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Preface 

The purpose of this handbook is to provide a 

standard format for the legislative procedures 

to be employed by the Residence Hall 

Association of Central Washington University 

(CWU RHA). 

We the authors intend this to be the flexible 

document. While we intend to set down a 

standard for legislative procedure to be 

followed from here on, we admit that we are 

imperfect, and encourage future RHA bodies to 

change this document to reflect their needs or 

the parts which they find to not work well. 

All our best, 

The authors 

 

N.B. The version 0.x number means that this is 

a work in progress, a draft, a beta, whatever 

term you want to use. It probably has some 

bugs and errors, but it reflects our operating 

practices at the moment and we need it more 

than we need it to be perfect. The best 

statement at the moment is probably ‘Fresh out 

of the oven, may cause burns.’ 
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Basic Parliamentary Motions 

Point of Personal Privilege 

A Point of Personal Privilege is used to request 

any change to the nature of the meeting or its 

environment which will alleviate an 

inconvenience. Examples include requesting 

that the lights over the projector screen be 

turned off, that the speaker speak louder, or 

that the chair repeat questions so that the rest 

of the body can hear them. 

A member may interrupt the speaker to make a 

Point of Personal Privilege; this motion 

requires no second. 

This section last updated 11/19/2016. 

Point of Order 

A Point of Order is made to correct something 

which is incorrect from a parliamentary 

perspective. This allows members to check the 

chair’s parliamentary discretion by correcting 

errant motions, reminding the chair to have the 

secretary call the roll before the meeting is 

adjourned, or ask for a second to a motion. 

Members may also correct each other; for 

example if a member moves to amend allotted 

funds when no motion has been made to allot 

funds, another member may make a Point of 
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Order to remind them that there is no motion 

on the table to amend. 

A member may interrupt the speaker to make a 

Point of Order; the motion requires no second. 

This section last updated 11/19/2016. 

Parliamentary Inquiry 

A Parliamentary Inquiry is used to ask a 

question when not in a question and answer 

period. This can be used either when a 

question and answer period has passed, as in 

a funding request, or when a question comes 

up during an announcement. The 

Parliamentary Inquiry is directed to the chair, 

who may allow another member to respond at 

their discretion. 

A member may not interrupt the speaker to 

make a Parliamentary Inquiry; this motion 

requires no second. 

This section last updated 11/19/2016. 

Point of Information 

CWU RHA handles the Point of Information 

uniquely. Earlier editions of Robert’s Rules of 

Order used this name for the Parliamentary 

Inquiry; the new name was adopted to 

minimize confusion. The RHA feels that it is 

necessary to have a method for information to 
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be entered in the record other than by the 

speaker so, following on years of tradition, we 

have adopted the Point of Information as the 

name for that motion. This motion allows for a 

member to state factual information which is 

not disputed and is relevant to the motion at 

hand. 

For an example consider the following 

scenario. Hall A is presenting on a funding 

request to put on a social/community building 

program. Some members are questioning Hall 

A’s estimated attendance, which amounts to 

~50% of Hall A’s population; they are 

concerned that this is a little too optimistic. A 

resident of Hall B, having put on the same 

program the year prior with an attendance 

similar to Hall A’s estimates, may make a Point 

of Information to let the body know of their prior 

experience. This is acceptable because the 

attendance is a provable fact. It would be less 

acceptable for Hall B to simply state that they 

had a ‘good turnout’, and out of order for Hall B 

to state that they disagree with the naysayers. 

This section last updated 11/19/2016. 
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Standard Business Procedures 

Funding Requests 

Note: This section was incorporated into the 

Constitution prior to the revisions of Spring 

Quarter 2017. Those revisions created this 

handbook and moved this section, unchanged, 

to it. 

Insert section here 

This section last updated (date). 

Constitution Changes 

Insert section here 

This section last updated (date). 

