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Floor Meeting Guide
General Floor Meeting Guide
How to structure a floor meeting
· Start with an Icebreaker/reflection/check-in activity (see icebreakers/team building section)
· If it is the first one, do a name game or a game that involves sharing something about the individual
· If it isn’t the first floor meeting, do something that makes the residents reflect on the last month. What they learned, who they met, any goals they’ve achieved
· Make sure you plan the meeting beforehand with your co-RA
· What information is being said by who
· The sequence in which the information is being presented (ie. The info the RLM specified first, followed by things specific to the community...)
· Plan a rough timeframe with your co-RA to prevent rambling and going overtime
· Write out an agenda to make sure you don’t forget any information
How to make floor meetings fun/How to get your residents to come out
· Plan a program right after the floor meeting (2 birds, 1 stone)
· Have a fun recurring segment in every floor meeting (ridiculous news story of the month, RA recommendations, monthly challenge)
· Interesting advertisement for the floor meetings (i.e. Funny memes)
Ways to keep your community engaged
· Give residents a brief agenda of what information is going to be talked about so they can follow along (short bullet points)
· Make a Kahoot/quiz your residents on residence standards for prizes (candy)
Icebreakers/team building games
· Skittle Game
· Give each resident 2-3 skittles, assign each color with a question they must answer 
· Meeting in September: favorite TV show, something on their bucket list, a hobby of theirs
· Meeting NOT in September: a goal they have for the month, favorite thing they ate this month, something new they tried
· Psychic Ten
· Everyone closes their eyes and counts to ten without communicating with the group, if both people say the same number at the same time start again 
· Facul-tree (Floor decoration, ideally for the first meeting)
· Give each resident a paper leaf and have them write their name, faculty and where they are from
· They will each read out what is on their leaf and tack it onto the tree
· The internet is your friend! Do your research and get creative. 
· Remember, energy is infectious. If you are not being enthusiastic and having fun, the rest of them won’t be either
The dos and don’ts of floor meetings
· Do:
· Ask how your residents are doing
· If there are any problems within the community that they want to tell you about
· Ask about upcoming exams etc.
· Go over information as thoroughly and clearly as possible
· Plan with your co-RA ahead of time
· Make an agenda to avoid forgetting information
· Use RLM agenda as base, add any floor-specific things as required
· Ask if residents have questions after going through new information 
· Stay in the lounge for at least 15 minutes after the meeting is over in case people have more specific questions or people come late 
· Mention any events outside of Residence Life that you think your residents may enjoy
· Be aware of the energy level and focus level of your residents and make adjustments to the meeting around it
· You can really tell if they are tired and/or listening
· Don’t
· Ramble, you have to stay on topic to avoid confusion
· Get into specifics about what violations garner what amount of points 
· Dependent on the situation and the resident (if they have received an IR for this violation before
· Spend more than 5 minutes on someone’s question in the middle of the meeting;
·  this discussion could be continued after the meeting or refer them to the Housing Office or to make an appointment with the RLM if it is Residence Contract related


Floor Meeting Checklist – September
Move in Day (September 4th)
Introduction and Welcome
· Welcome your residents to their new home for the next 8 months! 
· Introduce yourself! Your enthusiasm will set the mood for the meeting!
· Name, where you are from, your faculty/year level, and something fun about yourself
· What was your experience like in residence? Maybe talk about where you lived before. Why did you become an RA?
· Introduction of Residents
· Icebreakers are a great strategy to do this and add an element of fun
· See above in the “General Floor Meeting Guide” for examples
· Be sure to keep the fun contained and resident’s attention
· Note: An energizer is not the same thing as an icebreaker
· Don’t be discouraged if your residents are shy, some people need some time to warm up! Stay positive and enthusiastic!
Your Role as an RA
· Your residents won’t know what you do as an RA
· It is vital that they understand your role in the community and on campus
· Your role as their RA is to:
· Be an endless resource for their university experience
· Academic Advising, Health and Wellness, adapting to university life etc.
· They can come to you if they need direction
· Plan programs and activities for your residents
· Perhaps describe a fun programme you attended or you are thinking about throwing
· There is an RA On Call each night from 7pm-8am to help ensure building and resident safety/security
· Rounds every night of the week, checking to make sure the community is alright
· Explain RA on call and give them the RA on call phone number
· Don’t hesitate to call for help!
· Ensure that your community is a respectful and safe living environment for all your residents
· Good time to emphasize the importance of community, and the respect that you will all treat each other with from the very beginning
· What do you want for your community? Tell them about your plans! When will they see you? Where can they find you?

