
 
 

PROGRAMMING  
 

 What is Programming? 

 Programming Categories and Expectations  

o First Year Area 

Á Academic and Intellectual Inquiry  

Á Multicultural Awareness 

Á Community Outreach 

Á Social Development 

Á Personal Enrichment 

Á Health and Wellness 

o Upper Class Areas  

o Focused Areas 

 Program Planning Guide 

o  Step-by-step Checklist 

o  Inclusive Programming 

o  Marketing 

o  Use of Movies for Programming  

 Additional Forms 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

WHAT IS PROGRAMMING ? 

 

When we use the term ôprogrammingõ in the Res Staff context, we mean the intentional planning of a 

structured activity which offers residents an opportunity to learn and grow in their living community.  

Programming is one of many tools to develop community in our residence halls.  

 

Programming serves many purposes: 

 Creates opportunities for residents to build new relationships  

 Helps residents transition to their new living environment and neighbors 

 Develops a sense of trust and belonging in the community 

 Introduces residents to new facets of the University and to resources on Grounds 

 Challenges residents to consider new ideas and perspectives 

 Sparks thought-provoking discussion and intellectual discourse 

 Fulfills educational objectives in an applicable and real-to-life fashion 

 Provides residents with knowledge and skills they will carry with them beyond UVA 

 

Remember, you will interact with your residents as a group in many other ways.  What distinguishes a 

ôprogramõ from any other marathon hang-out session with residents is that you will have spent time 

intentionally planning your event and the learning objectives you hope to achieve.  

 

 

 

 

 

 

 

 

 

 

 

 
 



 

PROGRAMMING CATEGORIES AND EXPECTATIONS ð FIRST YEAR AREA 
Please note: these categories serves as guidance only.  If you have a question about a specific program and how it fits this model, 

please check with your supervisor. 

 
1. ACADEMIC  &  INTELLECTUAL INQUIRY  
Debates, speakers, or forums that you attend with your residents and discuss with them afterwards.  Just 
because you invite a professor to a program, it is not automatically òacademic.ó 

 
2. MULTICULTURAL AWARENESS 
Presentations or events that are specifically geared towards discussing or experiencing different peoples and 
cultures. 
 
3. COMMUNITY OUTREACH  
Volunteering to work at a shelter, clinic, or nursing home.  In general, any type of volunteering.  Adopting a 
family to buy gifts for during the holidays.   
 
4. PERSONAL ENRICHMENT  
Going to a play, musical production, or museum. Teaching residents a new skill such as cooking, sewing, 
origami, etc. 
 
5. H EALTH  &  WELLNESS 
Any program that educates about alcohol awareness, drug use, eating disorders and body image, nutrition, or 
sexual health. Bringing in 1 in 4 to educate about sexual assault.  Any program that challenges residents to 
look critically at their lifestyle choices. 
 
6. SOCIAL DEVELOPMENT  
Eating a weekly meal together, hiking, camping or planning a purposeful trip to Archõs. Study breaks and 
holiday gift exchanges.  Planned discussions about movies or a weekly time to watch a TV show. 
 
PROGRAMMING REQUIREMENTS  

 You must do at least 1 program per month. 

 Over the course of semester, you must do: 

o At least 3 individual programs, 1 co-program, 1 house-wide program. 

Á 1 program using the meal plan. 

Á 1 program with a faculty member. 

Á 1 New Grounds program 

Á 4 categories per semester, with all 6 done by the end of the year. 

 

Additional Fall Requirement:  

Attend one (1) pre-planned Orientation event with your residents within the first two weeks of school.  

(Examples: Tom Deluca, First Year Food Fest, Rotunda Sing, etc.)   

 

 



 

ACADEMIC AND INTELLECTUAL INQUIRY  

 
 
GOAL 
Students will be exposed to programs that support their academic pursuits and encourage intellectual inquiry beyond 
the classroom. 
 
WHY  
Programming in this category helps to create an environment conducive to study & learning, and recognizes academics 
and intellectual inquiry as the primary purpose of a college education.  Programs in this category: 

 Introduce residents to academic resources at the University 

 Cultivate intellect through reading, contemplation and dialogue 

 Help residents develop critical thinking, problem-solving, and reasoning skills 

 Expose residents to multiple perspectives of academic and intellectual issues 

 Promote creativity and curiosity 
 
PROGRAMMING IDEAS 

 Invite your faculty advisor to a movie and discussion 

 Discussion/debate about a controversial topic (ex. Legalization of marijuana) 

 House-wide dinner with your Association Dean (possible topics: Getting to know professors, academic 
advising info) 

 Academic workshops (ex. Test anxiety, study skills)  

 Career Services (ex. How to choose a major, internships, job search tools, grad school) 

