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Resident Assistant (RA) Manual

Chapter 1: Intro to Student Life
In this chapter you will:
 Be introduced to the Student Life
 Learn the mission statement and goals of the Residence Life program
 Be introduced to the players in the Student Life – Housing team

Introduction to Student Life
Welcome to the Office of Student Life at Arkansas State University - Beebe! You have
been chosen to be a part of a remarkable team of people dedicated to serving the
residents that live on our campus. This chapter is dedicated to introducing you to the
basics of the department. Here you will find the mission statement of the department,
our philosophy on students, and a list of goals the department seeks to achieve. You
will also find an introduction to the team members and their roles within the department.
The office of Student Life is a team of roughly twenty people. This team of people staffs
two residential facilities and the main office in the Dr. Eugene McKay Student Center.
You have joined this team as a Resident Assistant (RA). This manual is designed to
assist you in your duties as an RA. While this is certainly not your only resource for
information, the manual should answer any questions you may have about your job. If
something is unclear to you at anytime please ask your supervisor or a veteran RA.

Mission and Goals
Without a clear mission statement and set of goals, the department would not be able to
succeed in serving the residents of this campus. The mission statement and goals are
set to provide the department with a sense of direction.
Mission Statement

Office of Student Life
It is the mission of the Office of Student Life to foster a campus environment that
cultivates student learning through developing innovative and inclusive co-curricular
programing that supports student learning outcomes in leadership, scholarship, and
citizenship.
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Housing and Residence Life Program
It is the intention of the Student Life’s Housing and Residence Life program to support
the academic mission of the institution by providing a safe, comfortable physical
environment in which one is able to pursue academic endeavors and achieve personal
growth within the boundaries of community standards and respect for others.
Housing and Residence Life Goals


To offer facilities that are safe, well-maintained and clean, and that provide a
physical environment that supports the programs and goals of the Office of
Student Life.



To provide an environment within the residence halls that is conducive to
academic achievement, good scholarship, and the intellectual and personal
growth of each resident.



To encourage each resident to recognize and evaluate his/her own purpose for
being part of the university.



To promote an atmosphere of respect for individual differences and to encourage
support for the rich diversity our students bring to the university community.



To encourage the development of a sense of individual responsibility so that
residents learn to accept responsibility for their own choices and actions.



To promote an atmosphere conducive to warmth, high morale, and fellowship
within the residence halls.



To promote a sense of pride in the university.



To provide courteous, high quality service to university residents at the lowest
possible cost.



To serve as a liaison between the university administration and students.



To institute administrative policies and procedures that facilitates the effective
operation of the residence halls.

Philosophy on Students
Student Life is dedicated to providing excellent customer service to students. Without
residential students, the office’s Housing and Residence Life would cease to exist.
Therefore, the office has adopted the following philosophy regarding students.
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The Student Is…


The most important person on the campus, without them there would be no need
for the institution.



Not a cold enrollment statistic, but a flesh and blood human being with feelings
and emotions like everyone else.



Not something to be tolerated so that we can do our thing – they are our thing!



Not dependent on us. We are dependent on them.



Not an interruption of our work, but the purpose of it.

Keep in mind that we are not doing them a favor by serving them. They are doing us a
favor by giving us the opportunity to do so. The rest of this manual is dedicated to
helping you uphold the department philosophy on students.

The Student Life - Housing Team
The Student Life’s Housing Team is made up of roughly 20 people. In this section you
will be introduced to the various positions that make up the team. You will also be
provided with a list of this year’s team members.
Hall Director/ Area Coordinator
The Hall Director (HD) is a full-time, live-in professional with an undergraduate degree
in college student personnel, counseling, psychology, social work or related field. The
RD is responsible for all activities in the residence hall. They supervise the RAs and
assist in the program management of the residence halls.
Resident Assistant
Responsibilities in the paid leadership position of RA are numerous, and the RA is the
focal point for the day-to-day operation of her/his floor. The RA is at one time: student,
community developer, referral agent, business manager, peer, friend, and
disciplinarian. Simply stated, the RA position is the most comprehensive student
leadership position attainable at Arkansas State University - Beebe. This diversity of
roles and responsibilities is challenging and calls on the RA to develop organizational
and interpersonal skills.
Desk Assistant
Desk Assistants (DA) are often the first contact for students and guests entering the
resident hall, and it is important that the desk staff sets a welcoming environment for
students and guests. Desk assistants will also aid the Residence Hall Director as
needed.
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Chapter 2: Contract & Job Description
In this chapter you will:
 Learn the Job Description of an RA
 Learn about the time commitment of the RA Position
 Learn the academic/alcohol expectations of an RA
 Learn about RA accountability
 Be introduced to the contract you will sign as an RA

Job Description
FUNCTION OF POSITION
The Resident Assistant is a part-time staff member for the Office of Student Life. RAs
are individuals who have exhibited excellence in the development of identity, autonomy,
values structure, interpersonal skills, and emotional stability. She/he serves as a role
model and resource person in assisting students in their education, personal growth,
and sense of belonging in the community and the university. The RA role is one of a
community facilitator, providing leadership and assisting residents in developing a
positive learning community environment through building strong relationships with
residents. A positive community environment is one where active learning takes place
by RAs facilitating opportunities for faculty and resident interaction, seeking resident
involvement and creating a sense of investment among residents.
Skills & Responsibilities
TEAM MEMBER
An RA is expected to work cooperatively with fellow staff members and to attend and
participate in all system wide training activities. This includes programs, hall staff
meetings, and any other meeting or activities deemed necessary by the HD.
PEER COUNSELOR
 Develop and maintain good interpersonal relationships with each resident.
 Help residents develop good interpersonal relationships among themselves.
 Establish effective communication with residents through listening and response.
 Serve as a referral agent for campus and community resources available to
service student needs.
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COMMUNITY FACILITATOR
 Provide a formal introduction by welcoming, orienting and teaching the norms,
values, and rules of the community.
 Provide involvement in conjunction with residents of the floor and other staff
members to create a supportive environment for personal and academic growth.
 Create a sense of investment in the floor community by assisting residents to
become an active member of the floor.
 Create a sense of identity for the living group in conjunction with residents on the
floor.
 Offer a variety of social and/or recreational activities that encourage residents to
establish contact with each other.
 Discuss with residents on a routine basis upcoming events of the floor, in the hall
and the university community.
 Recognize and celebrate student accomplishments on the floor.
 Act as a moderator in community dialogue.
 Encourage and support students in their involvement in the Residence Hall
Association, campus student organizations, and campus activities.
 Actively work with residents to create a community where students are
comfortable with people from any culture, and whose attitudes, language, and
behavior reflect awareness and sensitivity to other cultures and backgrounds
 Assist HDs and other staff in addressing student developmental needs.
 Promote academic success by knowing where students can receive assistance,
where computer labs are located, and departments that can provide assistance
i.e. Registrar’s Office or Financial Aid Office.
 Enforce hall regulations, maintain standards of community behavior, and as
needed confront individuals or groups violating community, university or
residence hall rules and regulations, and document incidents as necessary.
RELATIONSHIP FACILITATOR
 Actively work to learn the names and characteristics of residents living on the
floor (religion, disabilities, academic major, daily schedules, personality types,
traits or preferences).
 Assist residents in learning one another’s names, interests, and personality
characteristics.
 Have periodic contact with residents on the floor.
 Act as a moderator between roommates when needed.
 Create opportunities and encourage connections among students and faculty.
 Communicate frequently, openly, and honestly with other members of staff and
all other Student Life and Student Services personnel.
 Maintain confidentiality concerning position-related information and relationships
with staff.
 Be familiar with campus resources to promote student success by knowing and
utilizing referral processes for assistance with problem situations such as policy
violations, personal concerns, etc.
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ADMINISTRATIVE
 Complete and turn in information reports as needed, and follow up as requested
by HDs and Assistant Director of Student Life.
 Understand and be able to articulate university and/or residence hall procedures
and policies as outlined in the residence hall handbook and other university
publications.
 Monitor and report condition of common use areas as required by HDs and other
supervisory staff.
 Participate in check-in and check-out of students from their rooms.
 Work ten (10) desk hours per week.
 Provide leadership in emergency situations, and keep residents informed of
emergency procedures.
 Complete, in a timely manner, administrative tasks such as maintenance
requests, weekly reports, purchasing procedures, occupancy reports, and other
tasks assigned by the HDs, or Assistant Director of Student Life.
 Participate in weekly hall staff meetings, staff development programs, and/or
other meetings required by the Assistant Director of Student Life, or your HD.
 Report to the residence hall on or before the date the residence halls open
following all vacation periods and remain until the hall is vacated or clearance is
given by the RDs or Assistant Director of Student Life.
STUDENT DEVELOPMENT
RAs must assist the HD and other staff in addressing student developmental needs,
such as utilizing campus resources, faculty, counselors from our Counseling Center,
and other campus events being offered. RAs should be inclusive of all diverse
populations when planning activities.
RESIDENCE HALL PROCEDURES AND POLICIES
RAs must understand and follow all University and Residence Life policies and
procedures, confront all violations, report all incidents, and complete information reports
in a timely manner. They must enforce all rules and regulations with consistency and
fairness. RAs need to understand the judicial process because they may be requested
to appear at Judicial Board hearings. RAs need to maintain a good rapport with
residents and serve as positive role models on and off campus.
STUDENT SUPPORT
RAs should possess and utilize listening, assisting, and communication skills. They
should also confront behavioral and counseling issues appropriately while taking
appropriate action (inform HD, make appropriate referrals and documents). RAs should
be approachable and confidential because they serve as a resource and support for
academic pursuits. RAs need to be knowledgeable of campus resources. They should
encourage involvement in floor, residence hall, and campus wide activities, and initiate
positive relationships with every resident.
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STAFF RELATIONS
RAs should keep the HD informed of floor and staff issues. They should resolve
difficulties with staff members in a professional and timely manner, and listen to and
utilize constructive feedback from the HD and other staff members, while providing their
own constructive feedback as well. RAs should also provide input and support staff
decisions, maintain a positive attitude toward the RA job, cooperate with supervisor and
peers, and be committed to the “team approach.”
Time Commitment
The RA position is one that requires dedication and a time commitment. This section
outlines all of the areas to which your time will be dedicated. If the amount of time
sounds overwhelming, talk to veteran RAs about how they juggle their schedules.
Learning the value of a day planner may help you in meeting your time commitments as
an RA.
DUTY RESPONSIBILITIES
RAs must be in their hall on their duty day. They will be required to be on duty one day
a week as well as several weekends throughout the semester. A duty shift is from 3:00
PM until 8:00 AM the following morning. A weekend duty shift is from 3:00 PM on Friday
until 8:00 AM on Monday. RAs must call the HD on duty as incidents occur, report
incidents and complete information reports. RAs must find substitutes when necessary
and complete appropriate paperwork on time. They should be flexible regarding duty
changes. The RA on duty should post and take down publicity in a timely manner. Make
rounds; remain visible in their hall by hosting community builders; and keep the duty cell
phone with at all times on their duty day. Please see the “On Your Duty Day” section of
the training manual for more details on duty day tasks and procedures.
COMMUNITY DEVELOPMENT
RAs must develop a sense of community and positive atmosphere on the floor while
promoting understanding of and respect for diverse backgrounds. RAs should work to
develop a floor community conducive to living, learning, and studying; they must keep
the floor informed of upcoming events within the hall, on campus, and in the community.
RAs should support the Residence Hall Association.
POSITION DEVELOPMENT
RAs must attend, be on time, and participate in all training sessions and weekly staff
meetings. They must actively participate in staff development activities and attend oneon-one meetings as determined by the HD and Assistant Director of Student Life. Prior
to the end of the award schedule, RAs must complete an exit interview with the
Assistant Director of Student Life.
FLOOR MANAGEMENT
RAs should turn in maintenance orders as needed, and respond to community damage
and cleanliness concerns. RAs should also respond appropriately to emergency
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maintenance problems and student crises. They need to develop a good working
relationship with maintenance and custodial staff.
DESK HOURS
RAs are required to work the front desk as part of the compensation package for the
compensation package. They should follow proper procedures, set an example for
Desk Assistants through attitude, behavior at the desk, and adhering to the Office of
Student Life dress code. RAs are required to work ten (10) desk hours per week in their
respective halls. RAs will establish a work schedule their HD. RAs may not work more
than three desk hours in a single day and may only work in shifts of three hours blocks.
EXTRACURRICULAR ACTIVITIES & OUTSIDE WORK
RAs must give priority to the RA position over ALL extracurricular activities. Before
pursuing or accepting a leadership role in any campus organization or accepting a nonuniversity position, they must obtain approval from the Assistant Director of Student Life
RAs may work no more than 15 hours per week in a non-university position. RAs are
not allowed to work another university position while serving as an RA.
REQUIRED ACTIVITIES AND ACADEMICALLY EXCUSED EVENTS
Aside from duty days and desk hours, RAs are required to attend a number of other
Student Life functions. These functions are split into two categories. The first category is
Required Activities. These dates may not be missed under any circumstances. Should
extreme circumstances arise the RA should submit a request to the Assistant Driector fo
Student Life in writing to miss one of these days. The second category is Academically
Excused Events. These events can be missed for academic reasons only. Academic
reasons include, class, debate tournaments, clinicals, band concerts, university trip,
university performances, etc. RAs must let their HD know in advance when they will not
be able to attend one of these functions. The RA should be ready to produce proof of
the academic excuse should they be asked for it.
Required Events
Fall Training
Fall Check—In
Fall Check—Out
Spring Training
Spring Check—In
Spring Check—out