Introduction of Residence Life Manager (please explain roles)
· The Residence Life Manager is a professional staff member who supervises the RAs and works with students one-on-one and through running events. RLMs are here to support students and make sure everyone enjoys their residence experience! There are 3 RLMs at UBCO.
· Chat with your residents about your RLM – what’s their name, where is their office, etc.

Community in Residence
Remember… this is most likely the first time your residents will be sharing their living space
· Outline the expectations of standards for your community
· We respect ourselves, we respect each other, and we respect our spaces
· Mutual respect on all sides and being considerate
· Bathroom and lounge cleanliness
· Inform them location of closest dumpster, let them know not to throw trash in bathroom or lounge cans – residents take out their own trash from day one
· Recognizing and respecting diversity
· Respect for Residence Life staff (RAs, housing staff, cleaning staff etc.)
· Tell people about your Building’s Mascot and building colour
· Tell them about the upcoming Legacy events and the point of our Legacy building in residence 

Building Safety & Damages
· What should a resident do when the fire alarm goes off? Where to exit the building, and where to wait to be let back in (muster point)
· If the fire alarm is going off (a loud alarm, there will be lights flashing in the hallway as well), you must exit your room as quickly as possible. Don’t forget your key, shoes, and a jacket!

Building Orientation
· Where is the front desk and when will you go there?
· Questions about housing
· Locked out of your room
· Picking up mail
· Need access to indoor bike storage
· Where is the Dining Hall and how do they use their meal plan? When is the Dining Hall open?
· Laundry and how to use/refill the laundry card
· Garbage & Recycling – Students take down their own trash from Day 1
· Lounges/Study Rooms
· Key/card access – what are their keys/card for?
· Go over how and why a resident can submit a maintenance request
· Give them your room number and email address, explain how they can get in touch with you (RLMs will forever and always DISCOURAGE giving your cell phone number to residents)

Review of Basic Standards & Procedures
· Let them know that all information can be found in the Contract (symbolized by the sheet they signed when they got their keys), and encourage them to read it online to familiarize themselves with it
	Alcohol Use in Residence
	· BC’s legal drinking age is 19 (RAs won’t ask for your ID, but RCMP/Campus Security might)
· You can consume alcohol in private spaces in residence – this is your residence room. Not the hallway, lounge, study room, outside the building, the elevator, etc.
· You can’t have beer bottles or containers larger than 1 litre
· If it’s beer, and it’s in a bottle, it’s a beer bottle (cans are fine)
· No communal sources of alcohol – a keg, a bunch of drinks mixed together, a box of wine (bottles under 1L are fine)
· When transporting alcohol in public spaces, it needs to be in a sealed container and concealed in a bag – if you’re carrying an open can of beer, you will likely have to pour it out. Wait until you get to your final destination to crack open that can!
· Drinking games are not permitted in residence (this includes “water pong”). Drinking games promote overconsumption and are highly correlated with ambulances being called to residence.
· Safe partying tips: 
· Use the buddy system – pick a friend, and stick with them.
· Eat before, during, and after drinking
· Pair each drink with some water!
· Know your limits, try to space your drinks out
· Don’t hesitate to call for help. The Residence Standards are based on student and building safety and security – your health and wellbeing always come first! RA On Call is active from 7pm-8am every day. 

	Parties/Social Gatherings
	· Parties are not permitted in residence, outside of approved events in the Cascades. 
· What’s a party? Any 2 of the following three things: excess people, excess noise, presence of alcohol

	Smoking
	· No smoking or vaping in residence
· Smoking on campus is only permitted in designated smoking gazebos. These are located beside the Upper Cascades & R Lot, and on the stairs from Valhalla to Nicola. Both these gazebos allow tobacco and cannabis. This is to prevent wildfires in the drier months, and to provide clean air space around campus at all times.
· Smoking inside is harmful to your neighbours and the building. Students who are found smoking in their room can be evicted from residence and held responsible for the costs to repair the damage (this can be as much as a carpet replacement, re-painting, and buying new furniture). This is one of the rules we are most strict on because it’s so damaging to the building. Please just take it to a gazebo!