 Library Tours 

 Study Abroad 

 Promote community discussion through weekly òcoffee talkó or òquestion of the weekó 
 
RESOURCES 

 Your Senior Resident 

 Your Association Dean/Faculty Advisor 

 College of Arts & Sciences, http://artsandsciences.virginia.edu/  
Office of Student Academic Support @ Garrett Hall 
Center for Undergraduate Excellence (Fellowships and Scholarships) @ Garrett Hall 
òTake Your Professor to Lunchó program 

 University of Virginia Libraries,  http://www.lib.virginia.edu/  

 Learning Needs and Evaluation (LNEC), http://www.virginia.edu/studenthealth/lnec.html 

 Study Abroad, http://www.studyabroad.virginia.edu 

 Career Services, http://www.virginia.edu/career/index.php 

 Writing Center, http://wc.engl.virginia.edu/ 

 Virginia Festival of the Book, http://www.vabook.org/ 
 
STUDENT GROUPS  
More student groups can be found at: http://www.virginia.edu/newcomb/sac/index.php 

 The Jefferson Literary and Debating Society, http://www.jeffersonsociety.org 

 Arts and Sciences Council,  http://artsandsciences.virginia.edu/asc/ 

 Engineering Student Council, http://www.student.virginia.edu/~ecouncil/esc/ 

 Student Council Academic Affairs Committee, http://www.uvastudentcouncil.com 

http://artsandsciences.virginia.edu/
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http://www.virginia.edu/studenthealth/lnec.html
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MULTICULTURAL AWARENESS 
 

 
GOAL 
Students will learn more about themselves and others in a way that strengthens individual identity and the collective 
community.  
 
WHY  
Programming in this category involves the purposeful immersion of students in interactions with fellow members of the 
community in a way that promotes active questioning and self-reflection.  In turn, our programs will accomplish the 
following: 

 Provide opportunities to challenge residentsõ perspectives 

 Help residents to learn more about the experiences and values of their fellow community members 

 Help students to learn more about themselves individually 

 Strengthen individual identities and the collective community 

 Encourage students to recognize and value differences among members of the community, as each student 
brings a unique set of experiences to the residential life at the University 

 Consider various factors that influence an individualõs perspective, including (but not limited to) race, gender, 
ethnicity, sexual orientation, economic background, political views, and religious beliefs; and consider how 
these impact who we are as individual students and a whole community 

 
PROGRAMMING IDEAS 

 Cultural performance or exhibition, i.e., CultureFest, Womenõs Health Festival, Step Show competition, 
Korean Expo, etc.  

 Speakerõs Bureau panel presentation, sponsored by the LGBT Resource Center 

 Lectures about cultural issues or race, i.e., Reflections on Complexions, relevant teach-in discussions 

 Cultural club meeting or sponsored event 

 Discussion on topics such as race, gender, ethnicity, sexual orientation, religion, etc. 

 Follow-up discussion to a performance, film, or book that considers multicultural issues 
 
RESOURCES 

 Office of African-American Affairs, http://www.virginia.edu/oaaa/    

 Office of Equal Opportunity Programs, http://www.virginia.edu/eop/ 

 Womenõs Center,  http://womenscenter.virginia.edu   

 International Center, http://www.virginia.edu/iso/ic/index.html  

 Luther P. Jackson Cultural Center, http://www.virginia.edu/oaaa/cultural.html  

 Womenõs Leadership Council, http://www.virginia.edu/wlc/  

 Multicultural Pavilion: Resources & Dialogues for Equity in Education website, 
http://www.edchange.org/multicultural/  

 Kaleidoscope: Center for Cultural Fluency, http://www.virginia.edu/newcomb/kaleidoscope 
 

STUDENT GROUPS  
More student groups can be found at: http://www.virginia.edu/newcomb/sac/index.php 

 Asian Student Union 

 Black Student Alliance 

 Latino Student Union 

 National Organization for Women (NOW) 

 Queer Student Union 

 Sustained Dialogue 
 

http://www.virginia.edu/oaaa/
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http://www.virginia.edu/newcomb/kaleidoscope
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COMMUNITY OUTREACH  

 
 

GOAL 
Students will participate in service and outreach activities that help to extend and strengthen our communities, promote 
leadership, and inspire positive change.   
 