AUG
AUG
DEC
JAN
JAN
MAY

Academically Excused Events
Fall Break Check—Out
Thanksgiving Check—Out
Spring Break Check—Out
Back to Beebe Bash
Preview Day
AG Day
Staff Meetings
Campus Wide ResLife Events

OCT
NOV
MAR
TBA
TBA
TBA
TBA
TBA
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Academic/Alcohol Expectations
As an RA, you are a representative of the university. For this reason RAs are held to a
higher academic standard than other students. The following section outlines the
academic expectations for RAs. Also outlined in this section are the alcohol
expectations both on and off campus. It is important for you to adhere to these
expectations keeping in mind that residents watch you. It is important for you to lead by
example.
ACADEMIC REQUIREMENTS AND TERMS OF EMPLOYMENT
RAs must be enrolled at ASU-Beebe (or the ASU Degree Center at ASU-Beebe) during
the period of employment. RAs must have a 2.5 cumulative grade point average when
accepting and signing the Resident Assistant Contract. RAs must earn a 2.5 GPA each
semester to remain in good standing. RAs must maintain 12 undergraduate, unless
having received prior approval by the Assistant Director of Student Life. If an RA makes
lower than a 2.5 GPA but higher than a 2.0 GPA they will be placed on staff academic
probation for one semester. If the RA fails to make a 2.5 while on probation they will be
terminated. RAs making lower than a 2.0 GPA during a probationary or nonprobationary semester they will be terminated. Length of employment is by semester,
beginning with RA training (one week prior to hall opening) and ending with hall closing.
ALCOHOL EXPECTATIONS FOR RESIDENCE LIFE STAFF
All Student Life staff members (Hall Directors/Resident Assistants) are involved in
educating students about alcohol. This includes communicating about appropriate
attitudes and behaviors concerning alcohol use. Role modeling and following through in
daily activities is imperative. The department has established the following expectations
related to alcohol use:












All RAs are prohibited from possessing or consuming alcohol on campus.
Do not engage in alcohol-related activities which are in violation of university
policy or state law.
Do not serve alcohol to any student under the age of 21. Staff members who
are 21 years of age or older who choose to serve alcohol to students 21 years
of age or older must model and require the responsible use of alcohol.
Do not encourage, through personal planning, events involving residents
where alcohol is the primary focus or motivation to attend.
Do not condone, by your presence, on-campus events where underage
residents are consuming alcohol.
Do not sponsor programs off-campus where alcohol is served.
Do not exhibit intoxicated behavior in the residence halls.
RAs are expected to confront and educate underage residents about the risks
and possible consequences of underage drinking on campus.
RAs should suggest alternatives to alcohol-related events.
Be aware of the attitudes you show through your own speech and behavior.
Do not emphasize the use of alcohol.
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Be aware of your own relationship with alcohol, and if you need help seek
someone out. Staff should refer to the Residence Life staff manual and/or
programming manual for more information and suggestions on non-alcohol
programs. Consultation with supervisors is also recommended as staff
implements these expectations within their areas of responsibility.
RA Accountability

As an RA, you carry a lot of responsibility. Your supervisors need a way to effectively
evaluate your performance as an RA and also hold you accountable for your actions as
a Residence Life staff member. For this reason an accountability system has been put
in place known as the strike policy. It has been outlined below. Also included in this
section, are the answers to some of the questions you may have regarding this policy.
STRIKE POLICY
As a Resident Assistant, you are held to a higher standard than others. In Residence
Life the actions of staff members effect the lives of our student residents. We must
ensure that our staff is held accountable & problems do not remain undetected. For that
reason, the following strike policy has been adopted.
In the event an RA fails to meet the expectations of the department, one of several
things may happen.




The RA may be issued a verbal warning. Generally verbal warnings will be
issued by the HD.
The RA may be issued a written warning. Written warnings are generally issued
by the HD for a larger offense or a second offense. The RA will receive the
written warning and a copy will be kept on file in the Office of Student Life.
The RA may be issued a strike. Strikes are issued for major offenses or
repeated offenses. They are generally issued by the HD. When an RA receives
a strike, it is forwarded to the Assistant Director of Student Life who will then
arrange to meet with the RA to discuss the situation.
Termination and Resignation

TERMINATION
The illegal use of alcohol or drugs on or off campus may result in the termination of the
award. If the RA is alleged to be in violation of university policies, the case will be
referred to the Assistant Director of Student Life. If an RA is found responsible for
violating university policies, the suitability of remaining in the RA position will be reevaluated by the HDs and the Assistant Director of Student Life. Termination may
result if the RA fails to fulfill any part of the Resident Assistant Contract.
In the event the RA award is terminated, the RA has the right to request an appeal and
receive a hearing. An appeal, in writing, should be directed to the Assistant Director of
Student Life within three working days of written notification of termination. An RA who
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has been terminated has the option to complete a room and board contract for a
different residence hall space. He or she will also be responsible for paying back the
unused portion of the stipend.
RESIGNATION
In the event that the RA resigns his/her position or chooses not to return for the
following semester, the RA must move out of the currently assigned hall unless
permission is given by the Assistant Director of Student Life.
Contract
In the previous sections of this chapter, you were introduced to the job description and
expectations of the RA. This job description will be the content of your RA contract. The
contract briefly discusses each area of your job but does not go into great detail.
Therefore, it is important for you to read the previous sections of this chapter carefully
as they are all things you are agreeing to by signing the contract. You will attend a
training session regarding the contract. There you will have the opportunity to ask any
questions you may have prior to signing the contract.
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Chapter 2: The Things You Do
In this chapter you will:
 Learn the daily, weekly, monthly, and semester missions of an RA
 Learn the specific tasks an RA is responsible for
 Learn how to carry out those tasks
 Learn to balance time between class work and extracurricular activities

The RA Missions
A Resident Assistant is someone who takes time to get to know their residents, provides
educational and social activities for residents, assists in maintenance and upkeep of the
building, respects diverse cultures and values, makes sure residents abide by university
policies, and assists students whenever possible. The following section outlines your
daily, weekly, monthly, and semester missions. Working to complete each of these
missions will insure that are a successful RA.
DAILY MISSIONS
As an RA you are on duty one day per week. However this does not mean that you are
only an RA one day a week. There are things that you need to do every day whether or
not you are on duty. The following is a list of things to be completed daily by an RA.
Your HD may include additional items in your daily mission.





Check all of your mail (i.e. E-Mail, RA Office Mail, and Voice Mail).
Contact your Hall Director to see if there is anything that needs to be done.
Assist residents who come to you even if you are not on duty. Assisting can be
as simple as delivering that resident to the RA on duty.
Attend your classes and be a good academic role model for your residents.

WEEKLY/WEEKEND MISSIONS
 You are required to be on duty from 3:00 PM to 8:00 AM, one or more days a
week and on weekends according to the Hall Duty Schedule. Being on duty
entails monitoring the hallways/walkways of your hall and assisting any residents
who may require help with something.
 While doing a “round,” please note any maintenance problems and write a work
order so that the problem can be fixed.
 Use rounds as a time to get to know your residents.
 Fill out any duty reports required by your RD.
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You may also discover some residents violating university policies. In that case,
you must document the situation and schedule a judicial meeting with the RD.
You may want to carry a clipboard with you to make it easier for you to write
Work Orders and fill out Student Conduct forms.
Complete one community builder during weekday duty.
Work ten (10) desk hours per week.
RAs are required to attend ALL Hall team meetings, and all one-on-one
meetings. As well as specified Campus Events according to the Hall Director(s).
Team meetings will be scheduled by the HD.

