
Dance TrainingDance Training

Sponsored by the Student Activities Office and 
Catering . . . by DesignCatering . . . by Design



Hall / Club Dance
k  “d ” l k  aka “dance” oralso known as:

Club Dance

SYR

Hall Wide Dance 



AgendaAgenda
 Refreshment break

 Successful Dance Tips

 Working with Catering by Design and academic / NDFS
venues

 How to plan an dance and SAOnline

 C l d  R i Calendar Review



Successful Dance TipsSuccessful Dance Tips



Why students don’t attend dancesWhy students don’t attend dances
 Had a lousy time last yeary y

 Perception of same old, same old

 Cost.  Are the t-shirts a valuable add-on?

 Bad scheduling of date

 Theme is a turnoff

 Can’t find a date or don’t know how to find a 
date

 Like to complain

 Dance was planned at last minute

 Doesn’t meet the needs (i.e., music)



How to plan a dance How to plan a dance 



First Step of Approval ProcessFirst Step of Approval Process

Submit dance module to Rector/Advisor
Answer questions regarding the event

M  b  b i d  i i  f i h  d  b f  h  Must be submitted a minimum of eight days before the event

Don’t forget to select SUBMIT and use Don t forget to select SUBMIT and use 
print screen details







Components of the dance moduleComponents of the dance module
 Overview of the dance activity

 Entertainment/theme/food plans

 Budgetg

 Promotion

 Event managementg



Questions to consider before filling out 
th  d  d lthe dance module

 What is the date, time & location of dance?

 If the event is planned for outdoors, where is the 
proposed rain location?

 What other Halls / Groups are involved?

 How many tickets do you plan on selling?  What is your 
minimum number of tickets to be sold?

 Will former residents be invited?



Entertainment/Theme/Food PlansEntertainment/Theme/Food Plans
 What is the theme for the dance?  How will the theme 

be implemented?

 How are you planning to decorate?

 What will the dress code be?  How does it support your 
theme?

 Who is your entertainment?

 What is the menu for the event?

 What type of dance favors are you giving to your guests?

MSOffice1



Promotion/Ticket SalesPromotion/Ticket Sales
 How will you be advertising the event?

 When will you begin selling tickets?

 When is the stop date to sell tickets?



Event ManagementEvent Management
 What are your check in procedures at the door?  If you 

are from a hall, what about checking out of the hall?
◦ Who will be working to check people in?

H  ill i di id l  “ hi ” th  t b  h dl d?◦ How will individuals “crashing” the event be handled?
◦ When will be the final time that guest may enter the dance?

 If the event is outdoors  how will the area be roped off? If the event is outdoors, how will the area be roped off?

 Who will handle problems at the dance?

 What is the process for clean up of the dance? What is the process for clean up of the dance?



BudgetBudget

 What is the cost of your entertainment? y
 Describe the menu selection, quantity and cost of food 

ordered and final cost per head.  Remember the $3.00 
 h d d d lper head suggested guidelines.

 What are the decorations you are using and the cost of 
the decorations?the decorations?

 How much will your dance favor cost?  How many are 
you orderingy g

 Identify miscellaneous expenses, e.g., ticket printing, 
equipment rental







D ’t f tDon’t forget



Next Steps of Approval ProcessNext Steps of Approval Process
Proposal goes to Activities Liaison

P  H t k  f  id  h ll  G d t  St d t U i  MBAA  SBAPeggy Hnatusko for residence halls, Graduate Student Union, MBAA, SBA

Mary  Kate Havlik for undergraduate and graduate clubs

Approvals needed from other offices (Dept contacts)
If you are ordering a product (requires the imprinting module)If you are ordering a product (requires the imprinting module)
If you will need ND Police/Security at the event (on campus facilities only) Lt George Heeter

If you need the approval from the facility / venue manager  

If you are having a fundraising component at the event (requires the solicitation module)

Dance proposal is forwarded to Peggy Hnatusko  Student Dance proposal is forwarded to Peggy Hnatusko, Student 
Activities
Must be received no less than five days before the event



Other Paperwork you might need for 
your danceyour dance

 Standard Form Entertainment Contract

 Off Campus Facility/Caterer Contracty

 Bus Contract

 Waiver and Release of Liability Formy

 License for Gaming Activities



Specific For Off Campus EventsSpecific For Off Campus Events
 Need to have a signed contract with the facility and 

caterer

 Need to provide charter bus transportation

 All guests are required to complete bus waiver

 Rector or advisor must be present at that event

 Cash bars need the approval of Mr. Brian Coughlin, 
Associate Vice President for Student Development



PoliciesPolicies
 Dance Policies 

 The Source - Student Activities Office - du Lac Student 
Activities Policies

V  S f Venue Specific



Success MetricsSuccess Metrics
 Number of guests in attendance

 Hall Council or student group impression of event

 Rector or advisor impression at event

 Evaluation of participants

 Venue manager impressiong

 How did it create as sense of belonging / connection to 
the group?

 Did the participants and guests feel welcome?  How was 
this accomplished?



Student Activities VenuesStudent Activities Venues

LaFortune Student Center

Fieldhouse Mall

Stepan Center



Food Service VenuesFood Service Venues

North Dining Hall South Dining Hall –North Dining Hall
Oak Room, Main 
Hall, Reckers 
Hospitalityp y



Outdoor GroundsOutdoor Grounds

South Quad North Quad

Also:  Hall Courtyards, Mod Quad, etc.



Academic / Administrative / Athletic 
B ildi gBuildings
 Academic

d  ll f S
 Administrative / Athletic

ll l   h   Jordan Hall of Science
 Mendoza College of 

Business

 Purcell Pavilion at the 
Joyce Center (Club 
Naimoli and theMonogram

 Hesburgh Library Room)
 Joyce Center Fieldhouse
 Rockne Memorial
 Warren Golf Course 
 McKenna Hall
 M i  I  / I i h  Morris Inn / Irish 

Courtyard
 Main Building



Calendar ReviewCalendar Review







Hall Dance CalendarHall Dance Calendar

Find info here

Found at sao.nd.edu (look for the link For Residence 
Hall Leaders (at the bottom of each page)



For additional information  For additional information  
Peggy Hnatusko, Director of 
St d t A ti iti  f  P i

Jeremy Kinsler, Manger Catering 
b  D iStudent Activities for Programming by Design

 631-7308

 mhnatusk@nd edu

 631-9919

 jkinler@nd edu mhnatusk@nd.edu

 Student Activities Office, 
315 LaFortune

 jkinler@nd.edu

 Catering by Design, 602 
Grace Hall315 LaFortune Grace Hall