WHY  
Community Outreach programming facilitates active participation and engagement with fellow members of our 
community.  Planning intentional programs encourages residents to have an impact on their communityð within their 
residence halls, the University community, and/or the larger Charlottesville-Albemarle community.  Outreach programs 
accomplish the following objectives: 

 Improve residentsõ understanding of and appreciation for their role in their community 

 Promote increased teamwork, generosity, and compassion 

 Encourage both leadership development and social/emotional growth 
 
PROGRAMMING IDEAS 

 Donate time to organized outreach programs and projects, i.e. SERVE, Habitat for Humanity, Madison House 
programs 

 Collect items for donation such as food, clothing, books 

 Participate in holiday sponsorship of a family  

 Raise money for an organization or charity (NOTE:  RAF money cannot be donated.  Staff members must 
follow the Universityõs solicitation guidelines as outlined in the Record & in this manual)  

 
RESOURCES 

 Chris Husser, Assistant Director for Student Involvement, husser@virginia.edu  
 
STUDENT GROUPS  
More student groups can be found at: http://www.virginia.edu/newcomb/sac/index.php 

 Virginia Service Coalition (VSC), http://www.student.virginia.edu/vsc/ 

 Madison House, http://www.student.virginia.edu/~madison/ 
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SOCIAL DEVELOPME NT  

 

GOAL 
Students will develop new relationships with peers, faculty and other members and feel a positive sense of belonging in 
their residential community.  
 
WHY  
Students who feel a strong sense of belonging and a positive group identity in the residence halls are likely more 
engaged in their living community, respect their neighbors and University property, participate in self-governance and 
feel ownership over their college experience.  Social programs help students: 

 Initiate and maintain healthy personal and professional relationships 

 Enhance communication, listening and expression skills 

 Gain practice in negotiating conflicting views, values and feelings 

 Try out new activities and skills in a supportive environment 

 Enjoy their college experience 
 

PROGRAMMING IDEAS 

 Eating together, on and off-grounds (intentionally planned) 

 Outings to the Downtown Mall for an event or performance 

 Outdoor activities and adventures 

 Intramural team competitions 

 Trips to locations outside Charlottesville  

 Team building activities such as ropes course  
 
RESOURCES 

 Student Activities Calendar, https://etg07.itc.virginia.edu/studentcal/event/day?  

 Newcomb Hall Gameroom ð pool tables, foosball, arcade etc 

 Intramural Recreational Sports, http://www.virginia.edu/ims/ 

 Outdoor Recreation Center, http://www.virginia.edu/ims/outdoor/index.html 

 Poplar Ridge Ropes Course, http://www.virginia.edu/ims/outdoor/index.html 

 Carter Mountain Orchard (fruit picking), http://www.cartermountainorchard.com  

 Charlottesville Ice Park, http://www.icepark.com  

 Splathouse, Inc. (Paintball), 977-5287 
 

STUDENT GROUPS  
More student groups can be found at: http://www.virginia.edu/newcomb/sac/index.php 

 University Programs Council, http://www.student.virginia.edu/~programs/index.php 

 House Councils, First Year Council, Area Councils etc. 
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PERSONAL ENRIC HMENT  
 
 

GOAL 
Students will explore creative self-expression, develop knowledge of the arts and artisanship, and recognize and develop 
skills and abilities. 
 
WHY  
Well-rounded students who have enhanced aesthetic, cultural, and leadership experiences enter the local, national, and 
global communities with sophisticated perspectives.  Personal Enrichment programs will accomplish the following 
objectives: 

 Provide opportunities for students to participate in cultural and artistic events and programs 

 Allow students to reflect upon artistic expression and experience 

 Provide opportunities for students to make connections between the individual and social, cultural, 
international and historic context of the arts 

 Provide opportunities for leadership and skill development 

 Allow students to engage in self-assessment and develop competence and autonomy 
 
PROGRAMMING IDEAS 

 Assertiveness Training 

 Music/Book Festivals 

 Museums/Art Exhibits 

 RA for a Day 

 Symphony 

 Art/Music Classes 

 Dance Lessons 

 Historical Landmark Tours (Monticello, etc.) 

 Time Management 
 
RESOURCES 

 University Programs Council Short Courses  http://www.student.virginia.edu/~programs/index.php 

 Virginia Book Festival, http://www.vabook.org/ 

 Cõville Weekly, http://www.c-ville.com/ 

 The Hook Weekly, http://www.readthehook.com/ 

 Virginia Performing Arts Foundation, http://www.vapaf.com/  

 Virginia Film Festival, http://www.vafilm.com/  
 

STUDENT GROUPS 

 UVa Contracted Independent Organizations (CIOs), http://www.virginia.edu/newcomb/sac/index.php  

http://www.student.virginia.edu/~programs/index.php
http://www.vabook.org/
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H EALTH AND WELLNESS 

 

 
GOAL 
Students will have the skills to maintain their physical and emotional well-being.  
 
WHY  
Learning to successfully care for oneõs body and health is an essential element of transitioning to a new environment.  
Our programs will help students to accomplish the following: 

 Determine what is necessary to maintain their physical and emotional well-being 

 Establish healthy routines and habits 

 Make informed and healthy choices about sleep, eating habits, physical exercise, stress relief, alcohol and other 
substances, etc.  

