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History of the Hall

Nifty!  It all started in the fifties…

History of Douthart Hall: Our Roots

Douthart Scholarship Hall was built in 1954 in honor of Lela Douthart and Ava Douthart Chronister.   Lela Douthart was a longtime teacher at Wyandotte High School in Kansas City, Kansas.   Her sister, Ava Douthart Chronister, was a member of KU's class of 1889 and died in 1945.   Money came to the KU Endowment Association through a bequest in Lela's will.   That gift was augmented by Ava's estate at the time of her death.  

A special friend to Douthart women since the erection of Douthart itself has been Mrs. Juanita Strait.  Mrs.Strait lived in the house just east of Douthart (across Louisiana Street).  Unfortunately, Mrs. Strait passed away last year.  She was known, in her healthy years, for bringing flowers or cookies to socialize with Douthartians.

There are many proud moments in Douthart history.  One such event is the infamous Red Bandana Raid that occurred not so many years back.  The raid was staged during Loopy Day, a weekly water fight established by Pearson Hall and a schol hall tradition.  Defying the notion that female halls are mere victims during Loopy Day, the Douthart women—brazenly wearing red bandanas—stormed the Pearson porch and held the position.  For the rest of the year and there on after Douthart women have known the red bandana as a symbol of that victory.  

Every five years, the hall hosts a reunion for all Douthart alumnae.  Through these experiences, we can glean a more thorough, less textbook history of our great hall.  For example, new women will come to find out that the grill is the "bloodsucking b***h from which there is no escape."  This title goes back years.  Other examples include the fact that Douthart's "SHD" was originally a "house mother" position, and there is more than a sportsmanlike reason for the baseball bat in the front hall closet.  Henry, our supply closet, is so named after the handyman who maintained the building in the olden days.  Ahh yes, much can be learned from our old old women.

Excitingly, next year will be the fiftieth anniversary celebration of our beloved hall.  Plans are underway for a fantastic occasion!  We’re expecting a big turnout with many alumnae from far across the Midwest and beyond to unite again (or for the first time) to share stories, laughs, and probably, parking spaces.  Mark your calendars!

Not an inch of our old building is without some history, so grab the scrapbooks, an old woman and a cozy piece of couch.  

Traditions

Rad!  This is like high school—only funner!

Douthart Traditions:  Old and new

Big Sister/Little Sister Program

Each new woman (little sister) is paired with a returning woman (big sister) whose entire goal in life is to ease the transition to college and schol hall life.  The H.A.W.K. Officers are in charge of the program.

Candlelightings

Is there someone special in your future?  If so, let your roommates know.  They will plan a special candlelighting ceremony for you.  They should contact the SHD, who will help them set a date for the ceremony.  Usually the roommates plan refreshments for the candlelighting.  Then everyone gathers in the living room as the lights are turned low and the candle is passed around the circle the proper number of times before the lucky lady blows it out.


Once around the circle


Special Friend


Twice around the circle


Promised


Three times around



Engaged, without a date


Four times around



A wedding date is set


Five times around



Baby on the way

Candlesnuffing

The antithesis of candlelightings.  Is there a special stalker in your life?  If so, let your roommates know.  After successfully obtaining a banning order, they should contact your H.A.W.K. Officers who will help them set a date for the ceremony.  By special invitation, your guests will gather in a circle and pass the candle, while cursing the existence of said stalker until the lucky lady snuffs it out.


Once around the circle


Mildly annoying creepy guy/girl


Twice around the circle


Actual stalker status


Thrice around the circle


Police involvement


Four times around



Dumped fiancé


Five times around



Divorced

Digger

The only permanent male resident of the hall and most prized possession of any Douthart woman.  This little Dalmatian is the unofficial mascot of our hall.  At each hall meeting Digger is passed along to a different woman because of her kindness, helpfulness, or blatant lobbying.  Though a favorite trick by residents, it is frowned upon to give Digger to one’s roommate.

Douthart Dating Story

Eyeing some special schol haller?  Douthart Dating Story is an annual mega group date where you have the chance to be set up with someone you either 1) have a crush on, 2) have never seen (but hopefully will want to see again), or 3) know and will have a good time with.  Let your roommates know whom you’d like to spend the evening with and they’ll flex their matching muscles… or take a chance and let them surprise you.  At the appointed time, all the Douthart women head downstairs and discover their dates.

Farewell Banquet

This is the last big bash before we scatter to the winds, summer flings, and sucky jobs back home.  We have a nice dinner that none of us has to cook and celebrate the graduations and apartments that steal our womenfolk.  From "The Empty Bed Award" to the "Benedict Arnold Award," we are all winners of the highly sought after and inexplicable prizes.

Formal

Lawrence's premier social event and most exclusive dance.  Each winter Douthart women and our chosen dates gather for a night of glamour and grinding.  In the past, Douthart has usually hosted Formal with only one men’s hall, but the newest trend is to have a four-hall formal.  In any case, our wonderful Socials will no doubt choose only the best hall/s for our women to join on this annual occasion.  So save your glitter and prom dresses--Douthart women are known for making an entrance.

Pole Dancing

The perfect stress reliever.  No matter the weather, sometimes we just can’t help ourselves from dancing on the fabulous Douthart porch.  Don’t worry if you’re shy—-just grab Amanda and she’ll show you how it’s done.

Red Light Night

Wouldn’t you like to know!  Red Light Night is the one tradition not to be revealed in these pages.  Go ahead and ask your roommates—but they won’t tell you what it is.  The details of this event will all be shared in good time.  Just be prepared for an extraordinary experience!

Study Breaks

Some will try to mislead you, but no hall has perfected the art of the study break quite like Douthartians.  Whether it is decorating door bricks (don’t tell the Fire Marshall!), playing “How well do you know your roommate?,” or watching Must See TV, Douthart women know how to take a break from the grind of schoolwork.

F. Y. I.

Right on!  Gimme the skinny and all that jazz...

F.Y.I. : Nobody’s too cool for schoolin’

All Scholarship Hall Council  (ASHC)

A.S.H.C links all the scholarship halls together.  The council is your voice within the scholarship hall system and on campus.  ASHC works closely with the Department of Student Housing (DSH) to fulfill your basic needs, like the mythical 2-ply toilet paper.  The council also plans activities at the beginning of each semester to help people get to know one another.  ASHC will continue to sponsor events throughout the year, so take every opportunity to get involved.  Each resident is encouraged to participate in ASHC by attending meetings and/or helping on one or more committees.  Your ASHC representative or hall president would be happy to talk to you about what you can do for ASHC or what ASHC can do for you.

Buzzing

Each resident is assigned a buzz that is used to let them know when they have a phone call, a visitor, or are otherwise needed.  In addition, other buzzes herald such awaited things as meals, meetings, mail, and emergencies.

Buzzing Codes: Da (-) and Dit (.)


Visitor/phone call on 1st floor:  personal buzz, pause, dit (.) Repeat 


Visitor/phone call on 2nd  floor:  personal buzz, pause, dit dit (..) Repeat


Visitor/phone call on 3rd   floor: personal buzz, pause, dit dit dit(...) Repeat


Visitor/phone call in basement:  personal buzz, pause, da (-) Repeat

Special Buzzes:


Da (-) a.k.a. "long buzz" signals meals, meetings, and special events


Da Da (--) signals MAIL 


Da Da Da Da (----) emergency/evacuate/wake up, the hall is on fire!!!

Please use courtesy when buzzing; unnecessary buzzing is obnoxious, disturbs people, and can result in a hall warning.  Note: Slow buzzing on the second floor has been known to attract glares from unhappy residents!  Remember, no buzzing during quiet hours from 11pm to 8am. 

Computers 

We have computers of varying levels of operation, (ok, so some don't always work) located in Henry.  You may use them for your internet surfing and printing needs, but please be courteous to your hallmates who are similarly addicted to their email.  Feel free to use the Henry printer but bring your own paper, as it is generally not provided.

Late Plates

If you are unable to make it for lunch or dinner, you may receive a late plate.  All you need to do is sign up on the white sheet on the fridge in the kitchen.  You can also mark your preferences and special dietary needs when signing up, such as "lots."  It is the responsibility of the person signed up to clean or dispose of her late plate within 24 hours.  If this rule is not followed, you may find the contents of your late plate dumped over your head in the middle of the night, so beware!

