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University of West Florida

Honors Council Standing Orders
I. All decisions made by members of the Executive Board of the Honors Council are subject to approval by the Honors Program Director and Assistant Director.

II. The Executive Committee is in charge of leading and organizing the Honors Council and with assisting in the recruitment and involvement of incoming and current Honors freshmen. 
a. The Executive Committee consists of the Honors Council President, Vice President, and Secretary/Treasurer.
b. The Honors Council President will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director and Assistant Director and with assistance from the other members of the Executive Committee as necessary. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council President.
i. Honors Council Leave of Absence Process

1. Leave of Absence forms are due on the third Friday of every semester. No late forms will be accepted, except with the prior approval of the Executive Board.

2. Forms will be read by the Honors Council President at the Executive Board meeting after which they are received. Members of the Executive Board will then discuss each Leave of Absence request and vote to approve or disapprove of each request.

3. The Honors Council President will then inform each individual whether or not their Leave of Absence has been granted.

ii. Honors Council Member Review Process

1. At the beginning of each semester, the Honors Council President will look at the official record of member conduct and determine whether or not each member has met the attendance, event, and conduct requirements of the Honors Council.

2. If a member of the Honors Council has not met all requirements, the Honors Council President shall inform him or her that he or she is up for review.

3. At the review, the Honors Council President, Vice President, and Chair of the reviewed member’s committee must be present.

4. The President will inform the Honors Council member of the reason he or she is up for review. The member will then be given the chance to defend him- or herself or to accept the charges. The review committee will then have the opportunity to ask questions of the reviewed Honors Council member before discussing the appropriate disciplinary action to be taken.
5. The Honors Council member who is up for review is responsible for completing the requirements decided upon by the review committee in order to remain a member of the Honors Council the following semester.

6. Should an Honors Council member fail to complete the requirements mandated by his or her review process, he or she may be terminated from the Honors Council at any time if such action is deemed necessary by the Executive Board.

iii. Honors Council Fall Retreat

1. As specific duties are subject to change each year, this particular task requires communication with and direction from the University Honors Program Director and Assistant Director.

2. Typically, the Honors Council President is responsible for coordinating the outdoor events (such as the ropes course and kayaking) and for purchasing food for the Retreat.

iv. Ordering Honors Council Polos/Shirts

1. A new Honors Council polo or shirt is to be ordered every fall semester for members of the Honors Council. The color and specific design of the polo or shirt is to be determined by the Honors Council President.

2. Although the University Honors Program pays for these polos, it is customary for the President to determine an amount to be paid by each Honors Council member to help offset the cost. 

v. Honors Cultural Experience

1. The Cultural Experience is essentially an Honors “field trip” to a nearby city with cultural and historical significance. Typically, between ten and twenty students will be given the opportunity to participate in this weekend event, during which Honors students will visit museums, historical sites, and cultural events occurring in the city.

2. The Honors Council President will work with the University Honors Program Director and Assistant Director to determine the details of this event, which shall occur every semester.

vi. Honors Council Holiday Party

1. This event occurs at the end of the fall semester. It is the duty of the Honors Council President to issue invitations to Honors Council members and other special guests of the Council.

2. Since the party traditionally occurs at the University Honors Program Director’s home on the Thursday of “dead week,” it is the President’s duty to coordinate the itinerary of the evening, as well as to lead the “White Elephant/Dirty Santa” game.

3. The Honors Council President must also make it clear to members of the Honors Council that this event is a pot luck and that all attendees are expected to bring food.

vii. Honors Faculty Appreciation Week

1. This event occurs during the spring semester and its nature changes every year. It is at the discretion of the Honors Council President to determine the way in which Honors faculty will be acknowledged and rewarded each year.

viii. Honors Council End of the Year Party

1. This event occurs at the end of the spring semester. It is the duty of the Honors Council President to issue invitations to Honors Council members and other special guests of the Council.

2. The date and location of this event changes yearly, although it usually occurs at the home of the University Honors Program Director on the Thursday of “dead week.” 

