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Clinton Community College 

Residence Life

Handbook
Policies and Procedures 

“Living in a residential community is an experience where all members have certain rights and responsibilities. The following policies and procedures are designed to maximize the positive aspects of living on campus by stating expectations that the College and the Faculty Student Association has of residents.’
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Policy: Alcoholic Beverages and Drugs
The College and the Faculty Student Association prohibits the possession and/or consumption of alcoholic beverages and/or containers in or around the residence halls. The use and/or possession of alcohol, illegal drugs (including prescription drugs belonging to another person), or related paraphernalia are prohibited. This includes, but is not limited to: bongs, bowls, hookahs, rolling papers, roach clips, pipes, or anything fashioned for such use.

New York State law prohibits persons under the age of 21 to possess alcoholic beverages. Funnels and empty beer or liquor containers are similarly prohibited.

Policy: Appliances

Cooking is not allowed in student rooms. Thus, in compliance with fire safety regulations, the following may not be used in student rooms:

· Electric and gas stoves

· Toasters, toaster ovens, hot plates, burners

· Crock pots, timed cookers, rice cookers

· Electric coils, immersion heaters

· Fryers and grills of all kinds (e.g., George Foreman)

· Any other appliance or instrument with an open flame, exposed heating element or hot surface that poses a fire hazard

Window air conditioners, space heaters, and ceiling fans are also prohibited. Electrical plugs that allow more than two items to be plugged in at a time are prohibited, as they are an extreme fire hazard. The Residential Life staff reserves the right to confiscate unauthorized or dangerous electrical appliances and return them to the resident at check-out. The staff also reserves the right to determine that an appliance not specifically listed here poses a hazard and to remove it from a residence hall room. 

Residential-style coffee makers are allowed in student rooms as long as they feature and automatic “shut-off” function so that the coffee maker turns itself off in case your forgot to do so. Not allowed are restaurant-style or commercial coffee makers, or those that keep water perpetually hot and ready for instant use.

Policy: Bans

Non-residents may be banned from the Residence Hall Complex at the discretion of the Vice President for Student Services or the Director of Campus Life for behavior that is considered disruptive or dangerous to the residential community. The Lower Judicial Board, the Vice President for Student Services or the Director of Campus Life may ban a residential student from the Complex or from individual buildings as a result of a judicial procedure. Violations of these bans are a serious matter that may result in additional campus judicial procedures or police involvement. Residential students who knowingly host a banned individual may also be held accountable.

Policy: Bicycles

Bicycles may only be stored in individual rooms when agreed upon by room occupants. Bicycles may not be stored in stairwells, hallways, or other public areas inside the Residence Halls. In addition, storage of bicycles outside the building is permitted as long as they are not left on the sidewalk or attached in any manner to the building. Bicycle racks are provided on the grounds. Residents are not to ride bicycles within the Residence Halls. The FSA is not liable for damage or theft of bicycles. They are the sole responsibility of the bicycle owner.

Policy: Cable Television

Each residential room is equipped for cable television hookup free of charge as a courtesy from the FSA. The FSA does not provide televisions or cables. Many of the common areas in the Residence Halls include a television with cable service.

Policy: Candles, Incense, Open Flames

To protect all residents from the danger of fire, the possession, display, and use of candles/incense/open flames in the residence halls is not permitted. These items will be confiscated and disposed of if discovered on the premises.

Policy: Care for Common Spaces

The lounges of each Residence Hall are the living rooms of the halls. They may be used for programming or entertaining guests and parents. Use of the common areas is a privilege. Please do not engage in activities resulting in or contributing to excessive noise in the lounge areas. Students who abuse this privilege by dangerous actions or by leaving the common area in an unacceptable condition may be denied the privilege to use the lounge in the future.

Residents of each hall/floor, together with the housekeeping staff, are responsible for maintaining the common areas of the building. Trash and recyclable materials should be disposed of in proper containers. The responsible person(s) should clean up accidents, such as broken glass or vomit. 