Elections 

Section 1: Elections 

The VP/NCC shall announce a date at which 

applications for Executive Officer positions will 

be available, and the date at which elections 

shall take place. Elections must be held during 

a regularly scheduled meeting of the RHA 

body. The VP/NCC shall also state the 

eligibility requirements for the Executive Officer 

positions. The VP/NCC shall also chair 

Executive elections. During the election 
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meeting, all candidates shall be given the 

opportunity to make a speech concerning their 

qualifications for the specific Executive Officer 

position, followed by a question and answer 

period from the RHA general body. The 

candidates will be asked to leave the room for 

the general body discussion. Time limits on 

speech and discussion will be established by 

the Executive Board. The VP/NCC, in 

consultation with the Executive Board, is 

encouraged to elaborate on these 

requirements and present details for approval 

to the RHA general body.   

Section 2: Eligibility 

To be eligible for election and office, each 

candidate must be an active member of RHA, 

not on disciplinary probation with the 

University, and have lived in a CWU residence 

hall for three quarters prior to taking office. 

Each elected Officer shall be required to live in 

a CWU residence hall during his or her term of 

office. No Officer may hold more than one 

Executive Office in RHA simultaneously. At the 

time of election, the candidate must have a 

cumulative GPA of 2.5 or higher. Upon 

receiving the application, an RHA advisor will 

perform a grade check to ensure that the 

applicant meets the GPA requirement. Each 
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candidate shall be allowed to run for only one 

position during a given election with the 

exception to the instance in which a candidate 

elects to bid down. Here in the process of 

bidding down shall be defined as a process by 

which the officer may choose to run for an 

alternate Executive position should they not be 

elected to the initial position. Bidding down will 

be in the order in which executive officers are 

ranked in Article VI. 

Section 3: Letter of Intent 

All candidates must submit a written letter of 

intent, no longer than three pages to the RHA 

Executive Board at least nine days prior to 

election date. Letters must be made available 

to the voting body at the meeting prior to the 

election date. A letter of intent must be written 

for each position the candidate chooses to bid 

down to. This will be in addition to the letter of 

intent they must write for the initial position 

they are running for. Only the letter of intent 

regarding the initial position they are running 

for will be distributed to the voting body prior to 

the election. Additional letters of intent do not 

need to be accompanied by additional letters of 

recommendation. Additional letter of intent will 

be distributed to the body only when the 

situation of bidding down during a given 
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election occurs. Candidates shall not be 

required to state their intentions to bid down in 

any letters of intent.  

 

Section 4: Letter of Recommendation 

The letter of intent must be accompanied by 

two letters of recommendation which may be 

written by any of the following: 

A) A CWU faculty and/or staff member 

B) A UH&NSP professional or student staff 

member  

C) An officer or advisor of another club or 

organization affiliated with CWU 

Section 5: Timeline 

A specific election timeline shall be established 

by the VP/NCC, in consultation with the 

Executive Board, and presented to the RHA 

general body. This timeline should include date 

of nominations, date and time that letters of 

intent are due, date that letters of intent and 

recommendation are to be made available, and 

the date of the elections meeting. Once 

presented to the general body, the timeline 

shall not be changed without the consent of the 

general body.  

Section 6: Quorum 
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A quorum of 75% of the total number of all 

residence halls must be represented for 

elections to take place. The candidate with the 

majority (over 50%) of the votes cast shall be 

awarded the office. The Method of voting will 

be Single Transferable Ballot. Voting rights rest 

with student RHLC representatives and other 

non-staff hall residents. The Single 

Transferable Vote Method must be used during 

elections (see Article X, Section 3). 

Section 7: Special Elections 

All special elections shall follow the procedures 

outlined above. If it is necessary to modify the 

requirements for an election the Special 

Appointments procedure must be used. 

This section last updated 9/2016. 
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Extraordinary Business 

Procedures 
Note: This section’s title is to point out that these 

procedures are unusual; they may never be used in an 

RHA member’s entire time at CWU. 

Special Appointments 

1. Special Appointments may be made in only 

two circumstances. Either: 

I. Special Elections must have been 

attempted and failed to produce an 

officer-elect, or, 

II. The RHA Executive Board may 

decide by a majority vote with the 

consent of the advisors and RHA 

body that a Special Election is 

impractical and initiate the Special 

Appointment process. 