Laundry

Each resident is allotted 2 hours of laundry time and one extra hour of drying time per week.  (If you do not use it, you lose it.)  Sign up for these times is in the laundry room.  It is in everyone's best interest for you to stick as close as possible to your scheduled time.  It is also unadvisable to leave your laundry in the laundry room for extended periods.  Laundry is now 50 cents per load (25 cents per wash and 25 cents per dry), so budget accordingly.

Money and Stamps

If you need spending cash or stamps, the treasurer of our hall has a cash box that is used to cash personal checks between $5 and $20, and to purchase stamps (for writing home to ask for more cash).  Payment of the social fee is required for use of the cash box. 

Quiet Hours

This is done as a courtesy to those silly people who study and sleep at night.  Between the hours of 11pm and 8am, there is no piano playing, buzzing (except in emergencies,) loud stereos, screaming fits, or wild orgies (hey, "orgy" means party in French).  Quiet hour violations will incur the wrath of the proctor, and can result in warnings and j-boards.  See J-Board section for further clarifications. 

Parking

If you have a car, you will need to purchase an Alumni Place (AP) parking permit at the Parking Department during HAWK Week.  This permit allows you to park in the designated AP parking areas near the hall.  

Phone Duty

Each resident is given a one-hour weekly phone duty assignment at the beginning of each semester.  You will also be assigned about four 1.5 hour weekend rotational phone duties at that time.  Phone duties are tons of fun to skip, but if you are AWOL, you will be subject to the procedures explained later in this handbook under "Phone Duty Guidelines and Warning Procedures."  The vice-president can answer any other questions.  

Television

The television can be reserved by posting a note in advance on top of the TV.  Otherwise, group TV watching is an exercise in compromise.  There are often groups watching some more popular shows like "Friends" and the “American Idol” or the ever-popular soap opera "Days of Our Lives."  Feel free to join in (or mock the chosen show).  Don't forget, you can also reserve the TV to watch videos (that is, if the VCR is working.) 

Constitution
Dope!  Yep, can’t smoke that here either…

CONSTITUTION OF DOUTHART HALL

2003-2004

ARTICLE I: NAME

The name of this organization shall be the Douthart Assembly.

ARTICLE II: PURPOSE

The purpose of the Douthart Assembly shall be to create a spirit of unity among the residents to promote and maintain high scholastic standards and to regulate all matters pertaining to the residential life not provided for in University regulations.

ARTICLE III: ORGANIZATION

Douthart Hall is a scholarship hall for women organized on the basis of cooperative living.  Residents are chosen by a committee consisting of the scholarship hall residents.  A Scholarship Hall Director appointed by the University of Kansas acts as a supervisor of the activities of the hall and as a counselor for its members while they are residents.

ARTICLE IV: MEMBERSHIP

All undergraduate women residing in Douthart Hall shall be members of the Douthart Assembly.

ARTICLE V: OFFICERS

Section A. Executive Officers

1.
The executive officers shall be composed of the President, Vice-President, Treasurer, Secretary, Social Chairpersons (2), an ASHC Representative, and H.A.W.K. Advisors/ Programming Chairpersons (2). 
2. Officer responsibilities

a. The President shall:
1. Call and preside over all regular meetings of the Hall Assembly and Executive board.

2. Excuse absences from house meetings, according to Article VII Section B.

3. Call special meetings of the Executive Board or Assembly when necessary.

4. Appoint special committees necessary to transact the businesses of the hall and shall serve as an ex officio member of these committees.

5. Represent Douthart at University functions and at the Office of Residential Life.

6. Represent Douthart at the ASHC presidents round table.

7. Serve as a member of the All Scholarship Hall Council.

8. Be in charge of room and roommate assignments and aid any necessary changes between semesters in conjunction with the SHD.

9. Have Sunday and rotational phone shifts.

b. The Proctor shall:
1. Post sign-up shift lists for the week preceding the beginning of classes each semester and during finals.

2. Post, distribute, and update shift definitions.

3. Assign and supervise all of the hall’s regular and Sunday shifts.  Regular shifts will be assigned according to each resident’s seniority, class, and work schedule, and shift preference.

4. Establish shift standards and conduct routine check to ascertain the completion of shifts to these standards as deemed necessary by the SHD, but occurring no less than twice a week.

5. Obtain needed maintenance service for the hall through the Housing Office.

6. Act as a liaison between the residents of the hall, the Office of Residential Life, and other university offices.

7. Supervise a fire and tornado program to be held at the beginning of the year to inform residents of emergency procedures.

8. Be exempt from all shifts: regular, Sunday, and phone shifts.

c. The President and Proctor, working in close cooperation, shall:
1. Write letters to all incoming women during the summer.

2. Work in close conjunction with the Executive Board and the SHD in matters concerning the hall and its members.

d. The Proctor and SHD, working in close cooperation, shall:
1. Oversee closing and opening of the hall at functions, with one closing and one opening.

2. Alternate the above duties as they see fit.

3. Be responsible for locking up all hall valuables for breaks as directed by complex director. 

e. The Vice-President shall:
1. Perform the duties of the President in her absence.

2. Assign and oversee phone duties, buzzes, and the closing of the hall each night.

3. Assign a hall closing schedule to the Executive Board when regular shifts are not in effect-finals week, vacations, orientation week.

4. Label in/out board and mailboxes.

5. Post quiet hours during finals week.

6. Be responsible for revising the constitution and House Rules, and the J-Board rules, before leaving the office and throughout the year.

7. Call and conduct room checks with the assistance of the Food Board Chairs.

8.
The Vice-President may give warnings for phone duty violations, noise level violations, and room check violations. 
9.
Type the revised constitution at the end of each year.

10.
The Vice-President will be the J-Board chair.  She will step down as chair when presenting a J-Board or when being J-Boarded

11.
Be exempt from Sunday shifts and regular and rotational phone duties.

f. The Secretary shall:
1. Keep the minutes of all regular and special house meetings.

2. Take roll at house meetings.

3. Post within 48 hours after each house meeting, the minutes of the preceding house meeting.  Minutes must also be sent out over the hall listserv within the same 48-hour time period.  The time of posting will be written on the minutes.

4. Remove the minutes 48 hours after posting and check for the initials of women who were absent from the meeting.

5. The Secretary may give a warning when a resident has an unexcused absence and when a resident fails to sign the hall minutes.  On a resident’s second warning, the resident will be J-Boarded.

6. Take charge of necessary correspondence.

7. Compile a list of resident’s summer addresses and distribute one to each resident at the end of the year.

8. Keep track and collect forwarding addresses of non-returning residents.  

9. Be in charge of forwarding mail weekly. 

10. Be exempt from rotational phone duty.

g. The Treasurer shall:
1. Maintain Douthart’s University account at Carruth O’Leary.

2. Maintain the cash and stamp box.

3. Prepare a budget for each year and present the proposed budget to the Hall Assembly for approval at the beginning of the year.

4. See that all hall expenses, which were not previously approved in the budget, are voted upon.

5. Determine in conjunction with the Executive Board and with the approval of the Hall Assembly, the social fees for each semester
6. Collect fees from each resident when necessary.

7. Keep and dispense all social fund money in conjunction with the President.

8. Order magazines for the hall.

9. Procure all receipts for expenditures and preserve these receipts in regular order.

10. Buy gifts for graduating residents for the Farewell Banquet.

11. Be exempt from regular phone duty.

h. The Social Chairpersons (2) shall:
1. Conjointly coordinate the social budget with the Treasurer.

2. Be responsible for organizing all social functions of the hall, including, Winter Formal, Farewell Banquet, Traditions Night, dinner exchanges, hall sponsored ASHC functions and parties or other hall functions as they see fit.

3. Work with the H.A.W.K. Officers/ Programming Chairs in planning Hawk week events.

4. Generally maintain hall traditions including organization and ordering of hall souvenirs.

5. Represent Douthart at the ASHC social round table.

6. Work with ASHC in planning ASHC social functions.

7. Buy necessary gifts, including those for the Farewell Banquet.

8. Fill out event evaluations by the following hall assembly.

9. Be exempt from rotational phone duty.

i.
The ASHC Representative shall:
1. Represent the hall in ASHC meetings.

2. Report all organizational activities to the Hall Assembly.

3. Be responsible for recruiting residents as needed for ASHC committees.

4. Serve as an intermediary between residents and the organization for the mutual exchange of ideas.

5. Be exempt from rotational phone duty.

j.       The H.A.W.K. Officers (Hospitality Advisor’s for Women’s

            Knowledge)/ Programming Chairpersons (2) shall:

1. Send a letter to all new residents in order to welcome them and familiarize them with the hall.  This letter shall be sent during the summer months.