The Director of Campus Life will charge responsible parties for areas, which are not properly maintained, for which housekeeping must spend an inordinate amount of time cleaning, or for messes which are clearly a result of irresponsible behavior. Common area damage costs will be deducted from students’ security deposits and should costs exceed the amount of the deposit residents will be billed accordingly. Students who live on a particular floor or in a particular building can also be assigned mandatory community service to correct common area damage on their floor or building. Students are strongly encouraged to provide Residence Hall staff with information about common area damage so that only those responsible for the damage are charged.

Policy: Carpet
Each room is carpeted throughout with the exceptions of the bathroom floors, laundry rooms, and some common areas. If you spill something in your room, the lounge, or on the hall carpet, please submit a work order within 24 hours so the spill can be extracted from the carpet.

Policy: Check-in/Check-out Procedures

When you move into the residence halls, you will be given a copy of a Room Condition Report that was completed by a Residence Life staff member as part of the check-in process. At the time of check-out a Residence Life staff member will record any discrepancies on the Room Condition Report and this may result in charges being billed to your account. Failure to complete the form when you check-out may result in you being held responsible for any and all damages to your room.

Students who are leaving their room at the end of the fall semester, end of year, or for reasons such as removal from housing, or room changes, must complete a check-out process with a member of the Residence Life Department prior to leaving their assigned room. Failure to properly checkout will result in fines for the following: 

· Improper check-out charge, $200

· Failure to return key charge, $75/per key

· Additional fines may be accessed for extra cleaning and/or removal of personal property

Residents who choose to leave the Residence Halls during the semester or between semesters or who are removed from housing for judicial or administrative reasons will be responsible for housing and meal charges as outlined in the Housing License Agreement.

Policy: Damage to Property

Intentional or reckless destroying, damaging, or misusing the property of the Residence Halls or at Residence Hall-sponsored events is prohibited. Cost for damages and/or extra maintenance services are subtracted from the security deposit.

Policy: Decorating in Residential Rooms

Decorations are encouraged in residential rooms as long as they do not create health or fire hazards or cause structural damage. In accordance with fire and safety standards, decorations may be used in rooms but the following guidelines are to be used:

1) No nails, tacks, colored sticky putty, screws, toggles or molly bolts are to be used in ceilings, cabinets, or walls.

2) No stickers or permanent markers or any kind are permitted on walls, ceilings, or doors.

3) All decorations must be removed prior to checkout.

4) Students may decorate the outside of their doors providing the decorations are not permanent, considered offensive, obscene, lewd, or indecent within the judgment of Residence Life staff.

5) Writing on doors, walls, or windows is prohibited and may result in fines or other judicial sanctions.

Policy: Disorderly Conduct

Conduct that is disruptive, lewd, or indecent, regardless or intent, which breaches the peace or offends basic sensibilities, is prohibited. 

Policy: Emergency/Accident

In the event of an emergency in or around the Residence Halls, residents should contact the Resident Assistant on duty or another staff member or campus safety immediately. If the emergency is life threatening, residents should first call 911, then contact the Resident Assistant on duty or another staff member. Medical problems should be handled through your personal physician or by the emergency room. In case of a non-life threatening or routine medical condition, please see the nurse on the Main Campus, Monday – Friday 8 am – 4 pm. The college nurse can be reached at 562-4129 or in the Nurse’s Office, 141M.

Policy: Entry of Student Rooms by Residence Hall or Maintenance Staff

Residence hall or maintenance staff may enter student rooms to:

1) Verify property location/inventory of furniture

2) Verify occupancy

3) Perform maintenance 

4) Enforce safety and health standards

5) Respond to an emergency situation

6) Respond to a suspected violation of the student code of conduct

Residence hall staff who wish to enter student rooms for other reasons must receive authorization from the Director of Campus Life. Residence Life staff will provide written notice, at least 24-hours before entry, of staff intent to enter the room for purposes 1-4 above. No notice is required if residence hall staff suspect an emergency or if a Maintenance Request form has been previously submitted by the occupant.

Policy: Entry of Student Rooms by Security

Security personnel may enter student rooms without authorization by the Director of Campus Life and without prior notice to the student if:

1) A crime is in progress

2) An emergency situation is suspected

Policy: Failure to Comply

Failure to comply with the directives of a staff member acting in an official capacity in performance of their duties is strictly prohibited and may result in sanctions. All students are expected to be cooperative when interacting with staff.