 Manage time to balance competing academic, personal and extracurricular demands  
 
PROGRAMMING IDEAS 

 Safer Sex and Sexuality (including HIV/STDs education) 

 Alcohol and Other Drugs 

 Healthy Eating  

 Body Image and Eating Disorders 

 Weight Training  

 Stress Management and Time Management  

 Grief and Bereavement 

 Depression 

 Healthy Relationships 

 Womenõs & Menõs Health 

 Smoking Cessation 
 

RESOURCES 

 Intramural Recreational Sports, www.virginia.edu/ims/home.html 

 Office of Health Promotion, www.virginia.edu/studenthealth/healthpro.html 

 Womenõs Center,  http://womenscenter.virginia.edu 

 Sexual Assault Education Office, http://womenscenter.virginia.edu/sdvs  

 UVa CARES (Eating disorders), http://indorgs.virginia.edu/uvacares 
 
 

STUDENT GROUPS  
More student groups can be found at: http://www.virginia.edu/newcomb/sac/index.php 

 Peer Health Educators, www.virginia.edu/studenthealth/peer/outreach.html 

 ADAPT (Alcohol and Drug Abuse Prevention Team) www.student.virginia.edu/~adapt 

 Sexual Assault Leadership Council, http://womenscenter.virginia.edu/sdvs/salc.htm  

 One in Four (all-male sexual assault peer education group), www.student.virginia.edu/~1in4  
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Suites and Apartments Resident Advisors 
Community Building and Programming Expectations 

 
 

Fall Semester 
 
Suite/Apartment Visits   
Each RA will visit each of their suites/apartments and meet each of their residents within the first two weeks of class.  
RAs shall visit with the residents of each suite/apartment once in September, twice in each October and November, and once 
in December.   
 
4 Welcome Programs  
In August/September facilitated by SR with assistance from ALL Resident Advisors. One of the four programs must be 
within the first week of classes. 
 
Social Programs 
1 program in each October & November. (see òSocial Developmentó for further elaboration)     
 
2 Enrichment Programs 
1 program in each Sept/Oct and Nov/Dec. Intended Outcomes:  

1. Encouraging healthy behavior/decision-making (see òHealth & Wellnessó page for further elaboration) 
2. Providing an experience outside residentsõ culture (see òMulticultural Awarenessó for further elaboration) 
3. Providing an opportunity for personal/professional development (see òPersonal Enrichment,ó 
òCommunity Outreach,ó and òAcademic and Intellectual Inquiryó) 

 
1 New Student Program 
If you have new students or transfer students, 1 program with other RAs with transfers (facilitated with SR) on opening 
day. 

 
Meal Plan and Faculty (these are not separate programs, but elements of other programs) 
At least one program must utilize the meal plan and at least one program must involve a faculty member. 

 
 

Spring Semester 
 
Suite/Apartment Visits   
Each RA will visit each of their suites/apartments and meet each of their residents within the first two weeks of class.  
Afterwards, RAs shall visit each suite/apartment twice in February, once in March, and twice in April.  

 
4 Social Programs (see òSocial Developmentó for further elaboration)     
1 social program per month in January, February, March, and April.     
 
2 Enrichment Programs 
1 program in each Jan/ Feb and March/ April. Intended Outcomes:  

1. Encouraging healthy behavior/decision-making (see òHealth & Wellnessó page for further elaboration) 
2. Providing an experience outside residentsõ culture (see òMulticultural Awarenessó for further elaboration) 
3. Providing an opportunity for personal/professional development (see òPersonal Enrichment,ó 
òCommunity Outreach,ó and òAcademic and Intellectual Inquiryó) 

 
Meal Plan and Faculty (these are not separate programs, but elements of other programs) 
At least one program must utilize the meal plan and at least one program must involve a faculty member. 



 

 

Residential College RA 

Intentional Interaction Expectations 
 

Fall Semester 
3 Face-to-Faces   
Each RA will meet EACH of their residents within the first two weeks, face-to-face, for five minutes.  Each month 
following, the RA shall repeat this expectation for a minimum of 3 intentional face-to-face meetings in the semester.  
 
1 College Wide Program  
In August/September facilitated by SR with assistance from ALL Resident Advisors. 
 
2 Floor/Portal/House Meetings (minimum)  
In September & Nov/Dec each RA will host a meeting with their residents.  
 
2 Enrichment Programs (for your floor/portals/house) 
1 program in each Sept/Oct and Nov/Dec by each Resident Advisor. Intended Outcomes:  

1. Encouraging healthy behavior/decision-making 
2. Providing an experience outside residentsõ culture 

 
3 Social Programs (for your floor/portals/house) 
1 social in each of September, October, & November by each Resident Advisor. 
 
1 Transfer Student Program 
If you have new students or transfer students, 1 program with other RAs with transfers (facilitated with SR). 