3. It is the responsibility of the Honors Council President in conjunction with the Vice President to create superlatives for each member of the Honors Council.
4. The Honors Council President must also make it clear to members of the Honors Council that this event is a pot luck and that all attendees are expected to bring food.
ix. Honors Graduation Banquet

1. This event is primarily coordinated by the University Honors Program Director and Assistant Director, but the Honors Council President is in charge of introducing each member of the Executive Board of the Honors Council handing them their plaques. 

2. Other duties may be required of the Honors Council President as determined by the Director and Assistant Director of the University Honors Program.

c. The Honors Council Vice President will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director, Assistant Director, and Honors Council President, with assistance from the other members of the Executive Committee as necessary. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council Vice President.
i. Honors Freshman Orientation

1. Freshman Orientation always occurs the Saturday before the start of fall classes. It is the responsibility of the Vice President to inform all mentors that they are required to attend as this is where they will meet their mentees and help them become oriented to UWF and the University Honors Program in particular.

2. The Vice President works closely with the Assistant Director of the University Honors Program in organizing the event and making sure the Orientation goes smoothly.

ii. Honors Mentor Program

1. The Mentor Program is to help acclimatize Honors Freshman to the University Honors Program and to college. Mentors apply and are chosen by the Vice President of the Honors Council at the end of the spring semester each year. 
2. The Vice President organizes two training sessions in the spring, where mentors are then trained and informed of their responsibilities.

3. It is important that the Vice President make sure the Mentors are staying involved with their Mentees both the fall and spring semesters by completing a minimum of four events with at least two mentees present at each during both semesters.

iii. Geek Week

1. Geek Week is a week in the fall semester that is filled with both fun and informational activities left to the discretion of the Vice President and the Honors mentors.

2. Mentors are required to volunteer with or attend at least two events during Geek Week.

iv. Open House
1. Open House dates are dictated by the University, and the Vice President must be present at each one, or find someone to take responsibility if he or she is unable to attend one.

2. The Vice President should recruit volunteers from the University Honors Program to speak with potential students about Honors at these events.

3. The Vice President should make sure the Honors Presentation Board is present and up to date at Open House to inform possible incoming freshmen and their families about the University Honors Program.

v. Honors Welcome Calling Groups

1. Calling groups are organized by the Vice President with volunteers from the Honors Council at the request of the Honors Assistant Director.

vi. Trial Schedule Workshops

1. Trial Schedule Workshops are organized by the President and Vice President the week before registration after the following semester’s class times have been posted.

2. Volunteers are recruited  from both the Honors mentors and the Honors Council.

vii. Outstanding Student Organization Portfolio

1. This award is applied for once every year near the beginning of the spring semester. The Vice President is responsible for putting together and submitting the portfolio, and for recruiting several volunteers to help write the event descriptions for the portfolio.
viii. Honors Council Fall Retreat 

1. The Vice President is responsible for deciding the order in which every Honors Council member will go over The Wall. 
d. The Honors Council Secretary/Treasurer will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director, Assistant Director, and Honors Council President, with assistance from the other members of the Executive Committee as necessary. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council Secretary/Treasurer.
i. Honors Bank Account

1. Checks are to promptly be deposited by the Secretary/Treasurer when received.
2. The Honors Council Secretary/Treasurer is responsible for managing the check book, keeping accurate records on deposits and withdraws, and filling out appropriate forms for each for record keeping occurrence.
ii. Honors Council Meeting Attendance

1. The Honors Council Secretary/Treasurer is responsible for keeping a record of members' attendance, tardiness, premature departure, conduct issues, and lack of Honors shirt.
iii. Honors Council Meeting Agendas

1. The information for the agenda will be gathered during Executive Board meetings prior to each Honors Council meeting.
2. The Honors Council Secretary/Treasurer will be responsible for creating an agenda that presents  the topics for meeting discussion in an organized fashion.
iv. Honors Council Meeting Minutes

1. Minutes of both the Executive Board meeting and the Honors Council meeting must be taken in detail and sent to the Public Relations Chair to be posted to the Honors website.
v. Honors Council Member Binder