	Cannabis
	· You cannot grow a cannabis plant in residence
· All cannabis and cannabis paraphernalia should be labelled and stored in your private room in an airtight container (so you can’t smell it outside the container)

	Guests
	· You must accompany your guests at all times, and you are responsible for their actions while they are in residence – even if you weren’t present
· Anyone you let into a building is considered your guest, even if you don’t know them
· You can have a guest in your room up to four nights per month (your friend can’t live in residence with you)

	Noise
	· Courtesy hours: 24/7 – reasonable amounts of noise, nothing excessive. It’s okay if the noise you’re making can be heard from the hallway.
· Quiet hours: 10pm-7am, Sunday to Thursday. 1am-7am Friday & Saturday – quiet enough that someone can sleep. You shouldn’t be able to hear noise from inside a room unless you’re standing right outside the door.
· Respect different levels of noise – this is a community! Don’t hesitate to ask someone to be a little quieter 

	Building Security
	· Don’t prop exterior building doors
· Anyone could walk in (including mice)
· There are sometimes suspicious people on campus, we don’t want them walking into our home
· Don’t loan your key to your friend. If you lose your key, go to the front desk to get a new one (this will also deactivate your old key)

	Other notable standards
	· No open flame (candles)
· No pets
· No defenestration (throwing things out of the window)
· No explosive/dangerous materials: gas for camping stoves, bear spray, etc.
· No motor vehicles/bicycles 
· If you have a motorcycle, please register it with Parking Services
· If you have a bike, you can ask at the Front Desk for access to an indoor bike room (these are in Purcell & Monashee)
· Generally, no inappropriate or dangerous behaviour – be smart! Don’t climb on a roof, throw something out your window, hurt another person, etc.
· If it’s illegal in BC/Canada, it’s illegal in residence!




The Documentation Process – what happens if you aren’t following the Residence Standards?
· Explain the procedure of documentation
· An RA sees something that shouldn’t be happening in residence, they ask the residents to stop what they’re doing, they write an incident report, they bring the report to the resident to have it signed, the Front Desk reaches out to the student to schedule a meeting with the Residence Life Manager
· The Residence Life Manager meets with the student, gets their side of the story, tries to determine what happened, and decides if there will be any outcomes from this incident
· A common outcome of not following the residence standards is a Residence Standard Point
· A resident can get up to 4 Residence Standard Points before being evicted from residence.
· Points last for one calendar year after the incident. If you get a point in September 2021, it expires in September 2022.
· Documentation is not a reflection of someone’s character, and it doesn’t mean something bad will happen – you should meet with your RLM to have the chance to explain what was happening
· It’s a way for us to track behaviour so we know what’s going on in residence and so we can make sure residence is a safe place for all students to live and learn in
· Don’t be afraid of documentation - personal safety is always more important (emphasize this)
· If a standard is being broken, do not be afraid to ask for help out of fear of being documented
· E.g. - If a drinking game has resulted in a person needing emergency assistance, call for help! The safety of yourself, and your friends will always take priority.
Personal Safety
· RA On-Call #: 
· Actually get your residents to take out their phones and put the number in at your community meeting!
· All of these numbers can be found on the UBC Safe App
· Campus Security does vehicle and foot rounds of campus, and sometimes RCMP patrols campus on nights when things might get rowdy (like Halloween, St. Patrick’s Day, etc.)
· UBC Resources
· UBCEFRT
· If you need any first aid support, call Emergency Security at 250-807-8111 
· You’ll get the Security Dispatch, tell them it’s a medical call, and both Security and UBCEFRT will respond
· SafeWalk 
· Provided through UBCEFRT
· Call 250-807-8076
· UBCSafe App
· App for iPhone and Android to give you quick access to UBC Emergency Resources
· Important that everyone downloads it!
· Encourage them to use you as a resource if they are struggling with their physical or mental health 
· Good time to bring up any resources you know about e.g. Health and Wellness, Academic Advising, Disability Resource Centre, etc. 
· They can find all the resources and more at students.ok.ubc.ca!
· Safe sex 
· RA’s have all the condoms you will ever need
· Sex-positive environment – healthy and safe choices are priority 
Create
· Encourage students to get involved and participate
· Use orientation week to get to know the campus, community, and each other
· When will you take them to Create, where will they meet you?

Closing Remarks
· Reiterate the importance of mutual respect, community and understanding in residence
· Convey your excitement for the upcoming year
· Outline the rest of the night’s events, and a meeting time for them
· Good time to do a floor picture as this is one of the few times you can guarantee your entire floor’s attendance
· Reminders:
· Upcoming Programs and Events
· Get connected with the various social media
· Your community Facebook page/group chat/whatever they want to use
· @ubcoresidence on Instagram
Upcoming Events
· _____________________________________________________
· _____________________________________________________
· _____________________________________________________
For residents who move in on the Sunday, chat with them about these things when you introduce yourself! Most important messages include the number for the RA on call, the general standards, and where to go when the fire alarm goes off.