2. The RHA President, in consultation with the 

RHA Executive Board, will decide the 

requirements for candidacy. This may 

include waiving the typical requirements, 

such as time spent living on campus or 

letters of recommendation. The Vice 

President will make these requirements 

known to the body at the meeting when the 

Special Appointment procedure is formally 

begun. 

3. After the close of candidacy application 

submission the Board will conduct 
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interviews with all candidates and decide 

their choice for the office. 

4. At an RHA meeting the board shall present 

their choice for confirmation by the body as 

follows. 

I. Per the Constitution the President shall 

yield the chair to the Vice President for 

the duration of the election-related 

proceedings. 

II. An officer other than the Vice President, 

chosen by the board to speak on their 

behalf (hereafter the board’s 

representative), shall proxy their duties to 

another officer and present the board’s 

choice for the vacant position. 

III. The appointee shall make a short speech 

(<5 minutes) to the body explaining why 

they chose to apply for this officer 

position. If applicable the body may 

inquire why the appointee did not apply 

during the failed Special Election 

process. 

IV. The board’s representative shall explain 

the board’s rationale for choosing the 

appointee, without mentioning other 

candidates in an unflattering matter (for 

example the board’s representative may 

say that of the candidates the appointee 

had the most leadership experience, but 

may not say that they were the only one 

with any leadership experience). 
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V. Following a motion and second to 

confirm the board’s appointee, the body 

shall vote by Single Transferable Vote. If 

the motion passes the appointee shall be 

sworn in as an officer and be given their 

duties (i.e. the officer currently fulfilling 

the duties of the previously vacant 

position shall relinquish them to the 

newly appointed officer) at the next RHA 

meeting. If the motion fails the board 

shall choose another appointee from the 

remaining candidates and repeat the 

confirmation process. Only if all 

candidates are denied by the body or 

formally withdraw their candidacy may 

applications for candidacy be reopened. 

This section last updated 11/19/2016. 

Removal of RHLC Officers 

1. Any person resident in the area of operation 

of a Residence Hall Leadership Council 

may bring a grievance against any officer or 

officers of said council by submission of a 

written grievance to the Residence Hall 

Coordinator in charge of the area. 

2. The Residence Hall Coordinator shall 

facilitate mediation between all parties and 

attempt to resolve the dispute. The 

Residence Hall Coordinator may recuse 

themselves and defer to another 
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professional UH&NSP staff member if they 

feel it is necessary. 

3. If mediation fails the case shall be 

escalated to the Residence Hall Association 

Executive Board, who shall oversee the 

following process. The process may be 

overseen by an officer, officers, or en banc 

as determined by the board. Any Executive 

Officer living in the RHLC’s area of 

operation must recuse themselves. A 

Recording Secretary or Secretaries shall 

record all minutes relevant to this case. 

a. All written grievances created prior to 

this point shall be submitted to the 

Executive Board for review. All parties 

named in a grievance shall be allowed 

to submit a response if one was not 

previously submitted. 

b. A hearing shall be held for all parties to 

present their grievances and the 

aggrieved party to present their 

requested course of action. If the Board 

finds resolution is not possible by any 

means other than removal of the RHLC 

officer(s) in question the Board must 

decide the following questions and 

submit written record of their findings to 

all parties. 

i. Should the removal process be tabled 

pending University Conduct 

proceedings? 



Page 16 

ii. Is it necessary that the officer in 

question be removed only from their 

office, or from the RHLC entirely? 

iii. Should only the RHLC or the entire 

area of operation be given a vote in 

whether the officer is to be removed? 

c. Following the Board’s decisions above, 

the RHA Vice President shall call a vote 

of no confidence to be taken against the 

officer(s) in question to follow the 

decisions of the Board. The vote shall 

be witnessed by at least one other 

Executive Board Officer. 

d. If the vote of no confidence passes the 

position shall be declared vacant and 

returned to the RHLC Advisor(s) to be 

filled in a special election at the earliest 

opportunity. 

This section last updated 12/4/2017 

Removal of RHA Officers 

This section is a work in progress and has 

been removed to allow the publishing of v0.3. It 

will be added in before the release of v1.0. 