1. The member binder will hold record of points, Leaves of Absence, lists of events attended, and other important notes on all Honors Council members.
vi. Honors Scrapbook

1. A scrapbook providing photographic evidence of Honors Council events and happenings will be created yearly by the Honors Council Secretary/Treasurer.
III. The Public Relations Committee is in charge of maintaining a positive image of the Honors Council and University Honors Program at the University of West Florida and in the Northwest Florida Community. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council Public Relations Chair.
a. The Honors Council Public Relations Chair will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director, Assistant Director, and Honors Council President, with assistance from the members of the Public Relations Committee.

i. Advertising for Honors Events

1. The Public Relations Chair will be in charge of working with the Public Relations Committee and other volunteers to create banners, flyers, and other advertising materials for Honors events.

2. The Public Relations Chair is in charge of contacting the marketing department, the Voyager, the Pensacola News Journal, and other means of advertising for larger Honors events when applicable.
ii. Infinite Wisdom Supervision

1. The Public Relations Chair will work closely with the Infinite Wisdom Editor to ensure that issues of the newsletter are being released on time and with substantial content.

2. Public Relations Committee members will be responsible for providing content for the Infinite Wisdom and for recruiting other contributors.

iii. Monthly Pizza with a Professor Events

1. The Public Relations Chair will invite one Honors professor each month to give an informal lecture at Pace Hall about a topic of interest.
2. The Public Relations Chair is in charge of securing pizza (along with drinks, plates, cups, and napkins) for this event.

iv. Honors Website Maintenance

1. The Public Relations Chair will work closely with the Assistant Director to determine the content that will be included on the official University Honors Program website.

2. The Public Relations Chair will be responsible for learning basic HTML coding and how to operate the Dreamweaver web building software.

v. Honors Symposium

1. The Public Relations Chair will work closely with the Assistant Director to create a list of presenters for the Honors Symposium.

2. The Public Relations Chair will remain in close contact with all presenters for several months prior to the event in order to make sure that everyone is adequately preparing to present.

3. The Public Relations Chair is in charge of securing a date, time, and location for this event, as well as for arranging food and a program.

IV. The Fundraising Committee is in charge of raising money for the Honors Council to ensure adequate funding for all events organized by the Council for members of the Honors Program and University community. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council Fundraising Chair.
a. The Honors Council Fundraising Chair will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director, Assistant Director, and Honors Council President, with assistance from the members of the Fundraising Committee.

i. Civic Center Parking Events
1. The Fundraising Committee Chair is responsible for receiving and replying to emails from the Civic Center coordinator at the close of each month to schedule parking events for the upcoming month. 

2. The Fundraising Chair should request 5-7 volunteers from both the Honors Council and the program at large via e-mail and at Honors Council meetings to attend the parking event. 

ii. Barnes & Noble Bookfair
1. The Fundraising Committee Chair should contact Barnes and Noble in August to ensure enough time to schedule the Bookfair for December.
2. The Fundraising Committee should plan a theme, design events, and coordinate volunteers in the weeks prior to the event, working closely with Barnes and Noble contacts.

3. Advertising in the store is encouraged; this could take the form of a scheduled event, a presentation board, volunteers at the entrance, and flyers at the registers.

iii. Monthly CiCi’s Spirit Night Events

1. On the first Wednesday of every month, from 5-8pm, volunteers should be at Cici’s on 9th Avenue holding signs, refilling cups, etc., for the restaurant’s customers. A percentage of the total receipts donated will go to the program.

2. A one year contract must be made to do this fundraiser; typically Honors fulfills the spring semester obligation and the Academic Foundation class fulfills the fall semester. A new contract must be arranged in order to this fundraiser each year.
iv. Bakes Sales

1. Bake sales can be either traveling or stationary. They can be themed according to upcoming holidays. Healthy options like fruit, vegetables, and nuts should be offered in addition to the usual fare. 

a. Traveling bake sales are a good alternative to stationary sales because faculty and staff members are likely to have cash on them while many students are not. 
2. The Fundraising Chair is responsible for coordinating volunteers for baking and selling, reserving a table and/or a plan for traveling, and arranging an appropriate time and date for the sale.

v. Car Washes

1. Car washes can be held at the Circle K on 9 Mile and University, or in another parking lot as coordinated between the Fundraising Committee Chair and store managers.