2. In conjunction with the Social Chairpersons, organize activities at the beginning of each semester in order to integrate new residents in to scholarship hall living.

3. Compile a handbook to be given to the new residents explaining the hall rules, political procedures and traditions.

4. Post name tags on doors at the beginning of the year.

5. Be Douthart’s representative to the ASHC hall orientation team.

6. Organize ‘Big/Little Sister’ functions.

7. Be responsible for organizing study breaks

8. Be responsible for design and purchase of hall t-shirts for move-in day.

9. Be responsible for care packages/ cards for illness and other appropriate events.

10. Be responsible for organizing and posting birthday calendars and reminders and providing birthday cakes.

11. Be responsible of at least one educational programming event in the hall per semester.

12. Educate residents of the life of Juanita Strait. 

13. Fill out event evaluations by the following hall assembly.  

14. Be exempt from rotational phone duty.

k.  
The Food Board Chairpersons (2) shall:
1. Help plan the menus along with the SHD, cooks and any other interested residents.

2. Help conduct room check for Douthart hall kitchen utensils with the Vice-President.

3. Hold food board meetings with the SHD and cooks one week before the menu deadline set by the SHD every month.

4. The Food Board Chairs may give a warning for the failure of cooks to attend food board meetings or to fill out ingredient request sheets in a timely manner.  On a cook’s second warning, the cook will be J-Boarded.  

5. Work in conjunction with the SHD to ensure that the menus and recipes are available and ready each month.

6. Monthly compile and distribute to cooks an inventory list of surplus ingredients one week prior to food board meetings.

7. Reorganize freezers weekly.  

8. Previously have been a dinner cook.

9. Assist the SHD as necessary in preparing the food budget and weekly grocery shopping.

10. Be exempt from rotational phone duty.

3.
As a body, the Executive Board shall function in the following 

           capacities:
a. Meet at the discretion of the President.

b. Have the power to interpret the Douthart Hall Constitution and House Rules, except those made by the University.

Section B. Auxiliary Officers

1. The Auxiliary Officers shall be the Historians (2), Academic Resource Chairperson (1), Food Board Chairpersons (2), Sports Chairperson (2), Community Service Chairpersons (2), Alumni Chairperson (1) and Environmental Chairperson (1).

2. The Auxiliary Officers meet at the discretion of the President.

3. Auxiliary Officers shall be subject to the same grounds for removal of office as those stated in Article VI, Sec. A, 5.

4.
The job descriptions of the Auxiliary Officers are as follows:

a. The Historians (2) shall:

1. Compile the hall scrapbook, which chronicles the annual activities of the hall to be finished before the start of classes for the next academic year.

2. Take and/or collect snapshots of hall activities and collect publicity articles concerning the hall and its residents to be displayed in the scrapbook.

3. Report all news concerning the activities of the hall to the ScholHaller. 

4. Arrange a time and place for the hall picture to be taken.

5. Be responsible for design and purchase of hall apparel as deemed necessary by residents.  

b. The Academic Resource Chairperson (1) shall:

1. Keep the hall computers, printers, and scanner in a good functional state.

2. Work in conjunction with the SHD to provide computer supplies such as printer ink and typing paper.

3. Represent Douthart on the ASHC ARC committee.

4. Organize and keep all academic materials and bookshelves in good order.

5. Maintain Douthart’s list serve and web page.

c. The Sports Chairpersons (2) shall:

1. Promote and organize sports related study breaks.

2. Organize hall teams for intramurals, playing dates and be responsible for getting jerseys, if deemed necessary by team players and collecting the required participation fees.

3. Organize camping schedule for KU basketball games if residents express interest.

d. The Community Service Chairpersons (2) shall:

1. Be responsible for obtaining information from community organizations at KU and/or the Lawrence community.

2. Post community service opportunities on their bulletin board.

3. Organize at least one community service event for the hall each semester.

4. Work in conjunction with the ASHC Community Service chair and notify residents of events and encourage participation.

5. Be in charge of Rock Chalk points if the hall chooses to participate in it.

e. The Environmental Chairperson (1) shall:

1. Organize and label the recycling bins throughout the hall.

2. Be a member of the ASHC Environmental committee.

3. Encourage all residents to recycle and/or compost.

4. Be responsible for composting effort with KU when it is available.

5. Keep up to date with current recycling efforts and inform the hall of any necessary changes.

f. The Alumnae Chairperson (1) shall:

1. Keep an ongoing file of past residents’ addresses and a record of correspondence.

2. Keep the Adams Alumni Center updated with address changes of former residents.

3. Provide Adams Alumni Center with a list of names and reasonably permanent addresses of all women who move out of Douthart, including SHDs and non-seniors.

4. Coordinate plans for alumnae gatherings every five years in the fall to coincide with when Douthart was opened in 1954.  Therefore the years are 2004, 2009, 2014, etc.

5. The alumnae chair may be invited to Executive Board meetings during the fall semester of the five year alumnae gatherings.

6. Coordinate annual alumnae teas or open houses.

7. Keep old scrapbooks in good repair.

8. Be responsible for an Alumnae letter once a year.


h. The Health Chair shall:

6. Maintain a health information bulletin board 

7. Organize at least one health related event for the hall each semester.

8. Stock health supplies from Watkins Memorial Health Center for residents’ use, including the first aid kit.

9. Coordinate with the ASHC Health Chair on blood drive and other health event information.

Section C.  Judicial Board

1. Membership

a. The Vice-President is the J-Board Chair.

b. The J-Board Vice-Chair is a returning woman elected in the spring.  She serves on the board at all times.

c. The J-Board member is a new woman elected in the fall.  She serves on the board at all times.

2. Function

a. To resolve problems and conflicts concerning hall members and general issues with the hall and its maintenance and standards.

b. Standards defined as:

1. Incomplete or missed shifts.

2. Unexcused absences from hall meetings and/or executive board meetings.

3. Theft of hall property.

4. Failure to close the hall at night.

5. Failure to escort guests.

6. Failure to comply with Douthart House Rules.

3. Procedure

a. The Proctor, Vice-President, Secretary or any resident may bring a complaint to the J-Board.  No anonymous submissions will be accepted.

b. Written notice of offense and J-Board hearing will be given to the offender.

c. The J-Board will meet weekly at a time designated by the chairperson.

1. If the offender cannot be present at the specified meeting time, then she must notify the J-Board chair to designate an alternate time.

2. If a J-Board member cannot be present or is the subject of the J-Board, a J-Board alternate will serve in her place.  

d. The J-Board Chair will preside over the meeting.  If it is the J-Board chair that is being tried, the Vice-Chair shall preside over the hearing.

e. All subject matter of each meeting shall be kept confidential.

f. The vote must be unanimous.  If a consensus cannot be reached the case will then be heard by the Executive Board.  If the Executive Board cannot reach a decision, then the accused is acquitted.

g. All offenses for missed or incomplete shifts are sent directly to and are heard by the J-Board

h. If found guilty by the J-Board the resident must complete her penalty shift in the time allotted and must notify the Proctor of the completion of the shift.

1. Failure to notify the Proctor of the completion of the shift will be treated the same as an incomplete shift.

2. The length and severity of the penalty shift should be proportional to the severity of the offense as well as the amount of prior offenses.

4.
Meeting Format
a. The J-Board will meet at the weekly allotted time.

b.
The charge is brought before the J-Board and the case is presented by those bringing the complaint.  Then those presenting the cases shall leave the room.

c.
The accused woman then presents her case and gives her plea to the J-Board and then exits the room.

d.
 Witnesses and evidence may be used for either side’s case.

e.
 The J-Board (with SHD present, but not as a voting member) then discusses the infraction and decides on guilt or innocence and whether a penalty shift is necessary, and the time period allowed for the penalty shift.

f. 
The J-Board chair will inform those involved of the verdict and penalties (if necessary).

5.
Case Completion
a. Records and details are to be recorded by the chairwoman on the Judicial Hearing sheets provided by housing.

1.
These must be signed by the Chair and the alleged offender.

2.
Copies are to be kept in the J-Board notebook, by the offender, and by student housing.

b.
The penalty shift will be completed within the given time and the proctor shall be notified when the shift is completed.