MONTHLY MISSIONS
 Attend any in-services and Residence Life Team Meetings that are scheduled.
 Conduct floor/wing meetings to get information out to residents effectively and to
allow for input from residents about the floor and hall community.
 Design a new bulletin board every month. Your RD will set the due date for
bulletin boards each month.
SEMESTER MISSIONS
 You are required to host or co-host one program per semester in your hall.
Please see the programming section in this manual for specific details.
 RAs must return to the residence hall one week prior to fall, spring, and summer
registration for training and hall preparation.
 RAs must remain in the hall until all students have left for vacation periods and
you have received permission from the RD of your building. You are required to
be back at least two hours prior to hall opening following vacation periods.

RA Tasks and How to Complete Them
The administration in a residence hall can sometimes be the most structured part of the
position. However, effective administration of the hall will lend itself to the building of
the community amongst residents and staff. It is important that you understand each
piece of administration, and the rationale for carrying out that part of your position. The
following section outlines everything you as an RA will do. It covers duty day specifics,
health and safety inspections, work orders, key policies, and roster policies. Judicial
procedures, programming procedures, and check in and checkout procedures are not
covered in this section because they will be covered in separate chapters of the manual.
DUTY DAY SPECIFICS
As stated previously, you will be on duty at least one day a week. Additionally, you will
be on duty roughly one weekend per month. This section outlines all of the specifics
regarding weekday duty and weekend duty
Beginning Your Duty Day
Weekday duty begins at 3:00 PM. By this time you should be done with classes
and available in your hall. If you have a late afternoon or evening class one day,
you should not select that day as your duty day. Weekend duty begins at 3:00
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PM on Friday. There are several tasks that need to be completed to get your duty
day started.
1.) Change your duty signs: Duty signs will be located in various places
throughout your hall. These signs contain contact information for you. You should
change these signs no later than 3:00 PM on your duty day.
2.) Pick up the duty cell phone: There is a duty cell phone in each hall. The HD
will have a designated place for the cell phone to be kept when not in use. Pick
up the cell phone from the designated place. You are required to keep the duty
cell phone with you at all times. You should carry it with you on rounds, to the
cafeteria for dinner, and to the restroom. Duty cell phones are for official
residence life business only. Cell phones are text enabled but again should only
be used for residence life business. You should never place personal calls or
send personal text messages with the duty cell phone.
3.) Check the mail: There are three mailboxes that need to be checked at the
start of your duty day. First, check the outbox in your halls office to see if
anything needs to be taken to the Student Center. Second, check your personal
office mail box to see if the HD has left any tasks for you to complete. Finally,
check your halls mailbox located in the Student Life Office in the Student Center.
Finally check you ASU-Beebe email for any tasks the HD or Student Life Office
may have assign to be completed that day. These checks need to be done no
later than 4:00 PM
4.) Check in with the RD: When your duty shift begins it is a good idea to check
in with the HD of your hall to see if they need you to complete any tasks. Tasks
may be left for you in your personal mailbox, e-mail, or the office marker board so
it is a good idea to check these places as well.
5.) Sign the desk assistant in: At 3:00 PM visitation starts. By this time a desk
assistant should be at the front desk of your hall. They will need the visitation
binder, a pen, and the ID box. Sometimes the desk assistant will be a fellow RA
and will be able to get these items themselves. However it is your job to check in
with them at 3:00 PM and make sure they have everything they need. You
should also report to the RD if a desk assistant fails to show up.
Completing the above five tasks in the first hour of your duty day will help the rest of
your shift run smoothly.
During Your Duty Shift
You will be on duty from 3:00 PM until 8:00 AM the following morning. The tasks
in the previous section help get your shift started. The following list of tasks and
tips will get you through the remainder of your duty shift successfully.
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1.) Remain in the building: It is your job to remain in the building from the time
your shift begins until the time it ends the following morning. You must obtain
permission from your HD to leave the building for any reason. This includes
going other places on campus. You may leave the building for thirty minutes to
eat dinner in the cafeteria. You may consider taking residents to the cafeteria
with you on your duty night as a way to help build community. If you have to
leave the building for any reason including dinner you must take the duty phone
with you and notify the desk assistant.
2.) Complete Rounds: every three hours between the hours of 3:00PM and the
end of visitation. Your Hall Director will provide you with a duty log worksheet to
document these rounds. You should be as specific as possible in your
documentation. Rounds consist of walking the entire building to check for
maintenance issues, policy violations, and to interact with your residents. RAs
are expected to complete specific tasks on each round:
 3:00PM – Change the duty signs from HD to RA on Duty.
 6:00PM – Complete a community builder (See 4).
 9:00PM – Check kitchen, bathroom & laundry for issues.
 12:00AM – (weekday only) Checkout DA and check hall for guests.
 3:00AM – (weekend only) Checkout DA and check hall for guests.
3.) Check in with the front desk: You should check in with the front desk a
minimum of once every three hours to make sure that shift changes are
happening properly and that the desk worker does not need anything. You
should check in with them at the close of visitation to make sure that there are no
residents who have failed to check out their guests.
4.) Complete a Community Builder: Sometime between the hours of 6:00 PM and
10:00PM you should complete one community building activity on your duty
night. A community builder consists of gathering a group of residents together to
do something. A community builder can be as simple as gathering a group of
residents together to watch a movie or play games. If you know your residents
well and know that a group of them have a test coming up, a good community
builder would be to get them all together and host a study session. A community
builder is anything that brings residents together and helps them connect with
one another. You should strive to get as many residents involved as possible. A
duty day community builder must take place in your hall. You do not have to
complete a community builder on your weekend duty shift but it is still
encouraged. Once a month, a program can take the place of your community
builder. Please see the Programming and Community Building chapter of this
manual for more specifics regarding community builders.
While the above list of tasks is not comprehensive, following them will prepare you for
any situation that arises during your duty shift. Examples of other situations that could
arise include responding to emergencies, documenting a policy violation, or dealing with
a conflict. Each of these situations is covered in a separate chapter in this manual.
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Ending Your Duty Shift
In order to successfully complete a duty shift, there are a number of things you
need to do at the end of your shift. At 8:00 AM each morning an HD comes on
duty. The tasks in this section should be completed between 8:00 AM and 9:00
AM. Completing the tasks listed below will help the transition from shift to shift
run smoothly.
1.) Check the mail: Sometime before 9:00 AM check to ensure any and all
paperwork generated over the night is the mail in your halls office to be taken to
the Student Center office by your HD.
2.) Turn in the duty cell phone: Sometime between 8:00 AM and 9:00 AM return
the duty cell phone to your halls designated place and plug it into the charger.
3.) Complete your duty log: Sometime near the end of your shift you should use
your Duty Log Worksheet to complete the online Duty Log Report. Each day you
are on duty, you are required to submit a Duty Log Report for review by your HD
and the Assistant Director of Student Life.
Completing the above tasks will insure that you are successfully ending your duty shift.
The above set of duty tasks should be completed anytime that you are on duty. If you
are on weekend duty, you will not complete the “ending your duty shift” tasks until
Monday morning; except completing a Duty Log Report should be done daily. It is your
job to make sure that you are available on your duty day.
DUTY SCHEDULING AND CHANGES
Scheduling duty days should be done as a hall staff with direction of the HD. Halls may
choose to adopt a staff-wide floating system (where each RA is on duty a different day
each week, and once completing a weekend duty is off that week); or a floating RA
system (where five RA receive a regular day of the week to be on duty and once RA is
the floater who works in place of the RA during the week whom worked the weekend).
Electronic Duty Calendar
Once the hall staff has agreed to a semester schedule, and the HD has approved
of said schedule. The HD will enter the schedule on an electronic duty schedule
make available by the Assistant Director of Student Life via the ASUB email/
calendar system. All RAs will be given “viewer only” access to the calendar. The
calendar is the only official duty schedule, and staff members will be held
accountable to following it.
Duty Change Requests
Should something come up that will make you unavailable on a scheduled duty
day it is your responsibility to find a replacement RA. The replacement RA must
be an RA from your hall. ALL duty change requests must be submitted in written
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via ASUB email to your HD, and carbon copied (RA) with the RA which the
replacement is happening no later than 24 hours prior to the duty shift. If
approved the HD will made the change on the official duty calendar, and reply all
to the email with notice of the approval.
HEALTH AND SAFETY INSPECTIONS
Health and Safety Inspections are conducted twice a semester in each hall. They are
conducted to insure that residents are not living in unsanitary conditions and to make
sure that no safety violations are being made in resident’s rooms. The following is a list
of instructions regarding health and safety inspections.












Health and safety inspections are to be conducted twice a semester.
Health and safety inspections must be advertised 24 hours in advance.
Health and safety inspections must be conducted in pairs. Never enter a
resident’s room alone.
When conducting your health and safety inspections knock on the door and
announce who you are twice. If there is no answer you may key into the room
using your master key.
You are not permitted to search the room when conducting health and safety
inspections. You are simply looking for things that are unsanitary or breaking a
safety code. Examples are large amounts of garbage or open food containers or
an overloaded outlet.
If you notice an out in the open prohibited item such as an electric skillet or
alcohol contact your hall HD and they will contact public safety to confiscate the
items. ONLY FULL TIME STAFF CAN CONFISCATE ITEMS. Document exactly
what was took on the health and safety inspection form.
If you find a violation, fill out the health and safety report form.
Turn in your health and safety report form to your HD ASAP, so they may be able
to issue health and safety violation letter immediately.
The student will have 24 hours upon their return to correct the violation. Failure
to do so will result in the issue of a Student Conduct Citation. You should check
the room within 24 hours to make sure the violations has been corrected. If they
have not corrected the situation; notify the HD to issue a Student Conduct
Citation.

WORK ORDERS
Work orders are an important part of the RA job. As an RA it is your job to make sure
that the maintenance issues a resident has are taken care of. Residents may make
requests to Student Life online through Vanguard FIXIT on the Residence Life
webpage. If resident submits a request to an RA, it is the responsibility of the RA on
Duty to work with the resident to enter the request in the online submission form –
Vanguard FIXIT (https://vanguardfixit.on.spiceworks.com/portal). Below is a list of items
that need to be included to ensure a quality work order submission:


Hall Name and Room Number or location (i.e. third floor lounge or NW bathroom)
where the work is to be completed.
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Describe the work that needs to be completed. Be specific in giving location
within the room or area. Use words such as north, south, east, west, right, left,
middle, first, second, third, etc.
Do not put more than one type of work on the same work order. For example do
not put a light bulb request on the same work order with a plumbing request.
Each type of work must be on a separate work order even if they are for the
same room.
If it is a weekend or school holiday and the work order is an emergency, contact
RD for assistance in getting the work done.
Emergency work orders are things that could pose a health risk such as a badly
leaking sink or shower that is causing flooding; and should be submitted directly
to Vanguard FIXIT and a conversation with your HD.
During months that are very cold or very hot, heat and air work orders can be
called in as emergencies.