2. To reserve a spot, a form must be filled out and signed at Circle K in advance by someone who is over 21 and willing to be liable for damages.

3. The Fundraising Committee Chair should recruit as many volunteers as possible since that is the best way to bring in cars. While it is not necessary, bright matching honors shirts make it clear to drivers that an organization is holding a car wash. Additionally, donation car washes are usually more lucrative than car washes with a prescribed price.
vi. Honors Merchandise Sales

1. Honors merchandise (including shirts, sweatshirts, and bags) is currently stored in the Honors closet and can be sold at Honors events and University functions. Items may also be given away as prizes when convenient. 

2. Currently, Honors shirts from years past are being crafted into quilts to be sold. Creative solutions like this one may be needed to sell the remaining shirts and bags.
vii. Gaming Tournaments

1. Gaming tournaments have traditionally been Halo tournaments, but this can vary depending on trends, new releases, and availability of games.

2. A schedule of play and a winner’s bracket should be arranged as soon as all gaming tournament participants have registered. 

3. Other things that the Fundraising Committee Chair should arrange include the tournament’s location, necessary equipment, games, volunteers, food, advertising, gaming rules, RSVPs, an announcer/emcee, and prizes for the winners. 

4. Working with the Video Gamers Alliance would be beneficial.
viii. Murder Mystery Ticket Sales

1. Working closely with the Social Committee for this event is important; both committees should share responsibility for this event. 

2. A theme for the night can be chosen according to popularity and at the discretion of chairs; the play can be purchased at http://www.murder-mystery-game.com or similar site. 

3. Ticket sales via e-mail are convenient; reservations can be made and tickets paid for at the door. Prompt reply to emails is important. Tabling may also be a convenient means of ticket sales.

V. The Service Committee is in charge of creating opportunities for Honors students and interested volunteers to earn community service hours and reach out to those in need in Northwest Florida and beyond. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council Service Chair.
a. The Honors Council Service Chair will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director, Assistant Director, and Honors Council President, with assistance from the members of the Service Committee.

i. Halloween Food Drive

1. Traditionally, the Honors Council places collectors and collection containers outside of the annual Halloween party location.  The cans are required for entry and are collected for Manna Food Bank.  The service chair calls Manna Food Bank to schedule a pick-up.

ii. Make-a-Difference Day

1. Varies by year.  Any large, worthwhile project that the entire Great Books class can participate in is sufficient.

iii. Habitat for Humanity Events

1. The Service Chair must coordinate with Habitat for Humanity to schedule dates and times of events.  A list of preparation activities for this event includes:

a. Shop for food ahead of time.  $30 budget.

b. Print directions for all carpools.

c. Put together Volunteer UWF paperwork.

iv. Ronald McDonald House Events

1. The Service Chair must coordinate with Ronald McDonald House to decide when volunteers will cook for the residents.

2. It is up to the Service Chair to choose approximately five volunteers for this event.

v. Adopt-a-Highway Events

1. The Service Chair must coordinate to determine the date of the clean-up.  He/She must also pick up signs, put them up, and purchase water ahead of time for the volunteers.

vi. Relay for Life

1. It is the responsibility of the Service Chair to find a volunteer in the beginning of the fall semester who is willing to serve as the Honors Relay for Life Team Captain.

vii. Various Drives
1. Blanket Drive

2. Food Drive

3. Ronald McDonald House Drive

4. March for Babies Drive

VI. The Social Committee is in charge of planning events during which Honors students may socialize and form strong bonds with one another outside of the classroom setting. The following list is not exhaustive and reflects only a majority of events coordinated by the Honors Council Social Chair.
a. The Honors Council Social Chair will be in charge of organizing or assisting in the organization of the following events and processes under the direction of the Honors Program Director, Assistant Director, and Honors Council President, with assistance from the members of the Social Committee.

i. Great Books Ice Cream Social

1. This event is typically held in the second week of classes outside of the Great Books classroom and should be announced in class in the week prior to the event.