Policy: Firearms/Weapons

Residents may not possess or store firearms or lethal weapons in their rooms or in their car, as this is prohibited. This includes, but is not limited to: rifles, shotguns, handguns, ammunition, gun powder, fireworks, air rifles, air pistols, knives, BB guns, slingshots, axes or hatchets, metal stars for throwing, blow guns, pipes, chains, “look-a-like” weapons, or anything used to inflict a wound or cause injury or panic. Mace, pepper spray, or other chemicals intended to cause injury are also prohibited.

Policy: Fire Safety

Fire Safety Equipment

In order to protect both the lives and property of students, the residence halls and dining hall are equipped with smoke detectors, sprinklers, heat sensors, pull stations, fire hose water pipes, emergency exit lights, a roof smoke hatch in each stairwell, and an emergency response panel in the entrance of each building.  It is the responsibility of each student and staff member living in the residence halls to be familiar with the location and operation instructions of this equipment.  In addition, each individual living in the residence halls must be familiar with the location of emergency exits and the proper evacuation procedures.

Evacuation Procedures
All residents must vacate the building immediately when a fire alarm sounds.  Residents should do the following:

1. Leave the building (locking your room door), being careful to check doors for heat before opening them.

2. If smoke is visible, residents should stay low to the ground, and proceed to the nearest exit.

3. If unable to proceed to the nearest exit, a towel should be placed at the bottom of the doorway.

4. Residents MUST report to the OPPOSITE side of the parking lot from where the alarm sounds and at the far end of the lot away from the entrance.  Example:  If an alarm sounds in the dining hall, residents must report to the outside basketball hoops.

Students will be fined and/or reported for judicial violations for any violation of a fire safety policy, which includes but is not limited to the following:

1. Misuse of fire-fighting equipment, fire alarm system, and/or smoke detectors (students may not disconnect smoke detectors from their power source for ANY reason).

2. Possession/display/use of candles/incense/open flames.

3. Failure to follow the smoking policy (smoking is NOT allowed in the residence halls).

4. Failure to evacuate the building in a timely fashion when the fire alarm system is activated.

Policy: Furniture

Each resident is supplied with a bed frame, a twin mattress (38 inches x 75 inches), one dresser, one desk/entertainment center, one chair, and one built-in closet. Connections for the computing network, telephone, and cable television are also provided. Each room comes equipped with one sink, one thermostat, one towel rack, one medicine cabinet with mirror and overhead light, and one central room light.

While you may certainly add items to your room to make it more suitable to your style, remember that furniture that was not provided by the FSA is prohibited when it poses a fire or life safety hazard. Thus, prohibited furniture items include, but are not limited to: 

· Furniture of flammable construction

· Tall objects that could interfere with sprinkler system coverage

· Cinderblocks

In an effort to minimize damage to furnishings and to increase fire safety in our storerooms, the FSA furnishings that may be removed and stored are bed frames, mattresses, and desk/entertainment center. You should not remove furniture yourself. Please see a member of the Residence Life staff to arrange a time for maintenance to remove the unwanted furniture.  

When you move out, it is expected that your room will contain the same furniture it did when you moved in. Missing furniture will incur a residence hall damage fee; extra furniture that requires Maintenance to move it out of a room will also incur a residence hall damage fee. 

Policy: Gambling

Gambling is illegal and therefore is expressly prohibited within the complex. Residence Life activities that involve gambling may be done with fake money. No money, tangible property, or services may be exchanged as a result of gambling.

Policy:  Hall Sports

Ball playing, hackey-sack, rollerblading, skateboard, bicycle riding, or other similar activities are not permitted inside the Residence Halls or Dining Hall. All hardball activities, tackle football, and snowball throwing in and around the Residence Halls are prohibited. Residence Life encourages you to have fun but to stay away from the building to avoid injuring non-participant or damaging facilities. 

Policy: Halogen Lamps

All halogen lamps are banned from the residence halls.

