Name: ______________________________
Date of Program: _____________________

Month Desiring Credit: _________________

Living Area: __________________________

Programming Worksheet

Get an Idea!

Brainstorm with other RAs and residents, survey your hall for suggestions, consider campus resources you can utilize, recreate a program you liked in past years, focus on some special interest or need….

	What’s the idea?
	What needs does it meet?
	Who’s it for?




Set Goals

What do you wish to accomplish through this program? What will you do to reach your goals? How will you know if you’ve been successful?

What is the theme/setting?:

What will residents walk away with?:

How will you define if this is a successful program?:

Get your program approved

Get your program approved your ACC in Residential Communities in order to get credit.

Approval signature:___________________________________ Date: ____________

Who’s going to help?

The more students you involve in putting the program together, the more you can expect to attend.

Who’s going to help?                 What are they going to do?

1.

2.

3.

4.

5.

Planning

Think of a creative name or theme to attract interest.  Consider possible dates.  You may want to check the college activities calendar for conflicting activities.
When is the event?

Where will it be held?

Identify possible conflicts:

Notify People

You probably want to talk to the other RAs and the professional staff about when your program will be.  For some programs you may need to reserve a specific facility in advance.

	Who do you need to talk with?


	What facilities do you need?
	What equipment is necessary?




Funding

List ALL related costs for the event.  Make sure to note ‘hidden’ costs as well.  Explain how these costs will be covered.

Advertise your program

Use a variety of methods to advertise your program.  Be sure that your publicity is timely, beginning at least one week in advance.

How are you publicizing the program?

What’s the second level of advertising?

Confirm your plans
Several days before your program, double check to be sure that everything is set (confirm with the speaker, necessary equipment is ready, facility is still available, snacks, clean up is planned, etc.)

What should be done ___ days before the event?                                                         □

What should be done ___ days before the event?                                                         □
What should be done ___ days before the event?                                                         □
What should be done ___ days before the event?                                                         □
HAVE THE PROGRAM!

Be prepared.  Arrive early to be sure that all preparations are in place.  Perhaps do a last minute round of the residence hall to encourage participation.  Be a host and a facilitator.

Follow-Up

Thank people for coming and helping.  Clean up.  Returned borrowed equipment.  Remove publicity items still up in the hall.  Send “thank you” notes.

	Who needs Thank You notes?

	What needs to be returned?

	Who will return it?

	Who is responsible for cleaning up?

	Who will take down publicity?


Evaluate
Take time to consider how the program went.  What went well?  Were your goals accomplished?  What could be done better next time?  Quality, not quantity, makes a program successful.  If the needs, interests, and expectations of the students who participated were met, then your program was worthwhile.

List problems you encountered while working on the program.

List unexpected events (both good and bad) that cropped up?

What would you do differently if you had to do the program again?

Name:_________________________________________  Date:______________

Submit this completed worksheet to Residential Communities no later than one week after the event to receive credit for the program.