 
 

Spring Semester 
3 Face-to-Faces 
Each RA will meet EACH of their residents within the first two weeks, face-to-face, for five minutes.  Each month 
following thereafter, the RA shall repeat this expectation for a minimum of 3 face-to-face meetings in the semester.  

 
1 College Wide Programs  
In Jan/Feb facilitated by SR with assistance from ALL Resident Advisors. 
 
2 Floor/Portal/House Meetings (minimum)  
In Jan/Feb & Apr/May each RA will host a meeting with their residents 
 
2 Enrichment Programs (for your floor/house/portals) 
1 program in each Feb/Mar and Apr/May by each Resident Advisor. Intended Outcomes:  

1. Developing personal/professional skills 
2. Providing an experience outside residentsõ culture 

 
3 Social Programs (for your floor/house/portals)  
1 social in each of Jan/Feb, March, & Apr/ May by each Resident Advisor. 
 
1 New Student/Transfer Program 
If you have new students or transfers in the spring semester, 1 program with other RAs with new students or transfers 
(facilitated with SR). 
 
 

 



 

 

LANGUAGE HOUSE RA 
PROGRAMMING EXPECTATIONS 

 
General Expectations:  

1. At least one program per month with the exception of August. 
2. Each program can fill only one program expectation. 
3. The expectations must be all filled each semester. 

 
EACH Semester Specific Expectations:  
 
1 Social program within the first two weeks for the house 
 
1 Enrichment program 
Intended Outcomes (choose one each semester):  

 1. Encouraging healthy behavior/decision-making 
 2. Providing an experience outside residentsõ culture 
 

1 Co-program with a resident faculty member or governing body 
 
1 Co-program with another/all other Language Houses 
 
1 Hosting program (open to individuals beyond the House) 
 
1 Alternative program, examples include: 

a. Attendance at least 50% of Language House Council meetings 
b. Article contributions to the Language House Newsletter 
c.  Visual campaign/program of some kind (ex: Anti-smoking campaign for a week) 
d. E-mailing articles in respective languages weekly 
If you are unsure as to whether an alternative program will be approved, consult with the SR before you 
begin.  

 
 
 
 

 

 

 
 

 

 

 
 

 
 
 
 



 

 

PROGRAM PLANNING GUIDE  
 

STEP-BY-STEP CHECKLIST  
 

 

1.  INTENTIONAL PLANNING  

 Assess your residentsõ needs and interests 

 Determine what challenges they are facing and how 

you can help 

 Decide which programming category will be best 

suited for your residents at this time 

 Outline your goals and learning objectives  

 Check the Inclusive Programming Checklist 

 

2.  T IMELINE &  BUDGET  

 Set up a realistic timeline 

 Designate dates by which each tasks needs to be 

completed 

 Delegate tasks to other staff members or residents 

 Consider the necessary expenses  

 Plan for fund-raising if necessary 

 Leave plenty of time for the unexpected!  

 

3.  OUTSIDE RESOURCES 

 Contact outside resources several weeks in advance  

 Try contacting them in person, via phone and/or 

email.  Be persistent even if one form of 

communication does not work 

 Be clear about the agenda and their role  

 Confirm plans 2-3 days in advance and verify any 

equipment needs  

 Facilitate introductions   

 Follow up promptly with Thank You card  

 Arrange for payment through RLO Financial 

Manager if necessary 

 

 

 

 

 

 

4.  LOCATIONS &  SET UP 

 Reserve your location well in advance  

 Any special lighting or decorating needs?  

 Find out if any special permits, permissions etc. are 

required and arrange 

 Arrange for moving or delivery of equipment if 

necessary  

 Recruit staff to help set up and clean up 

 

5.  REFRESHMENTS  

 Take accurate count for attendance (or make your 

best guess) 

 Place order with vendor on Preferred Supplier List  

 Arrange for shopping/storing/set up  

 Remember to purchase paper & plastic goods  

 Make sure you have serving utensils and a 

table/surface to serve from 

 If non-perishable food left over - store for next 

program 

 

6.  MARKETING AND PUBLICITY  

 Talk it up - word of mouth is very powerful!  

 Invite residents individually 

 Use the ResStaff Programming list-serv 

 Use creative publicity  

 

7.  WRAP UP AND EVALUATE  

 Fill out DOE and (Business Meals Expense Form if 

needed) for each item 

 Fill out RALPH. 

 Talk with your supervisor about how the program 

went and what went well 

 If it wasnõt as successful as you hoped, evaluate what 

did not work and change for next time! 





 

 

INCLUSIVE PROGRAMMING  

 

In support of the Universityõs statement on diversity and non-discrimination, this checklist was developed to encourage inclusive 

programming. It is meant to raise awareness, pose questions, and serve as a guide for creating programs that are welcoming to all 

members of the University community.  