6.
General Rules
a. Any resident from the Hall Assembly can report a complaint to the J-Board Chairperson or proctor.

b. All complaints brought before the J-Board must be investigated by the Proctor, Vice-President or shift head to determine the validity of the charge.

c. The J-Board reserves the right to refer any case to the Department of Student of Housing.

7.
Penalties
a. Missed phone duties, unexcused absences from Executive Board and/or hall meetings, failure to sign hall meeting minutes, room check violations, and failure to fulfill food board obligations.  

1. The first offense results in a written warning

2. The second offense results in a J-Board hearing.

b. Theft or destruction of hall or resident property


1. Return, replace or reimburse the hall or resident for stolen property.

2. The incident will be reviewed by the J-Board and Executive boards and will be reported to the SHD for possible Department of Student Housing sanctions.

c. Failure to properly close the hall

1. The first offense will result in a written warning. 

2. The second offense will result in a J-Board hearing.

3. Multiple offenses will result in a reassignment of phone duty.

d. Failure to escort guests

1. A written warning will be given for the 1st offense.

2. The second and following infractions will result in a J-Board hearing and a referral of guest conduct to the SHD.

8.
Special Cases
All offenses not covered by the J-Board guidelines will be dealt with by the SHD and the J-Board Chair.

ARTICLE VI:
ELECTIONS AND APPOINTMENTS
Section A. Executive Officers

1. Nominations

a. Women interested in the position of President, Vice-President, Secretary, Treasurer, Social Chairpersons (2), ASHC Representative, H.A.W.K./ Programming Chairpersons (2) and Food Board Chairpersons (2) shall submit letters of intent that shall not exceed 8.5 by 11 inches containing their qualifications and recommendations to the incumbent President one week prior to the announced date of the election.  These letters of intent will be posted and read before the Hall Assembly and discussed before the votes are taken.  Petitioners for these offices are also qualified for the candidacy for other Executive offices, which are voted on after the vote on the office is sought, if they do not win that office.  In the case of nomination, the nominee must be present or must have notified the President in advance that she would accept that office.

2. Elections 

a. The annual election of the Executive officers will be held in conjunction with the first Hall Assembly of April.
b. Elections will occur in the order of President, Vice-President, Secretary, Treasurer, Social Chairpersons, ASHC Representative, H.A.W.K./ Programming Chairpersons and Food Board Chairpersons.  If there are no candidates for a position, that position may be voted on last.

c. The Elections Chair is the outgoing president.  The chair will refrain from voting unless needed for a tie breaker vote.  In the event that the chair is a returning resident running for a position, the incoming proctor will assume the position of chair for the election of that position only.

d. All elections shall be by secret ballot.  Absentee ballots will be allowed only for the Presidential election.  The ballot will be given to the SHD and it will be counted once only. The SHD, incoming proctor and Elections Chair will count the ballots.

e. A majority (50% plus 1) of the votes cast is necessary for election.  85% of the returning residents must be present.  If there is not a majority on the first ballot, a second vote must be taken on the two highest candidates.  Candidates for Social Chairpersons, H.A.W.K./ Programming Chairpersons and Food Board Chairpersons are elected individually, not together on one petition.

f. The margin of victory shall remain confidential.

g. If an officer resigns or is impeached, an emergency election may be held to elect a replacement.

h. Any non-winning petition holder can choose to “trickle down” to any position which is voted upon after the one she ran for.

3. Qualifications

a. The President and Proctor shall have resided in Douthart for at least two semesters, including the semester of the election.  The Proctor must meet all eligibility requirements set forth by the Office of Residential Life.

b. All other officers shall have resided at Douthart for at least the semester of the election.

c. A woman running for an Executive Board position should not be on academic probation for her grade point average.

4. Term of Office

a. The Executive Officers shall serve for one year, beginning one week after elections in the spring and continuing through to one week after elections the following spring.  However, shift exemption for Executive Officers will last for the duration of the academic year for which they were elected.  Outgoing officers must have the office information to the new officers by the first day they take over that office.

b. The Proctor shall serve for the entire academic year Aug 1- May 31.

c. The outgoing and the newly elected officers shall attend an Executive board meeting shortly after the elections.

d. Vacancies on the Executive Board shall be filled by Hall Assembly elections.

5. Removal from Office

a. Grounds for removal from office shall be the failure to fulfill the duties of the office as put forth in this Constitution.

b. Procedure:

1. Anyone believing that grounds exist for the removal of an existing officer shall present proof at a meeting of the J-Board.

2. J-Board shall write up the charges and present them to the residents at the next house meeting.

3. Vote on the removal from office shall be by secret ballot at the following house meeting.  A two-thirds majority vote of all residents in favor of removal is required.  The margin of the vote shall remain confidential.

Section B.  Auxiliary Officers and Judicial Board

1. Selection:

a. Women interested in the positions on J-Board, or offices of, Historians (2), Academic Resource Chairperson (1), Alumnae Chairperson (1), Sports Chairperson (2), Community Service Chairpersons (2) and Environmental Chairperson (1) shall submit letters of intent that shall not exceed 8.5 by 11 inches containing their qualifications to the President one week prior to the announced election date.

b. Auxiliary board members should be voted upon by the Hall Assembly. Elections of Auxiliary board shall be held within two weeks after the Executive board elections.  All newly elected offices shall assume responsibility one week after elections.

c. Any non-winning petition holder can choose to “trickle down” to any position, which is voted on after the one she ran for.

d. The Auxiliary Election Chair is the president-elect who shall not vote unless to break a tie vote.  The SHD, incoming proctor, and chair shall count the ballots.

e. The order of election falls to the discretion of the Auxiliary Election Chair.

ARTICLE VII: MEETINGS

Section A.
Regular hall assemblies will be held as deemed necessary by the President, but will occur no less than once a month.  Special house meetings may be called by the President at any time.

Section B.
Attendance at hall assemblies and Executive Board meetings is mandatory, unless a resident is excused in person or in writing by the President 24 hours prior to the meeting.  A resident may be excused from a house meeting or executive board meeting due to school, work, or an emergency.  Other absences may be excused by the President as deemed necessary and appropriate.  On the first unexcused absence of the semester, a resident will be given a warning by the Secretary.  On the second house meeting warning of the semester, the resident will be brought before the J-Board by the Secretary.

Section C.
All excused and unexcused residents must read and initial the minutes within forty-eight hours of posting or they will receive a warning.  On the second warning of the semester, a resident will be brought before J-Board by the Secretary.

ARTICLE VIII: RATIFICATION AND AMENDMENTS
Section A.
This Constitution shall be ratified by a two thirds majority of the Hall Assembly following complete elections in the spring.

Section B.
Proposed amendments must be passed by a two-thirds majority vote of the Hall Assembly when deemed necessary.

Section C.
Proposed amendments to this constitution shall be posted by the Vice-President at least one week prior to the house meeting at which they will be voted upon.

Section D.
This Constitution will take effect as soon as it is ratified.

ARTICLE IX: OBLIGATIONS OF RESIDENTS

Every resident of Douthart is responsible for observing the Douthart Hall Constitution, the House Rules, and the official policies and regulations for Scholarship Halls as listed in the present hall contract.  Failure to do so is subject to face J-Board.

ARTICLE X: HOUSE RULES

Section A.
Proposals for changes or additions to the Rules must be approved by a two-thirds majority vote of the Hall Assembly.

Section B.
The Vice-President shall post proposed changes at least one week prior to the next house meeting, at which they will be voted upon.

Section C. 
House Rules
1. All doors are to remain locked from the time the hall officially closes to the time it officially opens.  The woman on the last phone duty of the day shall follow posted closing rules, which include that fire escape doors are closed.

2. The door to the phone room shall remain open at all times due to emergency procedures, which require use of the tag board.

3. While on phone duty, a woman is the official hostess of the Hall and must dress and act appropriately.

4. Do not tie up the phone in the phone room for long periods of time.  Personal calls received while on phone duty shall not exceed five minutes.  Personal phone calls shall not be made while on phone duty.

5. The Proctor or the Vice-President must be informed of missed shifts or phone duties within a 2-day period for any action to occur.

6. Open house policy will be determined each year, according to University regulations.  All guests will be escorted while in the hall.

7. Door locking policy: If it becomes known that a resident reveals the combination of the door lock to anyone who is not a resident of Douthart, a fee of fifty dollars plus the cost of replacing the lock will be assessed to that resident.  She will be responsible for making payment or arrangements for that payment within two weeks.  Failure to do so will result in whatever reasonable compensation is deemed appropriate by J-Board.

