPB) Atwood 118 8-2205 

Jessica Ostman Director of University Programming  

Chris Lambertz  Advisor to Special Events  

 

UPB Films upbfilms@stcloudstate.edu  

  

Athletics 8-3102 

John Lewis Assistant Athletic Director of 

Promotions & Community Relations 

Donations / Programming Opportunities 

 

 

Intramurals  8-3325 Programming Opportunities 

 

SCSU Husky Bookstore 252-1489 Donations 

   

Atwood Memorial Center 8-4636 

Lisa Johnson Room Reservations *Note: All events held in Atwood must 

use university catering 

*Room reservations can be made online  

  

Atwood Information Desk 8-4636  

 

Programming Resources  

 

Diversity Programming 

American Indian Center 8-5449  

LGBT Center 8-5166  

Multicultural Student Services 8-3003  

Student Disability Services  8-4080  

Womenôs Center 8-4958  

 

MACURH  

Associate Director-Programming macurh.adp@gmail.com  
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Entertainment Resources  

When using any of these vendors please make sure to indicate to them that we are tax exempt. 
 

Music In Motion DJs  

Ben Lauzer Area Manager  320-253-8946 

Rick Moody KidAgain Inflatable Fun Shows 800-331-3787 

 

General  Rental of St. Cloud  

2620 1st St. N., St. Cloud 320-251-6320 Inflatables, Cotton Candy Sugar 

 

Geyer Rental Services 

1816 St. Germain, St Cloud 320-252-5522 Inflatables, Cotton Candy Sugar 

 

Oriental Trading  

http://www.orientaltrading.com  Party Supplies, Prizes, Crafts 

 

Party City  

3959 2nd Street S., St. Cloud 320-259-5777 Party Supplies, Prizes, Crafts 

 

Off Campus Preferred Vendors  

When using any of these vendors please make sure to indicate to them that we are tax exempt. 
 

Best Buy 

4130 W Division St., St. Cloud 320-259-5208  

 

Michaelôs Arts& Crafts 

4150 W Division St., St. Cloud  320-255-0486  

 

Crafts Direct 

620 Sundial Dr., Waite Park 320- 654-0907 House Account 

 

Scheelôs Sporting Goods  

Crossroads Mall 

40 North Waite Ave., Waite Park 

320-252-9494 Donations/ Work with for prizes 

 

 

ShopKo 

4161 2nd St. S, St Cloud 320-253-5150 House Account 

501 Highway 10 SE, St Cloud 320-253-0344 House Account 

 

Target 

4201 W Division St., St. Cloud 320-253-4740  

125 Lincoln Ave. SE, St. Cloud   320-654-0096  

  

Wal-Mart  

380 33rd Rd. Ave. S, St. Cloud  320-259-1527  
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Food and Beverage  

When using any of these vendors please make sure to indicate to them that we are tax exempt. 
 

Sodexo 8-4499 

Tara Schroeder Catering Manager  
Tim Ness Garvey Operations Manager  

 
Atwood Memorial Center Retail Options Please use these locations to purchase gift cards. 

Burger King 8-2621  

Caribou Coffee 8-4083  

Einstein Bros. Bagels 8-6148  

Freshens   

Subway 8-7827  

Pizza Hut 8-3278  
Quick Zone 8-4802  

WOW Café & Wingery    

 

Bernickôs Beverages & Vending Pepsi Distributor 

801 Sundial Dr.,Waite Park 320-252-6441  

 

Cub Foods 

250 33rd Ave., St. Cloud 320-255-9193 House Account 

1001 4th St., St. Cloud 320-253-1322 House Account 

 

Red Barn Dairy Queen 

2424 W Division St., St Cloud 320-252-3023 House Account 

 

Erbertôs and Gerbertôs Subs 

8 5th Ave., St. Cloud 320-253-9963 House Account 

 

Jimmy Johnôs 

14 5th Ave. S., St. Cloud 320-257-0611  

 

Dominoeôs Pizza 

1507 1st St. S., St. Cloud 320-259-1900 House Account 

 

Toppers Pizza 

2815 Division St., St. Cloud 320-229-0123 House Account 

 

Luchianoôs Pizzeria 

7 N River Rd., St Cloud  320-240-9515 House Account 
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T - Shirt Vendors  

When using any of these vendors please make sure to indicate to them that we are tax exempt. 
 