 

As you plan your event, please make an effort to check off each item on the list. It may seem difficult at times, but if you keep an open 

mind and use some creativity, it is possible to create interesting and pluralistic programs! 

 

________       This program does not coincide with holidays associated with specific religious or ethnic holidays that would prevent 

members of the community from participating. 

 

________      This program does not stereotype individuals or groups, nor does it focus solely on one segment of the community. 

 

________     The publicity used to promote this program does not stereotype individuals or groups, nor does it focus solely on one 

segment of the community. 

 

________      This program is open to all members of the community who are interested in the topic. 

 

________    If cultural traditions are used or referenced during the program, they have been thoroughly researched and accurately 

depicted. 

 

________       This program does not promote a particular perspective under the guise of pluralism (ie. Hosting a "Holiday Party" that 

only celebrates Christmas, and does not include other holidays that occur at approximately the same time.) 

 

________      This program is not centered around a particular religious holiday for social purposes (ie. Christmas Party, Easter egg 

hunt). 

 

________      This program does not promote traditional heterosexual activities (i.e. dating shows) without providing equal opportunity 

for members of the gay community to participate. 

 

________      This program does not promote restrictive gender roles or condone violence. 

 

________      This program is accessible to any members of the community that may be physically challenged. 

  

________      Individuals who have planned this event are prepared to address incidents of intolerance or bias that may occur. 

 

 
Adapted from work by Rosemary J. Perez 
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MARKETING  

 

Now that you've created a program that you are ready to present, you've got to get the word out to the community! Even 

the best programs go unattended if people don't hear about them. Here are some tips on ways to advertise your program. 

 
Publicity Tips 
 

 Tell people! Go door to door and make sure that you talk to each person in your community. People are more 
likely to attend if the get a personal invitation from you. 

 Tell people that you think would be especially interested or that you know would benefit from attending your 
program. (i.e. òJoe, I know you're interested in alternative health. We've having a yoga program tomorrow and I 
wanted to make sure you heard about it.ó) 

 Make cards! It's another way to make the invitation more personal. 

 On bulletin boards, try making your flier more noticeable by hanging a white poster over a black one that is 
bigger. If you are using colored paper, look for complementary colors (i.e. yellow on purple). 

 Pass out candy with your posters, cards, etc. 

 Publicize early and often. Get the word out and remind people the day before and a half-hour before the program. 

 Ask people how they found out about program and build off this info. 
 

Poster Design 101 
 

 Proofread the poster! Many posters lack crucial information such as times, dates, and locations. Ask others to 
proofread it too. 

 Try not to use anything smaller than 18 pt. font for posters. You can't read it from a distance. Don't use more 
than two fonts. 

 Find a hook (funny title, photo, border, different color object, etc) that grabs your attention. It should be bigger 
than anything else.  Make sure it is appropriate and inclusive.  

 Make everything left justified, right justified, or centered, but not all three. 

 Leave some white space 
 

Design Tips and Resources 
 

 Save magazines, calendars, record covers, books. They're great inspiration and they have pictures and text you can 
use. 

 Cut the paper in interesting shapes after you photocopy. 

 Try gluing things to the page or making it 3-D. 

 You don't always have to use butcher paper or copying paper. Try using construction paper, cardboard, leaves, or 
tracing paper. 

 Don't feel like you have to use a computer. But if you hand write or paint, make sure the information is still 
legible. 

 Recycle. Make sure you know how many posters you really need. Use the backs of old posters. Cut up old posters 
for text and pictures. 

 
 

 
Adapted from work by Lester Manzano & Rosemary J. Perez  
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RESIDENT STAFF ð USE OF MOVIES FOR PROGRAMMING  

 
Copyright is a property right that gives the copyright owner exclusive rights, which includes public performance 
of that work.  Section 101 of Copyright Law defines public performance if it is in a public place or if it is in any 
place if òa substantial number of persons outside of a normal circle of a family and its acquaintancesó is gathered 
there. **   
 
In order to be in compliance with copyright law, an individual must obtain the proper license and/or 
performance rights.  This can be expensive and may cost hundreds of dollars per video.  A small number of 
movies are considered in the ôpublic domainõ and anyone can show them and UVa has paid for licenses for some 
others.  The Robertson Media Center (Clemons Library) can provide more information about which movies fall 
under this category. 
 
Rented and/or purchased movies are licensed to be shown privately.  As a Resident Staff member, your room is 
your home and thus private space.  If you invite friends over to watch a movie with you, you are fine.  As soon 
as you are showing the movie as part of your official capacity as a staff member, the showing becomes a public 
performance.   
If you are watching a movie in your personal room and others happen to join in, the viewing is legal as long as it 
does not become òpart of your staff position.ó    
 
In summary, based on Copyright Law, Resident Staff members;  

 Should not show movies for programming or other staff-related purposes. 