Between September 13th – September 18th 

Topics to cover:

· Recap on residence standards
· Noise
· Alcohol use on residence 
· Smoking is only permitted in gazebos 

· Recap on Emergencies
· Where to go when a fire alarm goes off
· Security number
· Ra On Call number

· Quiet Hours 
· Weekdays: 10pm – 7am
· Weekends: 1am –7am

· Roommate Boot camp
· Review expected living standards on residence 
· Explain to the residents the importance of a roommate agreement 
· Do you have a cleaning schedule? Would you be interested in making one now?

· Ways to get involved in Residence Life
· Committees: Leadership, Athletics, Legacy
· LLCs
· Focus on the LLC in your building and the legacy programming they run throughout the year
· Building Legacy
· Talk about the upcoming Residence Cup events!
· Get people excited about representing their residence
· Think of ways to create buy in/get students involved

· Upcoming Programs and Updates

· Next Floor Meeting Date: - (Should be before Halloween Weekend)




Floor Meeting Checklist – November/December

Note: In this month only one floor meeting would be held (before LDOC: December 7th). However, residence advisors are encouraged to have some form of community interaction before reading break to: 
· Check on the residents’ energy level as residents might be struggling with school or homesickness
· Advertise programs happening over reading week 
· Tell Residents about Winter Stay through applications 

Before Last Day of Classes – December 7th
Topics to cover:
· Moving out procedures
· Set thermostat to “heat” and leave at 19 degrees
· Close Windows
· Unplug Electronics
· Remove perishables from community fridge
· Take out your garbage, anything in your room that will go bad over the break (i.e., your gingerbread house)
· Leave residence by 12pm on December 23rd
· Your key will stop working at 2pm
· Room Checks done by Residence Advisors

· Explain how end of term works
· You have to leave residence but are not entirely moving out unless you aren’t returning in January

· Remind residents who need to stay through the winter break to apply
· Deadline for this application is December 1st 

· Explain 23-Hour quiet hours to residents
· Community hour is at 7:00pm – 8:00pm (Cannot be negotiated to another time)
· Pin drop silence after 10pm
· Normal quiet hours prior to 10pm

· Talk about Exam Jams to residents who might need help before Exams 

· Upcoming Programs and Updates
· Stressbusters
· IPS hosts programs for students staying through the winter break
· Advisor info night: Resident Advisor Application Open.

· EBI Surveys (Expect it in early January)

· Good Luck on Exams and have an amazing break!



Floor Meeting Checklist – January
Within The First Two Weeks Of The Semester 

Topics to cover:

· Welcome residents back/ introduce new residents

· Upcoming programs and updates

· Recap on residence standards
· Alcohol use on residence 
· Smoking is only permitted in gazebos – even when it’s cold outside!
· Partying 
· Vandalism 
· Guest Policy

· Recap on Emergencies
· Fire spot
· Security 
· Ra on call hours and phone number
· Quiet Hours 
· Weekdays: 10pm – 7am
· Weekends: 1am –7am

· Re-apply for housing if planning to live on campus for the following year (Housing RAP): Due February 1st 

· EBI Surveys 






Floor Meeting Checklist – March
Before Recess/ Last Day of Classes – April 11th

Topics to cover:

· Recap on residence standards
· Anything your residents don’t seem to follow/understand

· Recap on Emergencies
· Security 
· RA on call
· Moving out procedures
· Turn on A/C and Set to 19 degrees
· Close Windows
· Room cleanliness (as tidy as they found it) – leave nothing but furniture/mattress behind
· Envelopes will be handed out for their keys to be put in and returned to the housing office
· Remove all food items from community fridge 
· Leave residence by 12pm on April 30th. Your key will stop working, and we will check your room that afternoon. 
· File maintenance requests early 


· Explain 23-Hour quiet hours to residents
· Community hour is at 7:00pm – 8:00pm (Cannot be negotiated to another time)
· Pin drop silence after 10pm
· Normal quiet hours prior to 10pm

· Talk about Exam Jams to residents who might need help before Exams 

· Upcoming Programs and Updates
· Stress-busters
· Farewell programs 
· LDOC programs 

· Donation Rooms

· Summer Housing Applications: Open!

· Have an amazing summer!
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