Policy: Health and Safety Inspections
The Residence Life staff and Security staff members conduct Health and Safety inspections. These inspections are designed to seek out and correct potentially dangerous situations before they cause damage or harm. Notices will be posted in advance of these inspections. 

The Faculty Student Association of Clinton Community College reserves the right to enter residence hall rooms without the consent of the occupant in order to provide for general well being and protection of the community, its members, and property.

The staff members look for such hazards as halogen lamps, toaster ovens, multiple wall plugs, and candles. Any violations will be documented. Items not allowed in residence halls will be confiscated. All students will be given at least 24 hours notice to any upcoming inspection. 

If in the reasonable course of such an inspection, other violations of the Faculty Student Association of Clinton Community College rules are observed, they may be reported to the Director of Campus Life and/or the Vice President for Student Services. 

Policy: Housing Appeals Process

When you sign a Housing License Agreement (HLA), you have agreed to the following:

1. You are committed to housing for the remainder of the academic year in which you sign;

2. You are required to purchase a meal plan for each semester in which you are in residence;

3. You are obligated to fully and promptly pay all room and board charges to the satisfaction of the Bookkeeper of the Faculty Student Association;

4. You agree to abide by all rules and regulations concerning living in a college residence hall as set forth in the Clinton Community College Catalog and Student Handbook, including the Residence Life Handbook.

Any request to alter or void the HLA must be made in writing to the Housing Appeals Committee. The Committee will consist of (at minimum) one student, one faculty member, and one staff member from Clinton Community College, and will be chaired by one staff member from the Faculty Student Association.

As a general rule, the Committee needs to see a very clear and compelling case in order to make an exception to the policy. The more information you can give them in considering your appeal, the better your case will be. The Committee will consider appeals that fall into the following categories:

· Medical – You have a compelling medical reason to move off campus. You must submit appropriate documentation from a physician or other health care provider, and the Committee must decide that your condition(s) warrants release from your contract; a doctor’s note is not enough.

· Financial – Your financial situation has changed significantly since you signed the agreement. Again, you must provide proof of this change, and the Committee must find your circumstances compelling.

· Other Circumstances – You may have other circumstances, which you feel warrant your release from your signed HLA. If so, you are welcome to appeal to the Committee, but you must provide documentation to justify your case.

The following do not constitute grounds for appeal of your housing contract:

· Judicial Removal – When you signed your HLA and agreed to live in the residence halls, you agreed to abide by all College and FSA rules and regulations. If you break them, and your sanction is removal from the residence halls, you are still liable for all room and board costs for the remainder of your contract.

· Drop to Part-Time Status Within a Semester – You must be a full-time student to live in the residence halls. If you drop below full-time status in any given semester, because you drop classes or are removed by a faculty member, you are still liable for all room and board costs for the remainder of the semester. You must request permission to continue living in the residence halls from the Director of Campus Life. In most cases, if you are continuing to make progress toward the completion of your other classes, this permission will be given.

If you wish to make an appeal to the Housing Appeals Committee, you will need to submit an Exception Request to Live Off Campus form and a letter clearly stating the reason(s) for your appeal, along with any documentation to the Office of the Vice President for Student Services. The Committee reviews each appeal individually, and in most cases does so quickly. The Committee may ask you to provide additional information when appropriate. 

If your appeal is denied, it is important that you realize that you will still be responsible for your room and board charges. Students with an outstanding balance have holds placed on their Clinton Community College record and cannot receive grades or transcripts, add or drop classes, or register for the next semester without the permission of the FSA.

The decisions of the Housing Appeals Committee are final.

For additional information on this policy, please contact the Director of Campus Life (518-562-4381) or the Vice President for Student Services (518-562-4120).

Policy: Insurance

The FSA and the College are not financially responsible for personal injury, theft, loss of or damage to personal property, or failure of utilities or mechanical equipment. Students are strongly advised to secure rooms and property at all times. Students are advised to purchase insurance to cover property losses, damages and injury, and check with the issuer of any current homeowners’ policy for insurance coverage.