 Should inform residents that watching movies in a lounge may be a violation of copyright law. 
 
** The exception to this is in section 110(1): Teaching Activities of a Nonprofit Educational Institution.  In 
order to qualify it must meet several criteria (including these listed); the showing must be put on by the instructor 
or pupils, the activity must be a teaching activity and not recreation or entertainment and it must take place in a 
classroom or other area used as a classroom for systematic instructional activity and must be part of an 
established lesson plan. 
 
 
11/05 jss 
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AMPLIFIED SOUND / OUTDOOR SOUND APPROVAL REQUEST FORM  &  
RESERVATION FORM FOR FIRST -YEAR SOCIAL AREAS  

 

This form should be used to request amplified or outdoor sound and/or to reserve designated social spaces in residential areas.  Reservations 
are subject to guidelines listed on the reverse of this page, or those set by individual space administrator. 
 
If you are requesting amplified or outdoor sound, the Residence Life Office will approve exceptions to the policy only in cases where and 
when amplified and/or outside sound is unlikely to interfere with the mission of the University, and is unlikely to disrupt the academic, living, 
or working environment of University community members or their neighbors. (Please consult the Undergraduate Record or the Graduate Record 
for policy regarding amplified sound on grounds). 
 
Complete requested information and return form to the Residence Life Office by Messenger mail (Box 400320), fax (434-924-8956), or email 
to sgibson@virginia.edu (First Year Areas). 
 

ʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾ 
PLEASE PRINT ALL INFORMATION  

 
Todayõs Date: _____________________________________ Location you wish to Reserve: __________________________ 
 
Organization________________________________________ Name & Position ______________________________________ 

Address____________________________________________   Phone_____________________     Email___________________ 

Event Name_________________________________________       Event Day/Date________________________________________      

Rain Site____________________________________________ Rain Day/Date_________________________________________ 

Type of Event________________________________________ Event times (start/end) ____________________________________ 

Purpose of your event (please be detailed):  __________________________________________________________________________ 

___________________________________________________________________________________________________________ 

_________________________________________________________________________________________ 

___________________________________________________________________________________________

_________________________________________________________________________________________ 

 

Type of amplified sound________________________________ Amplified sound times (start/end) ___________________________ 

ʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾ 

RESIDENCE LIFE OFFICE USE ONLY 

Ç Reservation Request Approved 

Ç Reservation Request Denied for the following reasons: ________________________________________________________ 

 _____________________________________________________________________________________________________ 
 

Ç Amplified sound approved contingent upon adherence to conditions stated above.  If amplified or outdoor sound generates 

complaints from University community members (residents, faculty, administrators, staff) or neighbors in communities adjacent to 
the University, it must cease immediately. 

Ç Amplified sound request denied for the following reasons: _____________________________________________________ 

 _____________________________________________________________________________________________________ 
Signature: __________________________________________   Date: __________________________ 
Assistant Dean of Students (or designee)                                                    Revised 3/06 

 

mailto:sgibson@virginia.edu
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RESERVATION POLICY FOR FIRST -YEAR AREA SOCIAL SPACES 
 

GENERAL GUIDELINES  
1. All programming events held in the FY Area Social Spaces (including lounges and outdoor venues) must be reserved 

though Ms. Shelly Gibson (mhl8s@virginia.edu) at least one week prior to the event.  Before a decision is made by the 
Assistant Dean, the request may be reviewed with the appropriate Area Coordinator and/or Co-Chair to ensure that it 
meets the programmatic criterion.  The request may also be reviewed by the Assistant Director of Housing Facilities to 
insure the physical space can meet the requirements of the program. 

 
2. All events must comply with Housing Policies and University Standards of Conduct. 

 
3. Programs sponsored by residents, Resident Staff, House Councils, or First Year Council will receive priority for 

reserving space. 
 
4.  Responsibilities for reserving social space include: 

ü Making sure the space is clean at the end of the event; this includes returning all furniture to its proper place 

ü Calling UPD if individuals at the event are behaving in an inappropriate manner, OR if the event becomes too 
difficult to manage and presents a safety or health concern 

ü Accepting charges and/or fines for any damage incurred during the event if the host is unable to identify the 
responsible individuals 

ü  
 

RESERVING WOODY CONFERENCE  ROOM  
The Woody Conference Room is a glass encased conference room on the exterior of Woody House.  The room has a 
private entrance that can be accessed without entering the main building by obtaining a key from Mr. Bob Wallace in the 
Residence Life Office.  The space may only be reserved for business-related functions (such as meetings, training 
sessions, retreats, etc.).  The maximum capacity for WCR is 20 people. 
 