8. Since the living room is the area for receiving guests, women should act and dress in good taste, according to their discretion and with consideration for others who may also be in the living room.

9. Proper behavior in the public rooms is expected of all residents and their guests.  Considerations should be given to all persons using these rooms.

10. Women should show consideration for others at all times and be willing to cooperate in keeping the noise down for the benefit of others.  This consideration should extend to the living room, recreation room, phone room, and the porch and yard activities with reasonable limits.

11. No smoking is allowed inside the hall or 20 feet of the hall.

12. Quiet hours are between 11PM and 8AM.  The buzzer may only be used in case of emergency.  In case of emergency calls during quiet hours, the one who answered the call must try to locate the person being called.  The piano and all other instruments may not be played during quiet hours.  

13. During finals week, 24-hour quiet hours will begin at 11 PM the day before stop day.  They will extend until the last final is over.  The only exception is the daily hour of loud time to be determined by the residents.

14. It is Department of Student Housing policy that a resident must leave the hall 24 hours after one’s last final exam.  One must obtain permission from the SHD in order to remain longer than 24 hours after one’s last final.  

15. The Food Board Chairpersons and the Vice-President conduct room checks for dishes and damage to the room with at least a 24-hour advance warning.  This applies to specified and random room check.  In order for any room check to be conducted, at least one of the residents of that room must be present.  During random room checks if none of the residents of that room are present then a room check cannot be conducted.  However, if the time of the room check is clearly specified, at least on resident of that room must be present.  If no one is present then all four residents of that room will receive a warning if previous arrangements were not made with the Vice-President.

16. Personal belongings should not be left in common rooms for more than 24 hours or else they will be moved to the lost and found.

17. Nails, thumbtacks, tape, glue, or other materials liable to cause permanent damage may be used at the resident’s discretion.  Residents will be responsible for any damage.  Room checks will be made at the end of each year with the resident present to determine if repairs are to be made.

18. The cooks, servers and dishwashers may ask anyone to leave the kitchen during their shifts.  Do not interfere with the kitchen shifts.  Cooks have first priority for ovens and all other appliances and kitchen areas.

19. Anyone preparing their own meal independent of hall meals should wash and put away their own pots, pans and cooking utensils.  People eating after the last load of dishes must wash and put away their own pots, pans and dishes, except for glasses, cups, and silverware. 

20. All disciplinary action will follow the J-Board Guidelines available upon request from the Vice-President.

21. Male guests may shower in the hall bathrooms only between the hours of 12a.m. and 6a.m.  Residents escorting male guests who wish to shower must notify residents on their floor and stand guard outside the door while their guest is in the bathroom.

22. Glass dinner cups may not be taken out of the basement.  Any resident caught upstairs with a glass cup will be fined $15.00.

ARTICLE XI: ROOM SELECTION

President shall have first choice of room and Proctor shall have second choice.  All other room selections shall be based on seniority by number of semesters lived in the hall.  Each room’s seniority will be determined by the person with highest seniority.  In case of matching seniorities, room selection shall be determined by random drawing.

ARTICLE XII: PHONE DUTY

Section A.
It is the responsibility of the woman on phone duty to straighten up the phone room and entry way at the beginning of her shift.  She should serve as a greeter to visitors.  In that capacity she should be accessible while on phone duty. The door to the phone room shall remain open and the use of headphones is prohibited.  This includes all guidelines under Phone Duty guidelines in the Handbook.

Section B.
If a resident misses her phone duty or fails to pick up the phone room or entry way at the beginning of her shift, and does not leave herself accessible to visitors or misses her shift, she will receive a warning. On the second warning of the semester, she will be brought before the J-Board by the Vice-President.  Subsequent violations will result in a J-Board hearing.

Article XIII.  Recycling

Section A.
The Hall Assembly and the Scholarship Hall System as a whole emphasize the importance of recycling as a key part of Scholarship Hall life and as a community obligation.   Therefore, recycling will be an integral part of all hall functions.   It is the responsibility of residents completing a hall shift, organizing a hall event, or participating in a hall function to take part in properly recycling all materials that are accepted by the Department of Environmental Stewardship.  Recycling receptacles must be readily available for residents’ use throughout the year, as specified under the obligations of the Douthart Environmental Chair.  

Section B.
Failure to recycle will not be a J-Board worthy offense.  However, recycling is a community obligation and the Hall Assembly will not condone failure to participate in an integral community function.

Phone Duty, House Meeting &

Quiet Hours Guidelines

Far Out!  A super summary of dos and do nots.

Phone Duty, House Meeting & Quiet Hours Guidelines

A.
Phone duty
1. The person on phone duty shall:

a. Act as a receptionist for the hall, answering phones and greeting guests and finding the resident whom they need.

b. Act as security for the hall, making sure no non-residents are unescorted in the hall.

c. Be available and approachable.

d. Do not wear headphones.

e. Do not make personal calls from the phone.  Limit personal phone calls received to 5 minutes.

f. If responsible for the first phone duty, open the drapes and blinds in the living room.

g. If responsible for the last phone duty of the evening, close the hall by closing the blinds in the living room, and checking to see that the kitchen door and fire escape doors are locked.

h. Put mail in boxes if it arrives during her phone duty and buzz.

2. One warning will be given for:

a. Any missed phone duty 

b. Insufficient closing of the hall.

c. Straightening the phone room and entry way.  

d. Other disregard for the rules of phone duty.

3. The second warning and any subsequent warnings will result in action by the J-Board.

4. If someone notices that there is no one on a scheduled phone duty, and it is within the first 15 minutes of a phone duty:

a. Check to see if the person who is supposed to be on phone duty is tagged in.  If so, contact that person and remind her that she has phone duty.

b. If the person is not tagged in, call her room and ask if any of her roommates will cover the phone duty.

c. If you cannot find anyone to do the shift find the Vice-President and tell her who missed their shift or if she is not in, leave her a signed note telling her who missed their shift and at what time.

d. If a resident should miss her phone duty and another resident does the phone duty in her place, it is the responsibility of the two residents to work out a sufficient payback.  If there is a problem in doing this, the resident who missed her phone duty will receive a warning.

e. After the first 15 minutes of the phone duty, proceed by the rules in part c.

B. House Meeting

1. Attendance at house meetings is mandatory except for those excused by the president for the following reasons:

a. Work

b. Class

c. Emergency situations

d. Other reasons deemed appropriate by the President.

2. After one unexcused house meeting absence a warning will be given.

3. On the second warning, as well as any subsequent warnings, the resident will go before the J-Board.

C. House Meeting Minutes

1. The minutes must be read by any resident absent from the meeting within 48 hours of posting or the resident will receive a warning.

2. On the second warning, as well as any subsequent warnings, the resident will go before the J-Board.

D. Room Checks

1. If, during room checks, the Vice-President and Food Board Chair find any kitchen dishes or utensils belonging to the hall in a resident’s room, a warning will be given.

2. The warning for a room check violation will be given to the resident who takes responsibility for the dish or utensil.

3. If no resident in the room takes responsibility, all four residents will be given a warning.

4. If no one is in the room at the time of the announced room check and no one informed the Vice-President or Food Board Chairs of their absence ahead of time, the four residents of the room will receive a warning.

E. Quiet Hours

1. Remember that it is up to all the residents to decide the overall noise level of this hall.  If a resident is being too loud, first politely ask the resident to quiet down and try to work it out yourselves.  Then, if there is still a problem, contact the Vice-President and she will handle the situation.

2. One warning will be given for repetitive and/or excessive noise during quiet hours which are 11 PM – 8 AM.  Excessive noise includes loud stereos, loud voices, loud televisions, and buzzing. 

3. On the second warning, as well as any subsequent warnings, the resident will go before the J-Board.

Shift Descriptions
Whatever!  I’m totally not doing my chores, Mom!

ATTENTION! The shifts have changed.

Shift Descriptions:

A Few Rules to Remember:

1. Be courteous.

2. Do not ever interfere with someone else’s shift.

3. Wait until a floor that has been recently mopped is dry before you step on it.

4. No sponges in the kitchen.(except for the ones on the dish cleaner wands)

5. Notify SHD of low supplies.


BREAKFAST COOK






1 person

NO SPONGES IN THE KITCHEN. (except for the ones on the dish cleaner wands)

Breakfast must be prepared by 7:00 a.m.  This shift will be done on Tuesday, Thursday and Friday.