Policy: Internet

Each room is equipped with a high-speed Internet connection. High-speed Internet is available at no additional charge through the Faculty Student Association. To report trouble with your connection, stop by the FSA Office or complete a Residence Hall Network Connection Help Request form online.

Policy: Keys

All keys necessary for living in the residence hall are issued to residents upon checking in. Each resident will be issued one key, which will provide the individual access to their room. Residents are also issued one mailbox key. Mailboxes are located in the PARC Dining Hall. (For more information on mailboxes, see the Mail Services Policy.) If a key is lost, the individual must inform the Director of Campus Life. The student who lost the key will be charged $75 for a new key and a maintenance staff member will change the core lock. 

Policy: Access Card

Each residence hall student will be issued a prox card which will allow them 24 hour access to the building to which they are assigned. To gain entrance to the other residence hall building the student must be let in by either a resident of that building or security. If a student loses/damages their prox card they will be charged $25 for a replacement card.
Policy: Laundry

Each Residence Hall has coin operated washers and dryers for residents’ use located on the first floor of each hall. A wash load costs $1.25 and drying costs $1.25. Each student will need to supply his or her own detergent, softener, bleach, and dryer sheets. Laundry facility refund requests and problems with any machine should be made to the RA during office hours. 

Policy: Mail Services

Mail service is provided from a central facility located in PARC Dining Hall Monday through Friday, except national holidays. Student mail is not delivered to individual residence halls or rooms. 

All students are assigned a mailbox at the facility where incoming letters and packages are received. Students receive a mail key during check-in. They are expected to check their mailbox on a daily basis as Clinton Community College often sends mail to these boxes.

If you receive a package, a package slip will be placed in your mailbox. All packages must be picked up within a week or they will be returned to sender. To receive your package, present your Clinton Community College ID to the mailroom staff during posted mailroom hours.

The Faculty Student Association assumes no responsibility or liability for any loss or damages of mail. Questions regarding mail should be directed to the FSA Office, located on the first floor of the Moore (Main) Building in 112M.
A complete address, as shown below, should always be used to receive mail:

Resident’s Name

14 Dormitory Drive

Plattsburgh, NY 12903

Policy: Noise

All hours are considered to be courtesy hours. Residents are expected to respect the rights of others with regard to noise level. Any student has the right and must be able to study or sleep in his/her room at any hour of the day or night. All requests by residents, Resident Assistants, or other Residence Life or Security staff to limit noise must be honored. 

Mandatory Quiet Hours are from 10 pm – 8 am Sunday through Friday morning, and midnight to 9 am on Friday and Saturday. Quiet hours may be extended in special Academic Focus Housing or during exam periods.

Policy: Overnight Guests

Students living in the residence halls may have overnight, non-resident guests under the following conditions:

1) Residents are responsible for their guests and visitors.

2) All guests or visitors may stay for no longer than 72 hours in a seven-day period.

3) If a guest or visitor violates a policy, the resident responsible for that guest may receive a judicial referral and the loss of guest privileges.

4) Guests under the age of 13 will not be permitted to stay overnight in the Residence Halls.

5) Guests must receive a guest pass from the Resident Assistant on duty and must carry this with them at all times.

Policy: Paint

Changes to the residence hall interior and exterior may not be made without formal approval from the Director of Campus Life. This includes projects such as interior or exterior painting.

If you feel your ceiling or walls are in poor condition, you should place a request for repair by leaving a maintenance request form in the box located outside of the RA Office. 

Students may not paint residence hall rooms or common areas. Maintenance staff members must perform any painting done in the Residence Halls. Repainting required as a result of student painting will generate residence hall damage charges to the student(s) and may result in a judicial referral for failing to follow this policy.

Policy: Pets

No pets, except fish, are permitted in or around the Residence Halls at any time. A maximum of one 5-gallon per resident per room is permitted for the keeping of fish. No electricity may be associated with the tank (i.e. heaters, filters, lighting). 

Policy: Physical Assault

Intentionally or recklessly causing physical harm to any person in or around the Residence Halls is prohibited.