After a maintenance request has been submitted into the online work order tracker
Vanguard FIXIT, the HD will be responsible for managing the request, checking the
legitimacy, filing with ASU-Beebe’s Maintenance Department, and checking up on its
completion. RAs may from time-to-time be requested to checkup on work orders and
respond in Vanguard FIXIT online tracking system via ASUB email.
KEYS
RAs are entrusted with the use and care of several important keys to their buildings. It
is a privilege to be in charge of these keys. This section of the manual outlines
everything you need to know about the keys that you are issued. This section will also
cover policies regarding the keys you will issue residents.
Office Keys And Access Keys
Aside from your room and building keys, you will also be issued an office key for
your halls office as well as an access key. Access keys give you access to the
master key box. You should keep your residence hall keys on a separate key
chain from your car and house keys.
Office Keys
The key you are issued for your halls office should never leave your
possession. This key gives you access to the offices in your building. You
will need this key on your duty day, during check-in and check-out and
anytime you need to access resident information. It is important to always
keep your office locked as it contains the information for every resident
living in your hall. You should never give your office key to anyone
including other RAs. You are responsible for the keys that are issued to
you.
Access Keys
The access key is a key that gets you into your halls Master key box. You
will insert this key into the key box and turn it. Once you do this, you will
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be able to remove the master key from the box. Please see the next
section for more information regarding the master key. Like your office
key, you should never give your access key to anyone. You are
responsible for the keys that are issued to you.
Master Key
The master key unlocks all of the doors in your residence hall. It should be
used with caution. To use the master key you must use your assigned
access key and you MUST sign it out every time you use it. A sign out
sheet should be located on your master key box. The only times that you
should have a master key in your possession are under the following
conditions:
 Someone asks you to unlock their door, and you recognize them as
the resident of the room – you must remove your assigned master key
out of the office to complete this procedure.
 There is a fire drill and you need to key into rooms.
 You are completing routine health and safety inspections or preopening or closing inspections. (Always have two RAs present!)
 You are using the master key as defined under Room Entry by a
Resident Assistant later in this manual. (Always have the RD present!)
The master key should be returned to the proper location immediately after
you finish using it. The master key should NEVER leave the building. The
master key should NEVER be loaned to another student or Residence Life
Team Member. If an RA loses a master key, they will be charged for the
cost of re-keying the entire building.

LOST KEYS
Throughout the year, residents will sometimes lose the keys they are issued at
check-in. They should report these lost keys to you, the RA. The following are
instructions for how to handle lost keys.
1.) Notify the HD: When a resident comes to you and says they have lost
their keys the first thing you need to do is complete a Key Request Form,
the request is given to the HD. The request should include hall & room,
whether a new key or key & core needs to cut, how many keys, who to
charge the keys request to (the resident), student ID#, and the reason for
replacement.
2.) Fill out a key request form: The HD will then complete a key request
form and submit it to ASU-Beebe’s Maintenance Department.
3.) Pick up the new keys: Within a few days, Residence Life should
receive notice that the keys are ready to be picked up. The HD will pick
the keys up from ASU-Beebe’s Maintenance Department. Once you get
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the new keys check to make sure they unlock the right door. If the keys
work, check to see if the key code has changed. If the code has changed
you need to document this in your halls key binder. Your HD will give you
specific instructions on how this is to be done.
ROOM ENTRY BY A RESIDENT ASSISTANT
As an RA, you will occasionally be required to enter a resident’s room. The
following is a list of reasons why you should enter a student’s room using the
master key as well as the procedures for each instance.
You may enter or unlock a residents room if:








The resident is present and is requesting to be let into his/her own room.
This is the preferred type of RA entry and should be the way the RA most
frequently enters a student’s room. Should a resident request to be let into
their room you must verify that they are the resident that lives in this room.
There is reason to believe that there is a threat to the life or safety of a
person in the room. This should be done rarely and only if efforts to
contact an HD to do the key-in has been unsuccessful. You should
ALWAYS take another staff member with you in this instance.
You are doing routine inspections when a 24-hour advance notice has
been given. Two RAs should always go together.
There is a fire drill.
There is a fire alarm, and fire personnel have evaluated the situation and
given the staff clearance to reenter the building.

An RA should never consider entering a room except for the reasons listed
above. In each instance except letting a resident into their room, the RA should
first attempt to find a HD. RAs SHOULD NEVER ENTER A ROOM ALONE;
ALWAYS HAVE AN HD OR A FELLOW RA WITH YOU!
If an RA suspects illegal activity (i.e., illicit drug use), they should immediately
contact a HD. HDs are the only people allowed to key into a room where illegal
activity is suspected. Such probable cause is the only reason an HD may key
into a room other than the reasons stated above. The HD will only key into the
room when illegal activity is suspected once public safety has granted
permission. Generally, public safety will key into the room themselves.
FINAL THOUGHTS REGARDING RA RESPONSIBILITIES
Many times, residents will ask you for help when you are not officially on duty. It is
important to keep in mind that a resident assistant is always on duty. Even if you are
not on duty you must always do the following should a situation arise or if a resident
approaches you for help.
 Be kind to a resident who has a problem.
 Assist the resident if you have time.
 Hand-deliver a resident to the RA on duty if you do not have time.
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Respond to an emergency situation or incident.
Complete the paperwork regarding the incident.

You should never do any of the following:





Tell the resident to go find the RA on duty.
Act like you don’t care.
Be rude or disrespectful to the resident.
Leave the paperwork for another RA.

Classes, Work, & Extracurricular Activities
As an RA you may sometimes feel overwhelmed by the position and keeping up with
your classes. It is important for you to rely on the support of your supervisor and the
other staff members in your hall to make sure you do not get burned out. If you feel
yourself getting overwhelmed it is important to talk to someone about it. Your HD is
always available to speak to about problems you may be having. They will be able to
offer you some suggestions on how to balance classes, work, and any other activities
you may be involved in. The department has set forth the following guidelines for time
commitment to things other than the RA position to help prevent burn out and to insure
that you are able to successfully complete all of the duties involved with being an RA.










RAs are allowed to work jobs outside of their position in the Student Life, but
it must be an off-campus position. The Department requires that an RA’s
total weekly workload does not exceed 40 hours between their job outside
Student Life and their classes. For example, if you’re taking 12 hours of
classes, you can work up to 18 hours a week.
RAs may also want to check with the Office of Financial Aid before applying
for on-campus, work-study positions. There are some limits to the amount of
federal funding a student can receive. While many on-campus positions are
institutionally funded, these federal limits may interfere with certain
combinations of work-study and Residence Life positions.
RAs may only take more than 16 hours with permission from the Assistant
Director of Student Life.
Every semester, RAs must turn in your class schedule to your HD.
RAs must post their class schedule on their room door so that residents will
know when you are out.
RAs must request permission from their HD before accepting any leadership
positions in campus organizations.
RAs should not schedule their duty day on any day that they have class later
than 3:00 PM.

Above these guidelines will help keep your schedule under control.
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Resident Assistant (RA) Manual

Chapter 4: Emergency
Response & Crisis Management
In this chapter you will:
 Learn how to respond to various emergencies such as fires, tornados and
injuries
 Learn the appropriate contact information for emergency situations
 Learn the evacuation routes for each hall
 Learn how to handle crisis situations such as suicide

Emergency Response
As an RA you will sometimes encounter emergency situations. Situations could include
residents injuring themselves, fires, tornados, bomb threats or some other crisis. Each
of these situations should be handled in a certain way. This section of the manual will
provide you with the basics of responding to each type of emergency.
FIRES AND FIRE ALARMS
Each hall is equipped with fire/smoke detectors. Should an alarm go off you must
evacuate the building. Even if you think it may be the result of someone pulling the
alarm or a malfunction in the system you must evacuate all of your residents. The
following instructions will guide you through any fire alarm.


If you see a minor fire (something burning on top of the stove, etc.), use a fire
extinguisher to suppress the fire. Make sure the alarm is sounding, and follow
evacuation procedures. Be sure to call an HD who will then contact Public
Safety.



If you see a fire you are not sure you can contain (chemical fires can give off
dangerous fumes, such as a burning trash can, plastics, etc.), make sure the
alarm is sounding, and follow Fire Alarm Procedures. INFORM OTHER TEAM
MEMBERS THAT THERE IS A REAL FIRE AND CONTACT A HALL
DIRECTOR!
FIRE ALARM PROCEDURES:



STAY CALM!
Grab your keys and your clipboard and a fire alarm report.
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Evacuate the entire hall. Begin with your wing and your floor. Bang on
the doors. Announce “RA Keying In!” Search each room thoroughly. This
means you look under the bed, in the closets, in the cabinets above the
closets, and any other place a person could be hiding.
Close hallway and stairwell windows if any are open as you complete your
evacuation.
After your wing has been evacuated, check to see if any other RAs need
help evacuating their wing. Please assist them.
Report to the HD at the designated location in the hall, when the entire hall
has been completely evacuated.
Once the entire building has been checked, the HD, Public Safety, or the
Fire Department may re-set the fire alarm system. Once the system has
been reset, you may allow residents to return to the hall.
In the case of a REAL fire, evacuate the building by banging on
doors on your way out of the building. DO NOT KEY INTO ROOMS IN
A REAL FIRE SITUATION. YOU ARE NOT A FIRE FIGHTER. Once
the Fire Department has arrived and evaluated the situation, then and
only then may you enter the building to check rooms.

TORNADO WARNINGS & EVACUATION
Throughout the year, tornado warnings will occur. If there is a tornado warning (not
watch) Public Safety will notify the campus. If you are told by your director that there is a
tornado watch in effect you should be on high alert and ready to evacuate the building
should the watch turn into a warning.
If time permits, evacuate residents to the 1st Floor Hallways.
Do not take time to key into every room when evacuating. Go through the hall banging
on doors and announcing the situation. Get out as quickly as you can while still alerting
your residents.
INJURIES AND FIRST AID
Occasionally throughout the year, residents will get sick or injure themselves. As a
general rule, RAs should not be involved in treatment of illness or injury except to give
first aid until professional assistance can be obtained. You will be trained in CPR during
your first training week. Follow these basic guidelines if someone in your hall injures
themselves or falls ill.


Call a Hall Director and, if needed, call the Public Safety.



When approaching a first aid emergency, take care to protect yourself from
blood-borne pathogens and bodily fluids. If possible, give students supplies
from the first aid kit and allow them to treat their own cuts and scrapes. If you
must perform first aid or clean up bodily fluids, be sure to follow the guidelines
provided to you in training.
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Be sure to wear a pair of rubber gloves in case you have to administer first
aid. Gloves are located in the RA office along with the Hall’s first aid kit.



If an emergency arises with large amounts of blood or other bodily fluids
present in the area, contact an HD and let them know the location of the
emergency so they can contact the Maintenance Department to clean the
area properly.