You are responsible for following the Guidelines for Douthart Cooks posted on the white refrigerator in addition to the following items.

1.
On Tuesday and Thursday of each week, this shift is responsible for making a simple breakfast dish such as coffee cake or muffins.  The breakfast cook will decide the menu.  Hand a menu in to the SHD at the beginning of each month for approval.

2.  
On Friday set out the bagels delivered by Einstein Brothers that morning.  Make sure you also set out cream cheese, knives and bagel slicer for slicing the bagels and spreading cream cheese.  Use dated cream cheese first

3.
Line the bottom of any pans used, with tin foil when baking anything.

Tuesday, Thursday & Friday

5.
Prepare a pot of coffee.  Put out mugs and assorted creamers.

6.
Make sure there is plenty of cereal in the cereal dispensers.

7.
Check and refill if needed the juice machine

8.
You are responsible for washing any dishes used in preparation of breakfast dishes.


BREAKFAST CLEAN-UP





2 people

NO SPONGES IN THE KITCHEN. (except for the cleaning wands)

This shift must be completed by 9:30a.m. Monday through Saturday.  You may start anytime after 8:00a.m.

You are responsible for ALL of the items in the Cleaning the Kitchen Guidelines posted above the sinks in addition to the following items.
1.
Wait until after 8:45 a.m. to put food away because some people may be returning from 7:30 classes.  Before then you can do dishes and other clean up.

2.
Clean the coffee pot and filter.

3.
Put away any fresh fruit, vegetables, meat, frozen items, or other perishable items delivered during your shift.  Neatly stack the other deliveries in the pantry.  If time does not allow for this, find someone in the hall to help you, this is “Henry/Pantry’s” Job.  Please make sure you do not leave food sitting out to rot.

4.
Wipe down the cereal dispensers and tables thoroughly.

5.         Follow directions for daily cleansing of the juice machine.

6.         Hobart any full racks of dishes

7. 
On Friday date cream cheese left over and put in White fridge.

DO NOT TURN OFF THE HOBART


LUNCH COOKS







4 people

NO SPONGES IN THE KITCHEN. (except for the cleaning wands)

This shift must be completed by 11:30. This includes 12:30 lunch preparation. Usually you will need to start by 9:30, but this sometimes varies according to the menu.  You will be assigned to cook one day M-Th, and you will also have some Fri/Sat rotationals.  It may be divided between 2 people per day so that one begins and another finishes, in case you have a class that would not allow you to finish the shift.

You are responsible for following the Guidelines for Douthart Cooks posted on the white refrigerator in addition to the following items.
1.
Check the menu and follow any special instructions as posted.  Remember to line pans with foil or pan liners when possible because it makes the job easier on the clean-up people.

2.
Maintain the salad bar with vegetables; Fill the containers to last through dinner.  Include all veggies that we have in the refrigerator.  Do not be afraid to throw away any veggies that look even a little bit wilted.

3.
Set up the buffet for lunch on the KITCHEN ISLAND.  This includes setting out plates, the main dish, any side dishes and the salad bar.

4.
Prepare water, tea and Kool-Aid pitchers.  Set these drinks along with glasses in the dining room next to the juice machine.

5.
Divide food up for the 11:30 and 12:30 crowds.  If it is a warm dish, make sure it is kept warm for the 12:30 crowd. (but turn stove off so the bottom isn’t burned)  

6.
Make late-plates for anyone signed up for one.

7.
Soak any dishes that will be hard to clean later.  Please do not put sharp knives in the Hobart racks.  Make sure that Hobart racks are set up and ready for dishes.

8.
Buzz for lunch at 11:30 a.m.  Turn off the heat on soups, sauces, beans, etc. at 11:30 so they do not burn by 12:30.  The burners will stay hot by themselves.

9.
Put away any fresh fruit, vegetables, meat, frozen items, or other perishable items delivered during your shift.  Neatly stack the other deliveries in the pantry.  If time does not allow for this, find someone in the hall to help you, this is “Henry/Pantry’s” job.  Please make sure you do not leave food sitting out to rot.

11.
Attend Food Board meetings each month.  If you cannot attend you must tell the food board chairs 24 hours before the meeting, and give a list of planned meal ideas.


LUNCH CLEAN-UP






4 people
NO SPONGES IN THE KITCHEN. (except the cleaning wands)

This shift must be completed between 12:45 p.m. and 2:30 p.m.  You will be assigned one day M-Th, and also a Fri/Sat rotational.

You are responsible for ALL of the items in the Cleaning the Kitchen Guidelines posted above the sinks in addition to the following items.
1.
The last load of Hobart should be run at 1:30 p.m.  After that load, set out the racks for the late diners’ convenience.

2.
Do not put food away until 1:00 p.m. so late diners can still be served.  All food should be put into Tupperware and labeled with food name and date.  Do not put in Tupperware until 12:45p.m.

3.
Return drink pitchers (half full or more) to the white or right (bottom shelf) refrigerator.

4.
Put away any fresh fruit, vegetables, meat, frozen items, or other perishable items delivered during your shift.  Neatly stack the other deliveries in the pantry.  If time does not allow for this, find someone in the hall to help you, this is “Henry/Pantry’s” Job.  Please make sure you do not leave food sitting out to rot.

5.
Wash any dishes that may have been left in the rec. room and dining room.

6.
Clean the counter tops with disinfectant.

7.
Clean out the microwaves.

8.
Wipe down tables in rec. and dining room.

9.
Clean juice machine.

10.
Do not turn off the Hobart.

DESSERT COOK







1 person
NO SPONGES IN THE KITCHEN. (except for cleaning wands)

This shift is done twice a week.  You will be expected to prepare desserts for Wednesday and Sunday dinners.

You are responsible for following the Guidelines for Douthart Cooks posted on the white refrigerator in addition to the following items.

1.
On the first of each month, submit a copy of that month’s menu to the SHD.  Upon her approval, please follow this menu for the rest of the month.

2.
Any special recipes requiring certain ingredients that are not normally stocked should be given to the SHD two weeks in advance of the date the dessert is to be served.

3.
Cooking may not be done during lunch or dinner cook or clean-up shifts.  Sorry, no exceptions on this one!

4.
All dishes used in the preparation of the dessert must be washed within 3 hours after the dessert has been prepared. (all counters, burners, etc. dirtied must be cleaned)

5.
If possible, prepare the dessert into individual serving sizes and set it out with the necessary plates/bowls, and silverware in the dining room.  Plan to be at the meal early at which the dessert is to be served at to do this preparation.  If that is not possible, discuss it with the cooks for that meal.

6.
Make late plate portions for anyone signed up.

7.
Dessert may not be prepared more than 30 hours before the meal at which it will be served, unless you have discussed the reason with the Proctor before hand.

8.
Line the bottoms of all pans used with tin foil when cooking anything.


BREAD COOK







1 person
NO SPONGES IN THE KITCHEN.  (except for cleaning wands)

This shift is done twice a week.  You will be expected to prepare bread for Thursday and Sunday dinners.

You are responsible for following the Guidelines for Douthart Cooks posted on the white refrigerator in addition to the following items.

1.
On the first of each month, submit a copy of that month’s menu to the SHD.  Upon her approval, please follow this menu for the rest of the month.

2.
Any special recipes requiring certain ingredients that are not normally stocked should be given to the SHD two weeks in advance of the date the bread is to be served.

3.
Cooking may not be done during lunch or dinner cook or clean-up shifts.  Sorry, no exceptions on this one!

4.
All dishes used in the preparation of the bread must be washed within 3 hours after the bread has been prepared. (all counters, burners, etc. dirtied must be cleaned)

5.
If possible, prepare the bread into individual serving sizes and set it out with the necessary plates/bowls, and silverware in the dining room.  Make late plate portions for anyone signed up.  Plan to be at the meal early at which the bread is to be served at to do this preparation.  If that is not possible, discuss it with the cooks for that meal.

6.
Make late plate portions for anyone signed up.

7.
The bread may not be prepared more than 30 hours before the meal at which it will be served, unless you have discussed the reason with the Proctor before hand.

8.
Line the bottom of all pans used with tin foil when baking anything.


DINNER COOK







8 people

NO SPONGES IN THE KITCHEN.  (except for cleaning wands)

This shift is to be done between 3:00 and 6:00 pm.  Two cooks will be assigned to cook each night, M-Th, as well as rotational Fri/Sat evenings.