The Woody Conference Room can be reserved by: 

ü First-Year Council 

ü Resident Staff 

ü House Councils 

ü Professional staff in the Office of the Dean of Students & Office of the VPSA 

ü Groups Sponsored by the Office of the Dean of Students & Office of the VPSA (UVA Lead, APALTI, etc.) 

ü Housing Division 
 
 
RESERVING WEBB LOUNGE , TUTTLE LOUNGE , &  OUTDOO R COMMON AREAS 
Residents, Resident Staff, House Councils, and the First Year Council receive priority for reserving these spaces.  
In some instances, these groups, as well as the Residence Life Office, may utilize these spaces to co-sponsor an event with 
other student organizations. However, the event must focus on the first-year experience, be educational and/or 
informational in nature, and be targeted toward and open to the all first-year students.  The maximum capacity for 
Webb Lounge is 150 people, and for Tuttle Lounge is 130 people. 

 
Both Webb and Tuttle Lounges have several standing reservations each week for use by Tuttle Coffeehouse Committee, 
FYC, etc.  Please check with Ms. Gibson regarding scheduling.  

 

 
CAUTHEN  CLASSROOM SPACES 
These classrooms are not considered social spaces, and are therefore, only reserved through the Registrarõs Office for 
academic purposes. 
 
 
 
 

mailto:mhl8s@virginia.edu
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AMPLIFIED SOUND / OUTDOOR SOUND APPROVAL REQUEST FORM &  

RESERVATION FORM FOR SUITES & APARTMENTS  SOCIAL AREAS  
 
This form should be used to request amplified or outdoor sound and/or to reserve residential social spaces in the Upper Class Suites 
and Apartments area.  Reservations are subject to guidelines listed on the reverse of this page.  
 
If you are requesting amplified or outdoor sound, the Residence Life Office will approve exceptions to the policy only in cases where 
and when amplified and/or outside sound is unlikely to interfere with the mission of the University, and is unlikely to disrupt the 
academic, living, or working environment of University community members or their neighbors. (Please consult the Undergraduate Record 
or the Graduate Record for policy regarding amplified sound on grounds).  
 
Complete requested information and return form to the Residence Life Office by Messenger mail (Box 400320), fax (434-924-8956), or 
email to scc4u@virginia.edu.  
 

ʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾ  
PLEASE PRINT ALL INFORMATION  

 
Todayõs Date: _____________________________________  Location you wish to Reserve: __________________________  
 
Organization________________________________________  Name & Position ______________________________________  
 
Address____________________________________________ Phone_____________________ Email___________________  
 
Event Name_________________________________________ Event Day/Date________________________________________  
 
Rain Site____________________________________________ Rain Day/Date_________________________________________  
 
Type of Event________________________________________ Event times (start/end) ____________________________________  
 
Purpose of your event (please be detailed): __________________________________________________________________________  

_________________________________________________________________________________________________________  

_______________________________________________________________________________________  

_______________________________________________________________________________________
_______________________________________________________________________________________  

 
Type of amplified sound________________________________ Amplified sound times (start/end) ___________________________  
 

ʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾʾ  
RESIDENCE LIFE OFFICE USE ONLY  

 

Ã Reservation Request Approved 
Ã Reservation Request Denied for the following reasons: ______________________________________________________ 

             __________________________________________________________________________________________________  

Ã Amplified sound approved contingent upon adherence to conditions stated above. If amplified or outdoor sound generates 

complaints from University community members (residents, faculty, administrators, staff) or neighbors in communities 
adjacent to the University, it must cease immediately.  

Ã Amplified sound request denied for the following reasons: ___________________________________________________  

            ___________________________________________________________________________________________________  
 
Signature: __________________________________________  Date: __________________________  
                  Assistant Dean of Students (or designee)  

Revised 4/07  
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RESERVATION POLICY FOR UPPER CLASS AREA SOCIAL SPACES 

 

 

GENERAL GUIDELINES  

 
1. All programming events held in the UCSA Area Social Spaces must be reserved through appropriate 

Senior Resident and Area Coordinator at least 2 weeks prior to the event.  Before a decision is made by 
the Senior Resident and Area Coordinator, the request may be reviewed to ensure that it meets the 
programmatic criterion.  The request may also be reviewed by the Assistant Director Housing Facilities 
to insure the physical space can meet the requirements. 

 
2. All events must comply with Housing Policies and University Standards of Conduct. 

 
3. Programs sponsored by residents, Resident Staff, or Area Councils will receive priority for reserving 

space. 
 

4. Responsibilities for reserving the social space include: 
a. Making sure the space is clean at the end of the event; this includes returning furniture to its 

proper place 
b. Calling UPD if individuals at the event are behaving in an appropriate manner, OR if the event 

becomes too difficult to manage and presents a safety or health concern 
c. Accepting charges and/or fines for any damage incurred during the event if the host is unable to 

identify the responsible individuals. 
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