If someone is hurt badly enough to need an ambulance contact the HD and
they will contact the appropriate people. If for some reason you cannot
contact the HD, then call public safety. Never call 9-1-1. Always public safety
for emergencies and public safety will dispatch an ambulance if needed.



Anytime someone injures themselves or falls ill enough to require assistance
fill out an incident report. Incident reports are covered in a later section of this
manual.

BOMB THREATS
Should you ever receive a bomb threat there are a few things to keep in mind. First of
all, remain very calm. Never ask for the callers name as this may make them hang up.
Your goal is to keep the caller on the phone long enough to determine the following
information:












How much time there is to evacuate
Time bomb is set to explode
Location of bomb
Type of bomb
Time of call
Sex of caller
Caller’s accent (northern, southern, foreign)
Does the caller want anyone hurt?
Caller’s age
Normal or distorted voice (drunk, drugged, etc.)
Background sounds

When the phone call is terminated call Public Safety and follow their instructions. Notify
a Resident Director immediately and then evacuate the building!
Please follow the evacuation route for your building. Evacuation routes are found on the
next page.
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Hall Evacuation Routes
Horizon Hall
Exit the north stairwell, and cross the parking lot
Exit the south stairwell, and cross the parking lot

North Corridors
South Corridors

Legacy Hall
Exit the east stairwell, and cross N Orange
Street and walk toward the Legacy Hall parking
lot
Exit the west stairwell, and cross the parking lot

East Corridors

West Corridors

USE AN ALTERNATE ROUTE ONLY
IF YOUR DESIGNATED ROUTE IS OBSTRUCTED!

Who to contact in case of Emergency
This section lists all of the numbers you may need in an emergency situation. These
numbers are programmed into the duty cell phone. It is a good idea to program them
into your personal cell phone in case you handle a situation while you are not on duty.
In any Emergency situation the first thing you are expected to do is call a Hall Director.
Call your own or the HD on duty.
EMERGENCY PHONE NUMBERS
Hall Directors
Horizon
Legacy

Office
H119
L119

Cell Phone
501-288-7316
501-288-7451

Assistant Director of Student Life
Zackery Tucker

MSC100

901-626-0838

Public Safety
JJ Martin
Public Safety Duty Phone
Emergency

SH100
SH100
SH100

501-882-8851
501-882-8851
501-882-8851

If an ambulance is needed call Call 8851 to have public safety inform the proper Beebe
service. If you can’t get Public Safety, call 911 and give specific addresses:
Horizon Hall - 1001 N Mississippi
Legacy Hall - 705 N Orange
Phone 911 ONLY IF you are unable to contact Public Safety.
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Other Crisis Situations
In the residence halls you may encounter other crisis situations. Two that you should be
prepared for are suicide and depression.
SUICIDE PREVENTION
Suicide is a desperate last effort at communication by the attempter. Most attempters
do not want to die, but feel as if they have run out of other options. Experts believe that
90% of those who commit suicide give clues to others first. Here are a few signs to look
for in your residents:
Behavioral
 Lack of concern about personal
 Attempts to put personal affairs in
welfare
order
 Changes in social behavior
 Drug or alcohol use or abuse
 A decline in school achievement
 Intense interest in how others are
feeling
 Marked difficulties in
concentration and thinking clearly
 Preoccupation with themes of
death and violence
 Altered patterns of sleeping and
eating
 Sudden improvement after a
period of depression
 Sudden or increased promiscuity
Verbal
 “You would be better off without
 “I won’t have to worry about
me.”
school much longer.”
 “You’ll miss me when I’m gone.”
 “I wonder what dying is like.”
 “I just want to die.”
 “You’ll be sorry for what you’ve
done.”
Themes in Discussion
 Wanting to escape from a
 Wanting to control when death
situation that seems intolerable
will occur
 Wanting to join a family member
 Wanting to end a seemingly
or friend who has died
hopeless conflict
 Wanting to gain the attention of
 Wanting to become a sacrifice for
others
a cause
 Wanting to manipulate others
 Wanting to punish others that
would live to witness it
 Wanting to be punished

Wanting revenge
 Wanting to avoid being punished
None of these signs alone can give an individual a clear conceptualization of what is
going on with a suicidal resident. It is important to know all of your residents. Watch for
signs that occur together, and couple that with investigation by others who may have
noticed similar behavior patterns. Do not be afraid to mention the subject of suicide to a
student. Ask.
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If you notice a resident displaying any of these signs you should immediately contact
someone. Call your HD and let them know exactly why you are concerned. They will
contact the campus counselor. She will then assess the situation and get the resident
the help that they need. If you cannot locate any of the HDs, do not leave the student
alone. Stay with them or have a co-worker stay with them while you find someone to
help.
DEPRESSION
College can be a very stressful time for many students. Grades, finances, relationships
and any number of other things can put pressure on a student. As an RA you should
keep an eye out for residents who may be suffering from depression. The following are
some things to watch out for.









Low self-esteem
Hopelessness/helplessness
Isolation
Stress
Acting out
Need to achieve
Other directedness
Guilt

If you notice any of these signs of depression it may be time to talk to the resident.
When talking to the resident keep the following things in mind.







Be calm, reassuring, and supportive
Encourage, but do not say, “Everything is going to be okay.”
Be nonjudgmental
Encourage exploration of other alternatives to problem solving
Acknowledge the internal pain
Remember that you are not a counselor. If the situation is bad enough do not
feel like you have to fix their problems. Refer them to the counselor so that
they can get the help they need.
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Resident Assistant (RA) Manual

Chapter 4: Check-in &
Check-Out Procedure
In this chapter you will:
 Learn the process of checking a resident into and out of the hall
 Learn the process of completing an RCR
 Be introduced to the hall rosters

Check-in and Check-out Process
Check-in and Check-out days in the residence halls are probably the busiest days of the
year for RAs. It is important for you to be prepared for these days. You will receive
extensive training on check-in and check-out. This section of the manual outlines
everything you need to know about the check-in and check-out process.
PRIOR TO CHECK-IN
Each Hall Director will receive the following:
 Individual Hall Computer Rosters (Alphabetical and by room number)
 Hall Folders
 Pencil Room Roster
 Housing Deposit List
 Alphabetical list of all students signed up to live in the Residence Halls
 Blank Housing Applications
 Blank Hall Folders
 List of students on Judicial Review
Each Residence Hall will be given a “Hall Folder” for each student on the
computer roster. Each folder will contain the following:
1. Room Condition Report
2. Housing Contract
3. Emergency Card/Missing Person
4. Personal Property Inventory Sheet (optional)
5. Policies on Refunds and Room & Board Charges
6. Private Room Form (if it applies)
7. Roommate Agreements (if it applies)
Copies of these forms are located in Appendix A
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PREPARING THE RESIDENCE HALL FOR OPENING DAY – FALL
Each of the halls will have slightly different lists of duties to complete in order to have
the hall prepared for opening day. Make sure that you follow these instructions, as well
as any additional instructions given by the HD. It is extremely important that you
communicate with the HD on the status of this checklist throughout the week of training.
 Make sure each room on your floor/wing has 2 beds, 2 desks, 2 chairs
(exception: single rooms). Make sure this furniture is properly set up and replace
broken furniture if possible.
 Check all lounges for the presence and placement of furniture. Make sure all
lounges are appropriately set up for opening day.
 Check the plumbing in the bathrooms: flush the toilets; turn on the water in
showers and sinks. Make sure the hot water is working.
 Check the stairwells to make sure they have been cleaned and mopped.
 Check laundry rooms – make sure all the machines are functioning.
 Look for any ceiling tiles that may need to be replaced.
 Make sure all blinds in rooms are in proper condition.
 Close all closet doors, turn off all room lights and set air conditioning units to low.
 Make sure each air, lights, and cable are all working. Report problems to your
HD.
 Check all the keys. Complete a key inventory to ensure there are at least two
working keys per room.
 Decorate bulletin boards and prepare “door decs” for your residents’ doors and
posters for the hallways. Be creative!
 Post any signs that the HD gives you (quiet hours policy, alcohol policy, etc.).
Create a posting area for your wing/hall and arrange signs attractively.
 Neatly place the following items in the students’ rooms: Good Stuff box or
equivalent, any item you want to leave for your residents, Student Life calendar.
Do not leave everything in a pile – arrange it nicely.
 Help in the preparation of the Opening Day Social.
 Prepare for your first hall/wing/floor meeting.
 Assist in any other duties delegated to you by the RD.
 Make an effort to memorize the names of the students on your wing/floor. When
they begin to check in, make sure you greet them with a smile. Their first
impression of a hall is going to be the first impression they have of the University.
Try to make the halls presentable, attractive, and as comfortable as possible for
the students arriving in the fall.
 Walk through the hall one last time to make sure everything is complete.
After the last minute details have been covered, change into your Residence Life Team
shirts. Make sure you are wearing your nametag. Meet wherever your staff will conduct
the Check-In. This should be a team effort, so each RA should play a part in the
process. One can greet while another searches through folders, etc. Let the students
see you as a team from the moment they meet you.
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Your HD will be available throughout the day during Check-In, as well as throughout the
entire week of Check-In. If you are unclear about how to proceed with a situation, refer
to any section of this manual, or contact any HD.