Collegiate Concepts 

 651-638-2222 http://www.imprintitems.com 

 

Coed Monkey 

1824 Wolf Rd., Waukesha, WI  877-874-4781 http://www.coedmonkey.com 

 

Image Builders 

2907 Clearwater Rd., St. Cloud  320-259-1311 http://www.imagebuild.com/ 

  

Sunflower Marketing 

Jenna Wells  800-337-1097, ext. 353 http://www.sunflowermarketing.com/ 

 

Organization T - Shirt & Logo Licensing  

Approval Process  

 

The St. Cloud State University name, logos, word marks, and other depictions are protected in a 

variety of ways. Nothing can be created using SCSU identification without appropriate approvals. If 

you decide to purchase t-shirts or other specialty items for your student group or organization, you 

need to follow a simple procedure:  

 

V Get your artwork approved. Often, your vendor will be able to create the artwork for you or 

you may choose to do it yourself. All artwork must be approved by the University 

Communications Office located in Administrative Services 207, or Athletic Media Relations 

located in Halenbeck 259-1. Approvals should not take more than 24 hours. Make sure your 

artwork has an approval signature and date. If your item is for your organization's use, or for an 

approved fund-raiser, make sure your artwork also contains the phrase, "For use by SCSU 

organization-royalties waived."  

 

V Use a licensed vendor. Get a list of licensed vendors from CSOLD, Atwood Center 139, 308-

3004, or from the Office of Athletic Media Relations, Halenbeck Hall 259-1, 308-2141. Get 

bids from at least two of the vendors for your t-shirt or specialty item. Be sure to tell the 

vendors there will be no royalties on the item.  

 

V If you have any questions about these procedures, call Anne Abicht at 308-2141.  

 

Note: Failure to comply with these procedures could result in confiscation of your t-shirts or specialty 

items. You also may be open to criminal charges for manufacturing, possession and/or selling 

unlicensed products. 
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Residence Hall Association 

Karaoke Rental Request Form 

  

 
 

The cost of rental is $10 per three (3) days. If the machine is not returned, or the Finance Chair contacted to return the 

machine in a timely fashion, there is a $5 late fee per day. 

Items included in Package 

Ǐ Karaoke Machine Ǐ One Corded Microphone 

Ǐ One Cordless Microphone Ǐ One Disco Ball 

Ǐ CD Sets (3 Pack) Ǐ Power Adaptor 

Ǐ Plug  

*** Two (2) AA batteries needed for cordless microphone. *** 

Community Council Information 

Hall  

Representative Information 

Name  

Position  

Phone No.  

E-mail  

 

I, the representative of ______________________________.  

 

Hereby acknowledge that the items requested will be in the hallôs responsibility. Our hall will be held liable for any items 

lost, stolen or damaged. 

 

 

 

 

  

Representativeôs Signature  Submission Date 

 

Date Requested_________________________      Date & Time of Pick-Up___________________________ 

(Please direct any questions, comments or concerns to the current Finance Chair of the Residence Hall Association). 

 

Office Use Only 

Document Ǐ Request Received, Date __________ 

Fee Ǐ Paid, Amount $__________ 

Check-Out Ǐ Date __________ Signature  

Damage  

Return Ǐ Date __________ Signature  

Damage  
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Residence Hall Association 

Sno-Cone, Cotton Candy, Popcorn Rental Request Form 

  

 

 

Rental Request 

Machine Ǐ Sno-Cone Ǐ Cotton Candy Ǐ Popcorn 

 

Sno-Cone, Cotton Candy, and Popcorn machines are free to use, but supplies arenôt included. For the Popcorn 

machine, popcorn packets are available from Residential Hall Association at a price of $5 each. 

 

These machines are to be picked up and returned to Garvey Main Office. So, plan to pick them up during Garvey 

office hours 8:30 am - 4:00 pm Mon ~ Fri.  After 3 days, if the machine is not returned or an executive board 

member contacted to return the machine in a timely fashion, there is a $5 a day late fee.  The machines must be 

cleaned before returned.   

 

ñCleanedò condition included 

Sno-Cone Washed with SOAP and water, and wiped down. 

Cotton Candy All sugar REMOVED , barrel cleaned, Wash with soap and water. 

Popcorn 
Every kernel removed, Washed with soap and water, no grease, remember to clean the 

kettle too! 

 

If machines are returned UNCLEAN , you will be charged $50!  There is no in-between, either they are CLEANED  

or are UNCLEAN, so make sure that they are SPOTLESS!   We will be checking this. 

 

Information of the Community Council 

Hall  

Representatives 

Name  

Position  

Phone No.  

E-mail  

 

We, the representative of ______________________________.  

 

Hereby acknowledge that the items requested will be in the hallôs responsibility. Our hall will be held liable for any 

items lost, stolen, or damaged. 

 

 

  

Representativeôs Signature  Submission Date 

(Please direct any question, comments or concerns to the current Vice President of Finances of the Residential Hall 

Association) 

Official Use Only 

Document Ǐ Request received, Date __________ 

Late Fee Ǐ Paid, amount $__________ Ǐ Not Applicable 

Check-out Ǐ Date __________ Signature  

Return Ǐ Date __________ Signature  
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Calendar  
 


