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RHC Quick Guide
This guide will inform you of the basic policies and procedures of the Residence Hall Council at Lafayette College.  Where these policies differ from those listed in the Student Organization Handbook, follow the RHC policies.  For information on topics not discussed here, please consult the Student Organization Handbook, available on the RHC Moodle site, or speak to your executive contact.

What Constitutes a Program?










Programs should meet the following criteria:

· They should be open, and potentially of interest to, all residents of the building.  (You can’t just call you and your friends’ normal activities an RHC program!)

· They must be publicized to the whole building.  Flyers should be hung at least 3 days in advance, and all publicity should mention RHC by name.

· They should provide an opportunity for building residents to gather, to socialize, and to potentially discuss any building issues.

· Your whole building council has been given the opportunity to provide their input on program planning.  Certain members of your council may “take the lead” on a particular program, but the whole council must know all the details.

Planning a Program












(NOTE: This is new for Spring 2010, so this may be subject to change based on your feedback.)

· Before holding a program, please complete a programming proposal report.  This form is available on Moodle.  It will additionally provide you with an opportunity to ask any questions you may have.

· Once this form is complete, submit it to your executive contact via email one week in advance of the program.

· You will receive feedback from your executive contact within 24 hours.

· If your executive contact raises any issues with your proposal, your council must take them into consideration and report back to your executive contact within 48 hours.

· The Executive Board may discuss problematic proposals as a whole in rare circumstances if the program fails to meet any of the criteria.

· Following the program, please complete a programming report form within one week.  Please place this form, along with any reimbursement requests (to be discussed later), in the RHC mailbox in the Residence Life office for processing.

Budgeting













· All programs should cost less than $50.

· You may use RHC funds to purchase any program-related supplies (decorations, snacks, materials for craft projects, cooking ingredients, etc.).  Please note that it is not essential to provide food at every program.  (RHC does not equal free pizza!)

· You may exceed this limit, but only with the knowledge and approval of your executive contact.  Requests to use extra funds to purchase food will not be looked upon favorably, but the majority of requests will be granted.

· You may additionally receive more funds by co-sponsoring with other building councils, RA’s, or other campus organizations.

· A budget cut date will be scheduled at the halfway mark of each semester.  At this point, every building’s budget will be reduced to half the value of its total at the start of the semester, and the “cut” funds will be moved to the general RHC executive budget. If you’ve already spent half, it won’t be touched.  For example, if you started the semester with $200, your budget will be reduced to $100 at budget cut date.  

· You may petition to your executive contact against a budget cut if you’re planning a program, and these requests are usually granted.  This involves completing a petition form, which is available on Moodle.

· You can use the reimbursement or purchase order processes to receive funding.  Reimbursement will be discussed below.  For information on purchase orders, please consult the Student Organization Handbook.

Reimbursement












· Reimbursement requires you to use your own money at the time of purchase.  Don’t worry, though, you’ll be paid back!
· Save all receipts from your purchases.  It’s suggested you label the receipts with your building name to prevent any confusion.

· Complete a reimbursement form, available on Moodle or in the Residence Life office in Farinon, and attach all applicable receipts.

· If you’re co-sponsoring with another group, please be sure to indicate the amount of funds that each group should receive.

· Submit your reimbursement request with your programming proposal (discussed above).  You must submit both forms to receive reimbursement.
· Once your reimbursement request has been approved (within 1 week, usually within 3 days), you will receive a notice in your mailbox.  You may also receive this notice at COP meetings.  Take this notice to the cashier’s window on 2nd floor Markle to receive your reimbursement.

Council of Presidents (COP) Meetings and Attendance Policy






· All building presidents will meet every other Friday at 12:15pm in Pardee 102B for COP meetings, unless otherwise announced.  Check your email for reminders.

· Meetings may include guest speakers and discussion on residence life issues, and will always include an executive breakdown where you can discuss programming ideas and concerns with your executive contact and other building presidents.

· Each building president is expected to be in attendance at every meeting.  If the building president can’t come to the meeting due to an academic, extracurricular, or athletic conflict, another member of the building council may attend.  Please notify your executive contact or the Secretary in this instance.

· If nobody from your building can attend, please notify your executive contact or the Secretary so that your building may be excused.

· Attendance will be taken at every COP meeting.  Any building that fails to send representatives will be given an unexcused absence.

· Any building receiving two consecutive unexcused absences will have their budget frozen.  In order to have your budget unfrozen, you must attend the next COP and speak with the Treasurer or your executive contact.

· Budgets of buildings without representatives on record may be absorbed into the RHC executive budget at the Executive Board’s discretion.