2. This is a time for the University Honors Program to welcome the new freshman. Therefore, this is one of the few events where there should not be anyone in the Great Books class volunteering to help; this is a time for active members to volunteer.

3. The Social Committee Chair should make sure that tables are reserved through reservations to be outside of where ever the Great Books classroom is.

4. Typically you want to account for all types of tastes and dietary needs by including a non-dairy option for the freshmen.
ii. Themed Pot Lucks

1. The frequency and themes of potlucks largely will depend on how many events the Social Committee is working on and the willingness of Honors Council members to participate. Some traditional pot lucks include a welcome back, Thanksgiving, Valentine’s Day, and St. Patrick’s Day.

2. It is the main concern of the Social Committee Chair to make sure there will be paper goods (such as plates, forks, and cups) provided at the pot luck.
iii. Honors Halloween Party

1. It is the responsibility of the Social Committee Chair to a space for this event immediately upon entering in the fall semester if a space has not been secured during the previous spring semester.

2. This is the largest Social Committee event for the Honors Council because it counts as an extra credit opportunity for the Great Books class. 

3. Attendees are required to bring a specified number of canned goods for admission to the party. A collection area for the cans will be arranged in collaboration with the Service Committee.

4. The food for this event is typically provided in a pot luck fashion by the Honors Council members.

5. Signing the Book of the Dead is traditional for keeping the party’s attendance.

6. It is the Social Committee Chair’s duty to announce results for both costume contests and to make sure there are prizes for all winners of the Great Books and non-Great Books contests.
iv. Great Books Study Session

1. It is the responsibility of the Social Committee Chair to organize a study session for the Great Books Final Exam each fall semester. Specifically, there should be several former Great Books students available to lead group discussion of the exam questions; there should be food (typically pizza) available for all in attendance; and there should be a space reserved for the study session (usually the upstairs TV Lounge in Pace Hall).

v. Ladies & Gents Day

1. One day is chosen during which the men and the women of the University Honors Program are allotted separate budgets of $25.00 each. On this day, members of each gender separate and plan their own events using this budget.

2. Typically there is a fun rivalry, and to up the stakes the Social Committee Chair might offer more funding to the group who is able to achieve the higher attendance.
vi. Honors Formal

1. It is the responsibility of the Social Committee Chair to reserve a space for this spring event by the middle of the fall semester as availability can be very difficult to come by in the spring.

2. The formal is an event for the whole program and will probably be the second largest event of the year and therefore will require a large budget.

3. Admission is typically free and food is provided; this is the Honors Council’s way of giving one last event to the program at the end of the year. 
vii. Murder Mystery Dinner

1. This is an event that should be done in conjunction with the Fundraising Committee as ticket sales will generate revenue for the Honors Council.

2. Separate sub-committees for food, marketing/advertising, acting, and logistics/sales are suggested to keep the event manageable. 

3. Lots of volunteers for serving, acting, cooking, and sales will be needed on the night of the event itself. 
viii. Assassins

1. This event is typically held during the fall semester while Great Books is still in session.

2. The Social Committee Chair will find one person responsible for refereeing/judging the Assassins game. This volunteer will be the one that is called when a participant “assassinates” another.
3. It is the responsibility of the Social Committee Chair to work with the referee/judge to create a bracket for the participating members and to alter this bracket as players are eliminated from the game.

4. There is typically a small fee for participating in Assassins. At the end of the game, the fee money will be used as prize money for the ultimate winner. 

ix. Campus/Community Outings

1. Skate Nights

2. Laser Tag

3. Movie Nights

4. Manhunt/Sardines/Capture the Flag

5. Pillow Fight

VII. Executive Board members are expected to space their events as evenly as possible throughout the course of the academic year to ensure consistent involvement of Honors Council members and Honors Program students.
VIII. Although each Honors Council member is only obligated to serve on one committee, it is expected that Council members will volunteer to assist with all Honors events for which they are available to do so.