Policy: Propping of Residence Hall Doors: 

The propping open of or intentional tampering with the locking mechanisms of external residence hall doors is considered a serious breach of safety and security for the students of that building, their guests, and the other community members. Such conduct is unacceptable and any student who, or whose guest, is responsible for violating this policy will be subject to sanctions as appropriated by the Director of Campus Life. Holding the entrance doors open for others is also prohibited.  
Policy: Refunds

A student may receive a prorated refund of room and board only when s/he withdraws from Clinton Community College using the college’s refund schedule:
*Please note: the $200 deposit is non-refundable

A student may receive a prorated refund of room and board money when s/he withdraws due to change in military assignment beyond their control, given that proper documentation is provided.

Policy: Residence Hall Closing During Recess/Vacations

Residents are expected to comply with the opening and closing schedules as indicated by Clinton Community College’s academic calendar. The College reserves the right to control the use of all residence hall facilities and rooms during vacation breaks. 

The last room occupant to leave for vacation must initial the check-out sheet attached to individual room doors. This person will be held responsible for any thing not properly completed on the check-out sheet. 

Students will be informed of the proper check-out procedures. All residents must vacate the building within 24 hours following their last exam each semester. Whenever the Residence Hall closes for recess or vacation, it is important to do the following things in your room, which include but are not limited:

· Unplug everything

· Remove all perishable food from refrigerator

· Shut and lock windows tightly

· Close curtains

· Take any fish with you

· Shut off all lights

· Remove all garbage from room and take to dumpster in parking lot

· Lock your room and bathroom doors

Policy: Residence Hall Network

The Clinton Community College computing and network resources are provided primarily for the use of college students, staff, and faculty. These are intended to be used for educational purposes and to carry out the legitimate business of the College. Appropriate use of the resources includes instruction, study assignments, research, communication, and the official work of the campus organizations and agencies of the College. In each area of our campus community users are expected to use Clinton Community College’s computer resources first and foremost for tasks related to their respective roles.

Policy: Roof Access

ACCESS TO BUILDING ROOFS IS STRICTLY PROHIBITED. These restrictions are in the interest of safety due to the risk of injury or death should a fall occur. Any person found on the roof or attempting to access the roof area will be forwarded to the Lower Judicial Board.

Policy: Roommate Change

The College and the Faculty Student Association recognize the educational value of diversity and does not consider differing backgrounds to be acceptable grounds for honoring room change requests. Returning students will be given the opportunity to select rooms first. The Residence Life staff reserves the right to change room, suite, or hall assignments to relocate individuals or groups of individuals to eliminate a disruptive environment, to consolidate vacancies, or for any other reason deemed necessary by the Director of Campus Life. When a vacancy occurs, Residence Life reserves the right to show the room and assign a new occupant. Furthermore, the Faculty Student Association reserves the right to reassign any student who repeatedly infringes on their roommate’s right to study, sleep, or privacy.   

Room changes must have prior approval of the Director of Campus Life. Failure to follow this policy will result in moving back to one’s original room.

Policy: Safety and Security

For the safety and protection of the student’s personal belongings, students should always lock their room and bathroom doors. Thefts should be reported promptly to a Residence Life staff member.

Exterior doors to the residence halls are locked 24 hours a day, 7 days a week. These doors are locked to discourage access to the residence halls and to provide students with a secure environment. Therefore, outside doors should not be propped open.
There is a professionally trained campus safety officer on duty each evening from 8 pm to 4 am. The officer is responsible for making rounds in the Residence Halls and Faculty Student Association property, as well as assisting student as needed.

Policy: Sexual Assault

Clinton Community College deplores and prohibits sexual offenses of any kind (including but not limited to forcible sex offenses, non-forcible sex offenses, stalking, acquaintance rape, and the use of mind altering substances to facilitate any activity, including those that are sexual). Any such act committed against the integrity of another person will not be tolerated. 

Rape, sexual assault, or other non-consensual sexual activity is a criminal offense and will not be tolerated. These offenses include, but are not limited, the following:

· Any form of non-consensual sexual activity by physical force, coercion, threat, or intimidation, actual or implied, by a person(s) known or unknown to the victim.