STUDENT ARRIVES WHO IS ON THE FALL COMPUTER ROSTER
1. Ask the student his/her name. Introduce yourself, and welcome them to the hall.
2. Pull the student’s Hall Folder.
3. Check the Room Number Computer Roster, and make sure the student’s name
is printed next to that room number.
4. Highlight the name on the Computer Roster indicating that the student has
arrived.
5. Explain the “Room Condition Report” (RCR). Make sure the student knows that
they can check the room for damages and understands that they will be held
responsible for any damages in the room that are not recorded in the Check-In
column. Have the student sign and date the RCR on the left side only. Do not
give the student their copy of the RCR at Check-In. File the entire RCR in the
Hall Folder.
6. Have the student read, sign, and date the “Housing Contract.”
7. Have the student read, sign, and date the “Policies on Refunds and Room &
Board Charges.”
8. If a student is being charged for a Single Room, “Single Room” will be on the
Computer Roster and their name should be highlighted. Have the student sign
the Private Room form at Check-In. Turn the original Private Room Form in to
the Student Life Office as soon as possible.
9. Do not turn the key(s) over to the resident until all paperwork is completed and
signed.
10. Return the Hall Folder containing the signed paperwork to the Check-In area.
All forms should be signed, dated, and filed in the Hall Folder.
The only form that should be turned in to the Student Life Office at the time of Check-In
is the Private Room Form.
Hall Folders are to remain in the residence hall until the student checks out.
STUDENT ARRIVES WHO IS NOT ON THE FALL COMPUTER ROSTER
The Student Life Office will be open on Sunday from 10:00 – 5:00 taking applications
and deposits. Send all new students that aren’t on the Application Fee List to the
Student Life Office before assigning them rooms. Each hall will be notified when the
Student Life Office closes.
DURING OFFICE HOURS
Sunday

12:00 until 5:00 (Check-in Day Only)
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Monday - Friday

8:00 until 4:30

1. Send students to the Student Life Office to fill out a Housing Application and
pay the Housing Deposit. Do not assign them a room prior to this.
2. The Student Life Office will give the student a Hall Folder and a receipt for the
deposit to take to the residence hall to which they have been assigned.
3. Assign a room to students with a folder and a receipt.
4. Write the student’s name and room number on the Alphabetical Computer
Roster and Pencil Room Roster, highlighting their name to indicate the
student has checked in, and advise the Stduent Life Office of the room
number early the next morning.
5. Proceed with steps 5 – 12 from “Student arrives who is on the Fall Computer
Roster.”
AFTER OFFICE HOURS
1. Have the student fill out a Housing Application.
2. The HD must email the Student Life Office no later than 8:30 a.m. the next
morning about the assignment.
3. Make up a Hall Folder. Write the student’s name, hall, room number, and ID
number on the folder label. Fill out name, address, and ID number on the
RCR.
4. Assign the student a room.
5. Write the student’s name and room number on the Alphabetical Computer
Roster and Pencil Room Roster, highlighting their name to indicate the
student has checked in, and advise the Residence Life Office of the room
number early the next morning.
6. Proceed with steps 5 – 12 from “Student arrives who is on the Fall Computer
Roster.”
7. Advise the student they must go to the Student Life Office first thing the next
morning to pay the Application Fee deposit. If the housing deposit is not paid,
the student will be evicted.
WEEK OF FALL CHECK-IN
 The week after Check-In day, each residence hall needs to have an RA available
from 8:00 a.m. until 7:00 p.m. Students will be moving in and out all week.
 Post signs around the hall to make sure students are aware of the RA duty
schedule.
 At 7:00 p.m. the RA scheduled for night duty will begin rounds/duties as usual.
CHECK-OUT PROCEDURE DURING WEEK OF CHECK-IN
Students who come to the Student Life Office requesting their housing be removed will
be sent to their assigned hall to be checked out. Even if the student has not been
checked in, you must still check them out and indicate this in the Comment section of
the RCR.
1. Pull the Hall Folder.
35 | P a g e

2. Ask the student why they are moving out. If they are on administrative
withdrawal or suspension or financial aid denial, check the list to see if the
student’s name is on it.
3. If the student moves out before the first class day, no room and board will be
charged.
4. If the student moves out after the first class day, the room and board will be
charged through check-out if the student is withdrawing.
5. If the student is not withdrawing, only board charges will be removed.
6. Under Comments on the RCR, specifically describe why the student is
moving out.
7. Complete the check-out section of the RCR.
8. Have the student sign the Checkout section of the RCR, and sign it yourself.
9. Give the Student Copy of RCR to the student, and tell them they must bring
their copy of the RCR to the Student Life Office before the room and board
charges will be removed from their bill.
10. Have the student complete a Contract Release For.
11. Remove student’s name from Alphabetical Computer Roster and Pencil
Room Roster.
12. The Hall Folder must be turned into the Residence Life Office on the day of
check-out or as early as possible the next morning.
13. Do not give the Hall Folder to the student.
NO SHOWS
After the First Class Day, all students who did not check in and whose names are on the
Computer Roster Printout, are considered a NO SHOW. Follow these steps when
processing No Shows.
1. Pull the Hall Folder
2. Fill out the Room Condition Report – under the Comments section, write “No
Show.”
3. Sign and date the checkout portion at the bottom of the RCR
4. Remove the student’s name from the Alphabetical Computer and Pencil
Room Rosters.
5. Turn the Hall Folder in to the Stduent Life Office as early the next morning as
possible.
NO SHOWS FORFEIT APPLICATION FEE BUT ARE NOT CHARGED FOR ROOM
AND BOARD.
ROOM CHANGES
Residents may request room changes. A student can change rooms 10 days after the
last day of official Check-In. When a resident requests a room change, the RA should
determine why the student wants the room change. If the reason for moving is a
roommate conflict the RA should attempt to help the resident resolve the issue without
moving. The RA must obtain approval from the HD before making any room changes.
Once the resident is ready to move and the RA has gotten the HD’s permission, the RA
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must check the student out of the old room and into a new room by using the following
procedure:
 Once the student has completed a new RCR, give them the key to the new room
(if it is unoccupied or they are moving into a room that only has one person in it)
and tell them to complete the move as soon as possible. If two students are
trading rooms, they will As soon as the move is complete, collect the resident’s
old room key if they weren’t trading with anyone.
 Check the student out of the old room by completing the Check-Out portion of the
old RCR.
 Have the student sign and date the old RCR. If the new room is a private room,
have the student sign and date a new Private Room Form.
 You sign and date the old RCR.
 Only the old RCR must be turned into the Student Life Office (use the same
folder for the new room).
 The room number will be changed in the computer in the Student Life Office
when the old RCR is turned in.
 Make changes are made on all printouts and the pencil room roster.
 Change the room number on the Hall Folder and return the folder to the RA office
in the residence hall.
HALL CHANGES
The HD of the residence halls will need to get together to determine how many rooms
are available for hall changes. Once the HDs have determined that hall changes can be
made, flyers need to be posted advising the students of hall change availability. There
will be a waiting list for some residence halls. Assign students to the residence halls in
waiting-list order by using the following procedure:
1. Check the student out of the hall by completing the Check-Out portion of the
RCR, and turn in only the original RCR to the Student Life Office.
2. Write in the block “New Hall Assigned” the new residence hall that the student
is being moved to and new room number, if known.
3. The student’s Hall Folder can be brought to the Student Life Office and put in
the mail basket of the HD whose hall the student is moving to.
4. The old RCR from the hall the student is moving out of needs to be turned
into the Residence Life Office.
5. The new hall will use the same Hall Folder and make up a new Room
Condition Report.
6. Both residence halls involved in a transfer will need to keep their Computer
Printouts and Pencil Room Rosters updated. Keep up with the room numbers
for students moving in from another hall, and advise the Student Life Office so
their new room number can be entered into the computer.
THANKSGIVING CLOSING
All halls will close at 5:00pm on the Tuesday before Thanksgiving. The halls will reopen on the Sunday after Thanksgiving at 1:00 pm. All RAs will need to use the
following list to prepare for the Thanksgiving break.
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RAs must post flyers and distribute notices to let students know that they have to check
out for Thanksgiving. The flyers and notices should give the times for both closing and
re-opening.
Make sure to mention in your notices and flyers that students must turn off and unplug
all items in their rooms before leaving. Exceptions to this rule are clock radios,
refrigerators, and answering machines.
It is also each student’s responsibility to remove any items from refrigerators that may
spoil, to throw away any other food that may go bad within the week, and to empty their
trash prior to leaving the hall.
Health and Safety Inspections will be required in each room as residents leave for the
break. Each RA should post notices for Health and Safety Inspections at least 24 hours
before inspections begin.
Once a room is completely vacant (both residents checked out) the RA should go into
the room and perform a Health and Safety Inspection:
 Carry blank forms with you and complete them if violations are found.
 Leave the yellow copy of any completed form in the room.
 Notify your HD of any violations immediately.
 Residents have 24 hours to correct the violation after their return from
Thanksgiving.
 After the break, check to be sure the violation has been corrected.
 File the original form in the student’s Hall Folder once you have verified the
correction.
At the same time they do the Health and Safety Inspections, RA’s should make sure:
 All non-essentials have been unplugged.
 Windows are closed and locked.
 Blinds are closed.
 All heat/air units are turned on! (If units are left off, the building will begin to
mold and cause damage to the ceilings.)
 Lights are off.
 Trash is out.
 Make sure you lock doors as you complete inspections.
After all rooms have been inspected, make sure all doors are locked and turn out as
many common area lights as you can.
Halls will have the outside door locks changed by housing staff, so be certain you don’t
leave anything you need inside. .
Make sure students realize they must be out of the hall by 5:00 p.m. on Tuesday
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Remember: RA’s are to stay until 7:00 p.m. on check-out day. RAs will stay until all the
students have left the building or until the HD dismisses you from your duties.
The main door locks will be replaced by noon Sunday at the end of the break. All staff
is due back in the halls between 11AM and noon on that day.
HOLIDAY BREAK (CHRISTMAS & NEW YEAR’S)
All halls will close at 5:00 p.m. Dates of check-out and return will be announced (Ask
your RD). Complete items listed in the Thanksgiving Break section. In addition to these
tasks, you must also perform the following end-of-semester duties.







The Student Life Office will give the HD a “Final Hall Roster” at the end of the
semester. As you check students out, draw a line through their names on the
roster. For all names left on the roster, you should have a Hall Folder.
Turn in the Hall Folders of checked out students to your HD.
Only returning students can leave belongings in their room over the break. Make
sure your residents are aware of this.
If a student is not returning (planning to move off-campus, for instance) they must
remove all their belongings prior to leaving for break.
All residents will turn in their keys for the break.
All Checked Out Hall Folders must be turned into the Student Life Office daily as
students check out during the week of finals. The folders for students who are
not completely checking out need to be kept in the Student Hall Office until the
HD leaves for break or until everything has been checked.

STUDENT IS COMPLETELY CHECKING OUT AT THE END OF FALL TERM
1. Go to the student’s room after all of their belongings have been packed and
removed but before the student has left for the break.
2. Bring their Hall Folder with you.
3. Look at each item on the RCR and write a comment indicating the condition of
that item in the “Condition at Check-Out” column.
4. If there are discrepancies between the check-in condition and the check-out
condition.
5. Clip the RCR to the front of the Hall Folder.
6. Write in the Comments section of the RCR, “Student is moving out and will not
be returning.”
7. Indicate whether or not the room keys are being returned.
8. Ask the student if the permanent address is correct. If not, ask for correct
address.
9. Checkmark the CO box at the top of the RCR to indicate a proper Check-Out.
10. Both the RA and student must sign and date the Check-Out side of the RCR
(right-hand column).
11. Remove their name from the Alphabetical Computer Roster & Pencil Room
Roster.
12. File the Hall Folder in the Check-Out area of the RA Office.
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STUDENT COMPLETELY LEAVES WITHOUT CHECKING OUT
If you discover that a resident has moved out without checking out:
1. Complete steps 1 – 5 from Student is Completely Checking Out at the End of
Fall Term, with the exception of obtaining signatures. Make sure the student is
charged for improper checkout, key replacements, and any other damages that
may have been incurred.
2. Check the DNCO box at the top of the RCR, and write in the Comments,
“Student failed to check out properly.”
3. Check the Forfeit box for the room charges.
4. Mark that the student’s key or keys were not returned.
5. Sign and date the Check-Out side of the RCR.
6. Remove the student’s name from the Alphabetical Computer Roster & Pencil
Room Roster.
7. File the Hall Folder in the Check-Out area of the RA Office.
All RAs will return at least 3 days early in January for Spring Training. During each
check-in and check-out period your RD will receive special instructions from the
office should there be any changes to the above procedure. Check in procedure for
the spring is identical to that of fall with the exception of returning residents. When a
resident returns from winter break simply give them their keys and highlight their
name on a roster.
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Resident Assistant (RA) Manual

Chapter 6: Programing
In this document you will:
 Learn the programming requirements of RAs
 Learn the different types of programming
 Learn the process of completing a program
 Learn about the programming resources available

Programming Requirements
As a Resident Assistant (RA), programming will be a big part of your job. It is your job to
create a sense of community within the halls and because of that the following
guidelines have been set for programming in the Student Life department. These are
the basic requirements and your Hall Director (HD) may require more than what is
outlined here.