You are responsible for following the Guidelines for Douthart Cooks posted on the white refrigerator in addition to the following items.

1.
Attend Food Board meetings each month.  If you cannot attend, you must tell the Food Board Chairs 24 hours before the meeting, and give a list of planned meal ideas.

2.
Check the menu and follow any special instructions as posted.  Remember to line pans with foil or pan lines when possible.

3.
Prepare water, tea and Kool-Aid pitchers one pitcher per table.

4.
Set all food out on the white table in the dining room. (using hot pads as trivets when necessary)  Food should be put on serving platters or in serving bowls, etc. remember serving utensils.  Plates should be put on the white table also.

5.
Prepare late plates for those signed up on the list and put in the white fridge.

6.
On Friday and Saturday nights, set the meal up as a buffet in the kitchen.

7.
Wash any dishes or pans used in preparation as time allows.  All dishes should at the least be left to soak in hot water and soap.

8.
Put away any fresh fruit, vegetables, meat, frozen items, or other perishable items delivered during your shift.  Neatly stack the other deliveries in the pantry.  If time does not allow for this, find someone in the hall to help you, this is “Henry/Pantry’s” Job.  Please make sure you do not leave food sitting out to rot.

11.
You are responsible for setting up for dinner.  This means that you are to place silverware and napkins on the dining room tables, set up the salad bar in the dining room, and place drinks and cups on the tables.

12.
Monday-Thursday Place the rolling cart with a container of soapy (use soil master) water (for silverware) along with a trashcan in the dining room for residents to put their dishes on and uneaten food and napkins into.  

13.
Line the bottom of any pans used with tin foil when baking anything.


DINNER CLEAN-UP   Three People a Day



6 people
NO SPONGES IN THE KITCHEN. (except for cleaning wands)

This shift is done M-Sat following dinner and finished by 7:30 p.m.  You will have clean up 2 days M-Th and also some Fri/Sat rotations.

You are responsible for ALL of the items in the Cleaning the Kitchen Guidelines posted above the sinks in addition to the following items.
1.         Food may not be put away until 6:30 p.m.

2.
Wipe off all tables in the dining room with hot soapy water.  Place the chairs on top of the table, and sweep the dining room floor.  Also clean the counter top with disinfectant.

3.
Wash and Hobart and DRY all plates, silverware, and glasses. (items left wet will mold!) 

4.
Any left over food including desserts or breads on dessert and bread days need to be transferred to Tupperware and stored properly (labeled with food name and date).  If it will not go into Tupperware, it is up to your discretion if it needs to be thrown away.

5.
Clean out the microwaves.

6.
Take out the trash and reline the cans.

7.
Clean the juice machine.

8.
Do not turn off the Hobart.

No one may leave until the entire shift is complete.  It is to everyone’s advantage if those done before the others will help out with what every may be left to do.

FREEZERS/PANTRY






2 person

This shift is to be completed between 1:00 p.m. and 10:00 p.m. M-Sat.  This shift will also have a discretionary time commitment that is based on when the orders are delivered.

Daily

Freezers

1.
Sort food into appropriate freezer (meat, misc., and veggie) as much as possible.

2.
Remove outer packaging i.e. cardboard boxes. If unsure ask Marie or Gina.

3.
Collapse boxes and recycle and put in Henry.

Monthly on the 1st
4.
Defrost the freezers. (talk to SHD and proctor before starting this)

**Leave a note in the Proctor’s box when you have completed this activity.

 
Pantry

1.
Wash the counter top in the pantry with warm water and soap.

2.
Make sure all food items are stored in Tupperware.  Check for open containers and cover or store them properly.  Be sure to label containers with the food name and date.

3.
Discard breakfast, dessert and bread late plates items that are more than 3 days old.  Wash, dry, and put away the containers from dessert or bread.

4.
Check bread for mold, and throw away any old bread.

5.
Keep the food stocks and pots and pans neat and organized on the shelves.  

6.
Unpack and put away all the food, produce and supplies delivered within 4 hours of the time they items were delivered (unless it is a frozen delivery and that needs to be put away immediately).  The SHD can give you an idea when deliveries will be coming.  It is important that you stay on top of this so that the deliveries don’t interfere with other shifts.

7.
Break down and recycle all empty boxes in Henry. Waxed boxes are not recyclable and must be thrown away.


COMMON ROOMS CLEANER




2 people

This shift must be completed between 7:00 a.m. and 10:30 a.m. M-Sat.  To fully complete the shift you will need to start by at least 9:45 a.m.

Daily

ROOMS INCLUDE: living, dining rec., phone and HENRY
1.
Carry any dishes to the kitchen, wash, dry and put them away unless the need to be Hobarted and then leave them in the racks.

2.
Dust all furniture and shelves daily.  Do not overlook the legs and runs of chairs and tables.  Use a slightly damp cloth. Do not use wood polish, it makes surfaces oily. 

3.
Use glass cleaner to clean the glass table top in the living room, and desk in phone room.  Make sure to get all dried on food, glue, etc off of the glass.

4.
Straighten the cushions, pillows, and arm covers on the couches and chairs.

5.
Vacuum the carpets in the living, phone, and rec. rooms and Henry.  (Vacuums are located both in the basement and on the 1st floor.)  

6.
Empty and reline ALL trash cans.  (Living, phone, rec. and Henry)

7.
Pick up old newspapers from the foyer and around the tables in the rec. room, and put them in the recycling bin.

8.
Clean the outside of the ice machine with a solution of warm water and soap.  Also wipe the inside of the door with a clean dishcloth and soapy water.

9.
Water hall plants as needed.

10.
Wipe off computer tables thoroughly

11.
Clean computer screens and tops of computers with a paper towel that has been lightly sprayed with glass cleaner.  DO NOT SPRAY ANY PART OF THE COMPUTER WITH GLASS CLEANER.

Sundays (Only do items 12-17)
12.
Dust the lamps and ledges above the doors, windowsills, pictures and radiators.

13.
Remove all marks from the walls with Powerscrub.

14.
Clean the glass trophy case inside and outside with glass cleaner.

15.
Pick up and clean dishes left in common areas.

16.
Take out trash and clean all trashcans with a solution of Final Stage and water and reline.

17.
Vacuum Living, phone, rec. rooms and Henry.


LAUNDRY AND LAUNDRY ROOM




1 people
Jan (or Jan’s staff) will wash and dry the laundry between 7:00am and 10:00am on Mondays and Thursdays.  

Every Monday put a new laundry sign up sheet on the clip board. (The sign up sheet it on the hall computer desktop.) Make sure there is a pen or pencil.

1.
Fold and put away clean dish towels, aprons, and oven mitts according to the above-mentioned schedule.

Daily

2.
Wipe off the washers and dryers using Powerscrub and a sponge (make sure that you get the inside edge of the washers too).

3.
Wipe off the freezers.  Make sure that you clean the seals on the doors as well.

4.
Clean the toilet in the laundry room with Porcelain cleaner.  Also clean the outside of the toilet with paper towels and porcelain cleaner.  Be sure to restock toilet paper and Sani-Pacs.  Questions ask Marie.

5.
Take out the trash in the laundry room and reline the can.

6.
Sweep and mop the laundry room floor.  DO NOT USE BLEACH IN THE MOP WATER.

7.
Clean out the lint catchers in the utility sinks. Take out the catchers and clean as much as you can from the drain.

Weekly on Sundays (Only do items 8-14)
8.
Wash, dry and put away all the aprons, dish towels and potholders.

9.
Collect, wash and return the shower curtains from all the bathrooms.  Also collect the bathmats and shower curtains from all three bathrooms and wash and dry them then return to the bathroom.    (This is best done in the middle of the day so those that take showers in the evenings will be able to.)

10.
Collect the mop heads from all 3 floors to be washed and dried.

11.
Use liquid Clorox (bleach) to clean the sinks.  Make sure that you lift up the drain lint catchers and remove all lint, hair, etc.

12.
Keep the ledge above the sinks clean and uncluttered.  Only a stack of paper towels that you place there should be there permanently.

13.
Wipe off the visible pipes behind the washer and dryers with hot water and soap.

14.
Take out trash and wash the trashcan out with warm water and Final Stage and reline.


LATE NIGHT KITCHEN CLEAN-UP



2 people
This shift should be completed between 10:00 p.m. and 3 a.m. M-Sat.

Daily
1.
Wash, Hobart, dry and put away all dishes left in the kitchen, dining, and rec. room areas.