· Any actual or attempted non-consensual sexual activity including but no limited to attempted intercourse, exhibitionism, or sexual language of a threatening nature by a person known or unknown to the victim.

· Non-consensual activity shall include, but is not limited to, situations in which the victim is unable to consent because he/she is mentally incapacitated or is physically helpless due to drug or alcohol consumption, or is unconscious. Victims of rape or sexual assault are strongly encouraged to notify a college official as soon as possible after the alleged incident. The criminal justice system is an option for recourse as well as the College’s Conduct review process. Both processes can be undertaken concurrently.
Clinton Community College strongly encourages any member of its community to report a sexual offense immediately to campus and local authorities. Local police can assist the victim in pursing criminal actions. The Vice President for Student Services Office, the Residence Life staff, the Counseling Center staff, or any other advocate may be contacted. We affirm this policy through educational prevention programs and through counseling and support systems.

Policy: Smoking
Resolution No. 43 (2009-2010) (As Amended):

Board of Trustees of Clinton Community College hereby agree to adopt the following as the Smoking Regulations of Clinton Community College effective June 1, 2010.

In accordance with the New York State Clean Indoor Air Law, smoking is prohibited in all college buildings. Furthermore, in an effort to   promote the health and well being of the campus community, smoking is prohibited on college grounds, except in outdoor smoking areas designated by the College president. Designated smoking areas shall be clearly marked as such.

Policy: Solicitation

Outside agencies and individuals may not sell goods or services in the residence halls. Campus organizations may not sponsor raffles, auctions, or other fund-raising projects in residence halls.

Policy: Summer Housing

Limited summer housing may be available on campus and requires an additional fee. To be eligible for summer housing, students must meet the following criteria:

· Complete a housing license agreement 

· Be enrolled in the academic summer session and/or work on campus to be given first priority

· Be in good judicial and academic standing with the College

Policy: Telephone Service

Each residential room is wired for telephone service; there is one telephone number per room. The phone number is linked to the room, not to the person. Students are responsible for bringing their own telephone, answering machine, and cords. Local and 911 phone access is provided at no additional cost to the students. Please see telephone instructions at the end of this manual for information on how to utilize on campus phone services. 
Policy: Trash and Recycling

Each resident is responsible for the care and cleaning of his/her room. Residents should keep their rooms reasonably clean and neat to prevent a fire or health hazard. Trash and garbage should be taken to the dumpsters in front of the residence halls, located in the parking lot. Room inspections are conducted each semester for health and safety. Rooms not kept in reasonable order will be brought to the attention of the Director of Campus Life.

In order to support efforts to protect the environment and to comply with New York State law, it is the goal of the residence halls to recycle as much as possible. 

It is the students’ responsibility to take materials to centralized locations. Recycling containers will be located and labeled in the main entrance of each residence hall for the following:

· Containers – plastic, metal, glass, and aluminum

· Paper – newspaper, school supplies, and cardboard

All items must be free from food or debris. Anyone found contaminating the recycling bins with garbage will be referred for judicial action. It is expected that each student make an effort to reduce, reuse, and recycle.

Policy: Vandalism

Any malicious damage to Faculty Student Association or College property is prohibited. Persons responsible for damage will be billed for repair and replacement, and may face disciplinary action. Residents will be notified by public memo/postings of any common area fines or damages.

When two or more residents occupy the same room/space and responsibility cannot be determined, the cost of repair or replacement will be divided evenly between the residents of the room/space. If damage or loss occurs in a common area (lounge, hallway, etc.) and no one can be identified as the responsible party, all residents in the living unit (hall/floor) will be charged for the repair/replacement costs.

Policy: Vehicles

All motor vehicles are not allowed on the grass, sidewalks, or handicapped parking areas (unless the operator has a handicapped parking pass) at any time. There is absolutely no parking or driving in fire lanes. Violators may be subject to fines and possible disciplinary action. Vehicles parked in fire lanes or on the sidewalk or grass will be ticketed and towed at the owner’s expense. No vehicles are allowed to stay in the parking lot during vacations or recesses when the residence halls are closed.