Each RA is required to host one program per semester. Programs should come
from the different categories discussed later in this section.
Each RA is required to host one community builder per week while on duty
Each RA is required to complete one educational display per month. Displays
must be changed no later than the third day of the following month.
Each RA is required to make two sets of door tags per semester. One set before
move in. The second set must go up before November 20 th.
RA’s may be required to attend and assist in campus wide events planned by the
Student Life office and must seek approval from the ADSL to miss.

The Assistant Director of Student Life (ADSL) will be able to provide you with the
resources that you need to plan and execute effective programs.

Types of Programming
The ASU – Beebe Office of Student Life programming is divided in two types, active and
passive. Below is a breakdown of the categories of each type.
 Active
o Personal Wellness
o Appreciation of Differences
o Responsible Citizenship
o Involvement
o Scholarship
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o Community Building
Passive
o Educational Displays
o Door Tags
o Hall Decorations
o Ongoing Contest and events

Each type of programming meets a specific need within your hall. The staff in your hall
should work together to insure that a wide variety of programming is happening in order
to effectively meet the needs of your residents. Below is an explanation of each type of
programming.
ACTIVE
COLLEGE LIFE
This is a broad topic that covers anything that will help your residents succeed in
college: academics, personal development and more. Programs included study
tips, laundry 101, time management, relationships, life goals, stepping out of your
comfort zone, etc… It can be a program designed to help your residents succeed
academically.
HEALTH AND WELLNESS
This category is set to cover the physical and mental wellbeing of residents.
These programs can include such things as programs on drug and alcohol
awareness, STD information, yoga class, self-esteem builders, healthy eating in
the cafeteria, etc….
DIVERSITY
The main goal of a diversity program is to make your residents aware of the
diverse cultures that are present in their community. They are meant to teach
others to respect the diversity around them. Diversity programs can deal with
anything from race to sexual orientation to religion. Be very careful when
planning these programs to make sure that you are not excluding anyone.
SOCIAL
A social program is any program where the main goal is to provide a fun time for
your residents. These programs are often the ones that get the most attendance
because they usually include food, games, or prizes. Some good social programs
could be a poker tournament, a karaoke night, or water games outside.
COMMUNITY BUILDING
Community Building is a type of programming that often takes very little effort.
Community building is any activity that helps instill a sense of community in your
hall or on your floor. Good examples of community building are hosting an
impromptu game night, dance party, study hall, movie marathon, etc…. A good
RA will look for any chance to help build community in their hall.
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PASSIVE
EDUCATIONAL DISPLAY
Educational displays aka Bulletin Boards should contain some type of
educational information for residents.
There is an extremely broad range of
topics that can be covered, including campus information, health awareness,
inspirational quotes, finals survival types, unique Christmas gift ideas, etc…
DOOR TAGS
Door tags help create a sense of ownership in residents. Their name on the door
signifies that this is their room. Door tags should be fun and unique. Think
outside the box!

Program Procedure
To host a program there are a few things you need to do. As an RA you must effectively
plan, advertise, and execute your program. Below is some advice on how to do this
properly.
ACTIVE PROGRAMS
PLANNING
When you decide you want to host a program the first thing you must do is assess the
needs of the hall. Take the following into consideration.
 What Active programming category do I have this month?
 What kind of residents am I serving?
 What kinds of programs have already been done this semester?
 What days are best for my residents to participate in a program?
 Have there been any requests from residents for a certain type of program?
Once you have assessed your halls needs you must select a program to plan. When
doing this keep the following in mind.
 How much money do I have in my RA budget?
 How many residents are likely to show up?
 Will I need help executing this program?
Now that you have selected a program it is time to start the planning process. You
should do the following.
 Select a date that is far enough in advance to allow you plenty of time to
advertise and gather your supplies
 Make a list of needed supplies and an estimated cost.
 Make an agenda for your event to decide how you want to go and how long
you want it to last.
 Make sure that the area you are having the event in is available for use on the
selected date.
 Using the information above submit a program proposal to the ADSL. Your
proposal must be submitted later than two weeks prior to your program.
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Make sure that those helping you know exactly what their role is in the
program.
Design an advertisement and email or deliver a copy to the ADSL no later
than 7 days before the program.
Make sure you have your supplies in plenty of time for the program in case
any prep work is required.

Following these steps will help you in planning an effective program.
ADVERTISING
There is no point in having a program if you don’t advertise for it. You need to advertise
in plenty of time to make sure that residents have time to free up their calendars for your
program. However you don’t want to advertise so far in advance that residents forget
about it either.
There are several forms of advertising that you can use.
 Flyers
 Posters
 Social Networking sites such as Facebook
 Door hangers
 Sidewalk chalk
 Word of mouth
It is always best to use more than one method of advertising for your programs. Always
use friendly reminders and space out your methods of advertising. For instance post
some large flyers a couple of weeks before your program then a few days before the
program slip some smaller flyers under everyone’s door. On the day of the program
walk around and knock on doors and remind people to come out. If you’re going to be
offering free food or t-shirts or something else that might draw a crowd make sure that it
is noted on your advertising.
Always remember that effective advertising is the key to a having a good turnout at your
program.
ON THE DAY OF THE PROGRAM
On the day of your program make sure to give yourself plenty of time to set up before
your guests arrive. You need to be fully prepared for the program to begin at least 15
minutes before your advertised start time.
If you have reserved tables or a room on campus call whoever is in charge of the
reservation and make sure that everything is still in order several hours before your
program begins.
Follow this checklist to make sure you are ready for your program:
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Make sure all supplies are gathered for the program. This includes plates,
cutlery, and other items for food, information you may need for a presentation
and any other thing you will need to make your program successful.
Make sure your space for the program is neat and orderly. Make sure residents
aren’t coming into a room with furniture in disarray and overflowing trashcans. It
takes five minutes to take a bag of trash to the trash room.
Walk around your hall and give last minute reminders for your program.
Make sure you look presentable for your program. No, you don’t have to dress up
but unless it’s a pajama party it is not advisable to show up at a program in your
pajamas.

DURING THE PROGRAM
While your program is happening there are a few things to keep in mind. The most
important thing you want to do is make sure the residents are enjoying the program you
are providing for them. Sometimes they won’t like the topic of discussion but free stuff
can go a long way in making a program enjoyable. Keep the following ideas in mind to
keep your program interesting.







To get residents to stick around until the end don’t pull out the free stuff until
closer to the end. Perhaps give your presentation or lead your discussion and
then let them have their pizza or snacks.
Instead of diving right into a long speech about how drugs are bad start off with a
fun ice breaker to loosen your guests up. Ice breakers go a long way in having an
effective discussion
If it seems like your residents are bored switch things up. If you’ve been doing all
the talking find a way to make everyone else talk. Keep a small rubber ball with
you and toss it at people and get them to voice their opinion about what you are
saying.
Keep your program interactive. Don’t make residents sit down and listen to you
tell them they are all going to fail if they don’t study. Find ways to bring your point
across with games.
Give out door prizes. They can be as simple as a giant candy bar or a cheap
movie. Residents will be more likely to stick around if there is a chance they can
win something.

Another thing to think about during the program is making sure rowdy residents don’t
take over your program. If you are talking about a sensitive subject some residents will
be rude. Don’t be afraid to shut that kind of behavior down. There are a few ways you
can deal with unacceptable behavior.



If a resident is rude start by simply ignoring them. Often a resident likes the
attention they are getting so simply don’t give it to them.
Use them as an example. If a resident makes a rude comment during a program
on diversity you can always point out how that behavior is exactly the type of
behavior you are trying to prevent by using this program.
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Be assertive and tell them they need to change the way they are acting. Don’t be
rude and cocky in front of the other residents. Don’t be confrontational. Instead
tell them nicely that their behavior is unacceptable and it needs to stop
immediately because they are offending other residents.
Always remember that YOU are in charge of this program. If the resident in
question continues to disrupt your program and make it uncomfortable for others
simply ask them to leave. If they won’t leave you can give them a judicial action
form and let your RD deal with it.

AFTER THE PROGRAM
After your program is over and everyone is gone there are a few things that need to be
done.



Clean up the mess. Don’t leave trash all over the place for the janitors to clean
up. If you hosted a program somewhere other than your hall you need to leave it
exactly as you found it.
Submit your post program evaluation to the ADSL. Consider what could have
been done better and what you thought went really well when evaluating the
program.

Once your form is submitted to the ADSL you have successfully completed your
program.
PASSIVE PROGRAMS
EDUCATIONAL DISPLAYS
 The ADSL must approve display topics before they are put up. To submit a topic,
email the ADSL no later than 24 hours before you plan to put up display.
 Once display is up, take a photo of the display to submit to the ADSL. Photos can
be emailed or texted to the ADSL.
DOOR TAGS
 Door tags can be put up with no prior approval, but you must submit a photo of
door tags on doors to the ADSL to receive credit.