2.
Turn off the Hobart and wipe down the front of it with glass cleaner.

3.
Wash all counter surfaces, the white kitchen table, the trash cans (flaps as well as sides and tops), the rec. room table, silverware server (including the wall behind it), plastic chair seats and the square tables in the rec. room with a warm water and Final Stage solution.

4.
Wipe the back splash and counter tops in kitchen with soap and water.  Also clean the counter tops with disinfectant. 

5.
Clean the coffee pot with warm water and soap.

6.
Clean off the stove surface and front and the inside and outside of the microwaves and toaster oven with warm water and soap (use glass cleaner on the outside of the microwave).

7.
Scour sinks with liquid Clorox. (bleach)

8.
Hang up wet dishtowels to dry, and put the dry dirty ones in the hamper.

9.
Throw out and replace grease can.

Sundays (only do items 10-17)
10.
Wipe the fronts of all cabinets and drawer surfaces with soap and hot water.

11.
Straighten the cabinets under the two sinks.  Throw out old gloves and replace them with new from Henry.

12.
Clean the trash cans from the kitchen with warm water and Deter-San solution.

13.
Wipe off the tops, sides and vents on the stove and the side of the cabinet between the sink and the stove.

14.
Use De-greaser and water to clean wall behind stove and grill.

15.
Use De-greaser to clean the grease trap of the grill.

16.
On the first Sunday of each month, clean the inside of both ovens, and reline with foil.  See instructions in the handbook.

**Leave a note in the Proctor’s box when you have completed this activity.

17.
On the Last Sunday of each month, clean the Hobart.  See instructions in the handbook.

**Leave a note in the Proctor’s box when you have completed this activity.


REFRIGERATORS






2 people
This shift is to be completed between 10:00 p.m. and 3:00 a.m. M-Sat.

Daily
1.
Make sure all food is properly stored in Tupperware with a label containing the name and date on which it was prepared.

2.
Throw away all leftovers that are three days or older in all of the fridges (including dessert and bread).  Wash, dry, and return the emptied containers to their appropriate place.  Throw away all food into the trashcans (NOT the disposal).
3.
Wipe off all containers (i.e. salad dressings, ketchup, etc).

4.
Check cheeses for mold.

5.
Discard produce that is rotten or spoiled.

6.
You have the authority to throw away old food in the white fridge that belongs to residents.  However, please try to notify them first so that they can take care of it themselves.  Discard spoiled personal items and notify the person and the proctor.

7.
Clean out the white fridge by discarding late plates older than three days.  Wash them and then return them to the cabinet.  DO NOT HOBART LATE PLATES.  Straighten up the rest of the contents of the fridge.

8.
Empty trashcans and reline them.  Take the trash to the dumpster.

9.
Wipe down all fridges inside and out with warm water and dish soap (especially the bottom and seals around the doors).  In the stainless steel fridges, line the bottom with foil.

10.
Wipe off the windowsills in the kitchen and dining rooms with warm water and soap.

11.
Twice a week (Mon & Thurs) empty the veggie bins and wash them with soap and warm water.  Dry and replace the veggies.


FLOORS








2 people
This shift is to be done between 7:00 p.m. and midnight M-Sat.

1.
Sweep the floors in the pantry, dining room, kitchen, and small common area by the fruit fridge.  Be sure to get under the shelves in the pantry and under, behind, and around the stove and fridges.  Stack the chairs in the dining room, and move the trashcans to get under them.

2.
Mop these same surfaces.  Please see instructions for mopping in the handbook.  PLEASE DO NOT USE BLEACH IN THE MOP WATER.
3.
Be sure to store the mop properly.

4.
Use a Doodlebug mop to scrub the floor underneath the stove and wall behind the stove.


BATHROOMS







6 people
The bathroom cleaners must arrange a four-hour block of time with the Proctor in which the shift will be done. Ask Marie any questions about which chemicals to use.

1.
Clean the water fountain with LimeAway or CLR.

2.         Clean the mirrors and glass shelves with glass cleaner.

3.         Clean the tiles under the soap dispenser.

4.
Clean the sinks with liquid Clorox and a scrubber sponge.  Make sure that you get the sides of the sink as well.

5.
Clean the inside of the toilets with Porcelain cleaner and outside with Final Stage.

6.
Clean the showers and bathtub with a Doodlebug mop and Final Stage.  Be sure to remove the hair from the drains.  (I know this is gross, but it MUST be done.)

7.
Place at least 30 Sani pacs and 2 rolls of toilet paper in each stall.

8.
Refill the soap dispensers when necessary.

9.
Replace light bulbs in showers when necessary.  Report any overhead lights that go out to the Proctor or SHD.

10.
Take the trash out to the dumpster and reline the can.

11.
Sweep and mop the general floor surface.  See instructions on mopping in handbook.  PLEASE DO NOT USE BLEACH IN THE MOP WATER.  Be sure to empty the dirty water into the supply closet sink and NOT down the bathtub or shower drains.  Remember to store the mops properly.

Sundays Only do items 12-16
12.
Wipe down all toilet stalls, walls and tile walls with Finals Stage.

13.
Remove all personal caddies from the plastic shelves and wipe the shelves  clean with Final Stage and water.

14.
Scrub each shower with a Doodlebug mop and Powerscrub.

15.
Restock the cleaning supplies in the supply closets according to the closet inventory.  Refill solutions in spray bottles when needed.  Fill the chemical to the bottom ring, approximately 1 oz, and then water to the top ring on the neck. If unsure ask Marie.

16.
Take out trash and clean the trashcan out with Final Stage and water and reline.


HALLS/RECYCLING/PORCH/HENRY



2 people
This shift must be done by 9:00 p.m. M-Sat.  The hall cleaner will need to set up a four-hour block of time with the Proctor in which the shift will be completed.

Halls

Daily
1.
Vacuum the 1st, 2nd and 3rd floor hallways thoroughly.

2.
Scrub the cleaning closet sink with liquid Clorox in the 2nd and 3rd floor closets and in the 1st floor bathroom.

3.
Dust the windowsills and radiators in the stairwells.

4.
Wipe the stairway doors with Final Stage and the brass plates with Brasso.

5.
Clean all the mirrors with glass cleaner.

Weekly on Monday
6.
Empty the vacuum bags of dirt.  Please do this whether it is full or not.

RECYCLING/PORCH
Daily
7.
Clean up cigarette butts around the porch and dump those in the canister in the trash bag, and put in the dumpster.

Once a week
8.
On Wednesday, collect the materials from each floor’s receptacles and Henry and then take them to the basketball goal for collection.  Replace the liners, making sure to use clear plastic bags.

HENRY

Daily

9.
Unload and organize deliveries in Henry.

10.
Make sure shelves in Henry stay organized and labeled.


The Proctor reserves the right to change, add to or delete from any shift description at any point in the semester.  I will give notice before I change anything.

Please see Douthart Constitution, Article V, Section C, for Judicial Board System which governs the inner hall disciplinary action.

Edited August 12, 2003.
Douthart Room Assignments

2003-2004

	Room 105    2-1788

January Bailey

Kimberly Kissing

Lindsay Hawkinson

Whitney Rice


	Room 108    2-1789

Melanie Bonney

Mely Cahill

Amy Hurt

Taylor Price
	Room 202    2-1790

Jessi Fields

Lizzie Gregory

Cecilia Plaza

Melissa Marietta

	Room 206    2-1791

Abby Huckvale

Taryn Wilson

Jamie Hickok

Blair Thompson
	Room 209    2-1792

Amy Lindstrom

Heather Hugo

Hannah Cowell

Cindy Oursler


	Room 212    2-1793

Kari Ronningen

Stephanie Lovett

Holly Reed

Kelsey Lowe

	Room 216    2-1794

Samia Khan

Vedrana Balta

Lisa Matchulat

Allison Covault


	Room 302    2-1795

Brittany Bradley

Cecilia Roberts

Jessica Tiong

Corinne Samskey


	Room 306    2-1796

Marie Clyatt

Bethany Brown

Dena Neuenschwander

Suzette Runyon



	Room 309    2-1797

Amy Bainum

Erin Mink

Stephanie Gonzales

Mitzi Keel

	Room 312    2-1798

Amanda Meglemre

Hannah Owens

Chantelle Cross

Eleanor Butler
	Room 316    2-1799

Emily Edgren

Claire Foushee

Emily Luce

Amy Buscher