Policy: Windows

While we want you to enjoy your windows for both light, and air, there are some important safety guidelines to keep in mind. Windows are the responsibility of the occupants. Residents are responsible for any noise or objects coming in or out of windows. Residents are not to remove screens from windows, lean on windows, or drop things out of windows. Residents are not to climb in or out of windows or sit on any window ledge, as it is a serious safety hazard. For safety reasons and to limit residence hall damage, nothing may be hung from or affixed to the exterior of any window, window frame, or windowsill. 

Telephone Service Instructions

Making Calls

To Call Outside the Dormitories:


Dial 8 then the number you wish to call


(Local calls only.  Long Distance calls must use a calling card)

To Call Within the Dormitories:


Dial last 4 digits of the number you wish to call

Receiving Calls

Internal and External Calls will be received directly to your phone


If you do not answer or your line is busy incoming calls will be 


Forwarded to your Voice Mail

Voice Mail Set-up

From your room:


Dial 9000.  When the system answers choose option 5


Follow the prompts


(If your Voice Mail is protected by an old password contact your RA)

From Outside the Dormitories:


Dial your Personal Telephone Number


When the system answers press 

#6 then the last four digits of your telephone number

Choose Option 5

Follow the Prompts

Retrieve Voice Mail

From your room:


If your telephone is equipped with a message lamp the lamp will light

Dial 9000.  When the system answers 


Follow the prompts

From Outside the Dormitories:


Dial your Personal Telephone Number


When the system answers press 

#6 then the last four digits of your telephone number

Follow the Prompts
Suspensions


Based on an individual resident being a threat to themselves or others in the residence hall setting, the Director of Campus Life or Vice President for Student Services may impose an interim residence hall suspension to a resident for health and safety purposes.

Emergency Response

A. Contacting Emergency Personnel

In the event of an emergency situation, employees and students should immediately contact the Switchboard Operator by dialing “0” or “299” on any College phone.  In the event that the Switchboard Operator is not on duty, they should contact Security by dialing “215” or “593-0777”.  If, in their judgment, the situation warrants such action, they are encouraged to dial directly to “911” and then to report the incident to the Switchboard Operator and/or Security.  In the event the crisis event occurs after normal business hours the Switchboard recording will provide access to the Security Guard.  An employee or student may also choose to contact the Security Guard directly to report the incident by dialing 562-4215

The Switchboard Operator or the Security Guard will make contact with any member of the Crisis Management Team or if, in their judgment, the situation warrants such action, they will dial directly to 911 and secure the necessary resources, then report the incident to any member of the Crisis Management Team.

A Crisis Management Team member who has been notified of a crisis or a potential crisis will take responsibility for making contact with other team members.  Team members may choose to immediately meet in the President’s Office or Board Room of the Main Academic Building (Command Center) or, in the event that the office is not available, they may decide to meet in the Athletic Director’s Office in the Forrence HPER Center or another location or to communicate by alternate means depending on the circumstances.

Whenever emergency services personnel such as firefighters or police officers are on campus, they are in control, and students and staff are expected to follow their direction.  The Crisis Management Team, Building Monitors, Buildings and Grounds staff, College Nurse, and Security personnel should be prepared to provide assistance as requested by emergency services personnel.

B. Code Red – Evacuation (Refer to Emergency Activation Plan – Appendix A)
Under some circumstances building evacuation may be required. In the event of a fire, the immediate reaction should be to pull the fire alarm and leave the building.  The Building Monitor may be notified of other circumstances that require evacuation.  Under all Code Red-Evacuation events including fire, all persons in the building should immediately leave the building.  

A. Code Red – Shelter In Place

In a Code Red – Shelter In Place event, all staff, students, and guests will be directed to remain in the room they are in until the crisis has passed and they are notified that it is safe to move about the building or campus.  The Crisis Management Team will notify Residence Hall staff of a Code Red – Shelter In Place situation.  The Hall Director on Duty will be expected to communicate the lockdown information in a calm manner to staff, students and guests within the building.  The Hall Director on Duty should attempt to determine where students, staff, and guests are within their building and to communicate using the phone system or email without leaving their location.  It will be important for the Hall Director on Duty to present the information in a calm and orderly manner.  
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