Resources
When approaching your first program, display, or door tag you may feel overwhelmed.
You want it to be a good program. Perhaps you are unsure where to look. There are
many resources available to assist you in hosting a program. You will also receive
extensive training on the art of programming during your first training week. The
following is a list of the resources available to you.
 www.reslife.net is an online resource that has hundreds of program ideas and
bulletin board ideas. They also have some great articles that deal with the job of
an RA
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www.residentassistant.com is an online resource that has a lot of great program
ideas.
www.rahelper.com is another online resource that is fairly new.
Google may seem like an obvious resource but many people fail to put it to use.
Veteran RA’s may be one of your best resources on campus. They have past
experience that can tell you what worked and what didn’t. If you’re not sure about
your first program consider teaming up with a veteran RA for your first one.
Your RD is the resource you should look to for questions about funding your
program. They will also be able to help you brainstorm some ideas for your
program
Your residents also make a great resource. Talk to them about the kinds of
programs they want to see. Get them involved in your inter hall council and have
them help you plan the program.
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Chapter 6: Student Conduct
In this chapter you will:
 Learn about the Judicial Process
 Learn how to approach a policy violation
 Learn about the paperwork involved in the process

The ASU-Beebe Judicial Process
The student conduct process at the ASU-Beebe focuses on teaching students to take
responsibility for their actions. This is done in an educational framework so the student
who is charged and found guilty may see this not as punishment, but as a learning and
growth opportunity. Therefore, from the moment the Resident Assistant becomes
involved – confronting the violation and documenting the situation – the learning
process should begin.
When you see that a violation is occurring, it is the expectation of the Office of Student
Life that you confront the violator(s) in an appropriate manner and document the
incident correctly. With the exception of the Student Conduct Report form, all judicial
documents are submitted electronically using a service called Maxient Incident Tracker.
You will receive training on the use of this program during training week.
The student conduct process begins when you see a policy violation. At this point you
must make a decision to document the situation using Maxient incident tracker and a
Student Conduct Report form or a warning report. If it is a minor first offense such as a
noise violation, consider giving the resident a warning. If it is a major offense such as
drugs, alcohol or physical fighting no warnings should be given. The following section
tells you how to confront a policy violation
CONFRONTING POLICY VIOLATIONS
What do you think of when you hear the word confrontation? Most people automatically
think of difficult situations that can turn nasty in the wrong conditions. Confrontation
doesn’t need to be a negative concept in Residence Life. In fact, if handled properly,
confrontation can be a positive educational process by which an individual learns and
grows.
It is difficult to confront a policy violation. It is an expectation of your position that you
will abide by both University and Residence Hall policies, as well as confront violations
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and take appropriate action. Following are a few guidelines you’ll want to remember as
you perform this aspect of your job:























Remain calm. Don’t rush. Take time to think.
Relax and compose yourself before approaching a situation. Have your facts in
order.
Adjust your behavior to avoid hostility and misunderstanding.
Approach the situation in a positive manner. Realize that all residents are at
different levels, but each one deserves due explanation of policies and respect
as an individual.
Identify yourself to the student in question and request a private talk with them.
Confronting someone in front of others can cause unnecessary tension and
hostility.
Treat all residents in a fair, consistent, and objective manner.
Explain that he/she or their guest is violating a policy.
Explain the policy and why we have it.
Explain how their behavior affects others. Explain the consequences of the
action.
Use your good judgment to determine if you should give a warning or if the
resident will be written up. Be sure to document everything on an Incident
Report if a warning was given. This will be of help later if they continue the
behavior and you have to charge them.
Get to know residents, so when you need to confront them, you have already
established a rapport with them.
Make sure you understand all policies and regulations so you can explain them
to residents in situations such as this.
Point out that a student can disagree with a policy and decide to violate it, but
that he/she must accept the consequences of the action.
Ensure that your own everyday behavior serves as a positive role model for all
residents.
If a student is under the influence of drugs or alcohol, get the situation under
control and talk to the student when he/she is sober.
Leave residents with their dignity. Do not humiliate them.
Follow up with the resident a day or two after the incident. Be friendly and
assure them that you still like them. Let them know that their behavior, not
themselves, was the problem.
Ask your fellow RAs for support if you feel you need it. Confronting violations is a
task that only gets easier through continued efforts. Make sure you inform your
HD after you have confronted a violation, and give them the appropriate copies of
the Student Conduct Report form.
If you have any doubt about how to proceed with a confrontation or violation
infraction, contact an HD. Never key into a room over a policy violation – leave
this to an HD.

The following are a few examples of the most common policy violations RAs deal with:
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Noise – Any type of noise that can be heard outside of the room during quiet
hours is considered a noise violation. A noise violation can also occur when the
noise can be heard more than three doors down during courteous quiet hours.
Visitation – A male resident in a female hall after visitation hours, or vice-versa,
is considered to be violating the visitation policy. A resident can also be in
violation of this policy if:
 A non-resident of the opposite gender is in their room past visitation hours.
 A non-resident of the same gender is in their room past visitation and has
not signed a guest housing contract.
Finally, it is important that you convey several clear messages to a resident during a
confrontation:
 We care.
 Individuals are responsible for their own actions.
 The focus is on the behavior, not the person.
 We are responsible to our residents – not for them.
The focus is to educate the resident on how situations in college reflect situations they
may later encounter in the real world. Residents need to be aware of their actions and
how those actions affect the community around them. If violations are ignored,
residents learn nothing about community, and the community will suffer. A crucial part
of an RA’s job is building strong, healthy communities. Policies and standards play a
major role in making sure that this happens.
Now that you know how to approach the situation here is a step by step set of
instructions for documenting a policy violation.








Ask for IDs.
Tell the student “You are being charged with ___________ violation. This is just
a charge and does not mean that you are guilty.”
Complete a Student Conduct Report Form for each student who is written up.
Pre-hearing conferences are done on at the discretion of each of the HDs.
During training you will be provided with instructions for using Maxient Incident
Tracker. On the Reporting Form, you should include why each person was
charged. Please explain simply “_________ was charged with visitation because
there were two girls in his room after visitation hours. _________ was charged
with unauthorized guest because she was not signed in at the front desk.
_____________ was charged with verbal abuse because he cussed at me while
I was explaining why he was charged.”
An e-mail will be sent to your HD when you submit your report on incident
tracker.
If the incident involved drugs, alcohol or physical fighting you should call public
safety and let them handle it. These incidents will be referred to the Dean of
50 | P a g e

Students and you should not have to file a report on incident tracker. If public
safety takes over, you may be asked to give a witness statement.

JUDICIAL HEARINGS
The next step in the student conduct process is the judicial pre-hearing and hearing.
The pre-hearing will take place between the HD, Assistant Director of Student Life or
Dean of Students and the resident. At the pre-hearing they will be given the option of
completing the hearing there and letting the HD or Dean of Students decide the case or
they can choose to go before a judicial board. Students will rarely decide to go before a
judicial board but if they do, there is a chance you will be called to testify at the hearing.
Here is what you should expect.
 The Judicial Hearing Officer will introduce themselves and the
accuser/witnesses.
 The Officer will state the charges filed against the student(s).
 The Officer will ask if the accused would like to tell their side of the story and if
they would like to plead responsible or not responsible on any or all of the
charges.
 The accuser/witness will be asked to share their account of what happened and
answer any questions of the accused and the Hearing Officer.
 The accused will then leave the room and the Judicial hearing Officer may ask
that the witness/accuser stay and offer their thoughts on a proper sanction.
 The accused will receive a computer copy of the judicial hearing results.
FINAL THOUGHTS ON STUDENT CONDUCT CITATIONS
You may feel very uncomfortable with confronting policy violations for the first time.
Keep in mind that doing so will help the residents learn from their actions. If necessary
take a veteran RA with you the first time you have to write someone up. They will be
able to give you tips on how to handle the situation. There are some things that you
should not do throughout the judicial process. Here is a list of the quickest ways to get
your judicial write up thrown out:
 Do not complete the correct forms.
 Do not put your name on the Report Slip.
 Do not put a description of the incident on the Report Slip.
 Have a “Nanna Nanna Boo Boo” attitude toward the student.
 Discuss the Case with the resident outside of Judicial Board.
 Discuss the Case with another resident outside of Judicial Board.
 Show disrespect to the student or their friends.
 Take the case personal. (This is just your job. Do not take it personal.)
 Harass a student.
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Appendix A: Forms
In this section you will find copies of most of the forms you will encounter
as an RA. Most are self explanatory. Your HD will train you on the
appropriate way to use these forms.










Housing Contract
Room Condition Reports (RCR)
Emergency Contact Forms
Roommate Agreements
Contract Release Form
Overnight Guest Form
RA Duty Log Worksheet
Room Consolidation Form
Room Change Request Form
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ASU-BEEBE
RESIDENCE HALL CONTRACT
(Read Before Signing)
Name:

Female

Male

Student ID:

Date of Birth:

Email:

Home Address:
Home Telephone Number:

Local/Cell Phone Number:

Emergency Contact Information:
Name

Relationship

Phone Number

Preferred Occupancy:
Single

Double

Roommate/Suitemate Preference

CONTRACT TERMS AND CONDTIONS
1. Eligibility
A.
B.
C.

To be eligible to live in ASU-Beebe Residence Halls, a resident must be at least 18 years of age and enrolled full-time at ASU-Beebe.
Resident must participate in a food service plan.
The University reserves the right not to contract with residents who have violated the terms and conditions for housing contracts or University
rules or regulations, or who have a past due balance with the University.

2. Contract Period
8 a.m. August 15, 2015 - 5 p.m. May 3, 2016.
Break Periods not covered as part of room and board costs:
A. Thanksgiving Break: 5 p.m. November 20, 2015 – 12 noon November 29, 2015
B. Winter Holiday: 5 p.m. December 8, 2015 – 12 noon January 9, 2016
C. Spring Break: 5 p.m. March 18, 2016 – 12 noon March 27, 2016
If there is sufficient interest, the residence halls may be available during break periods for an additional charge. Students with disciplinary
infractions are not eligible for application for break housing. No meals will be served during break periods.

3. Security Deposit
A.
B.
C.

D.

A $150 deposit is required if contracting for on-campus housing. This contract does not guarantee availability of rooms. If a room is
not available, the $150 deposit will be refunded.
The $150 deposit, less $20 application fee and any charges for damages will be refunded upon the proper conclusion of the use of
the room and official check-out from the residence hall system.
The security deposit is not an advanced payment of rent or a measure of damages in case of default or damage. If a balance remains
on your ASU-Beebe account your deposit will automatically be applied to this debt. After 12 months of inactivity the deposit will be
forfeited.
Termination of contract after signing of this lease shall result in forfeiture of security deposit.

4. Termination of the Contract by Resident
After the resident has signed a housing contract, the contract may be terminated by the resident with official withdrawal from the University or
cancellation before July 1. Dropping below full time is not official withdrawal from the University. When the resident withdraws from the
University during the contract period he/she is responsible for room and board charges for that academic term and the deposit is forfeited. If the
resident re-enrolls during the contract period, the resident shall be subject to the terms of this lease.

5. Termination of the Contract by the University
The University may terminate this contract and require resident to vacate student housing for, but not limited to, the following reasons:
A.

Failure to meet financial obligations satisfactorily.

B.

Failure to register for and attend the required number of credit hours.

C.

Violation of University policy, rules or regulations, including but not limited to the regulations set out in the current Student Handbook,
or violation of criminal law. Residents removed from housing for disciplinary reasons shall be responsible for the remainder of
the lease.

D.
E.

Violation of the terms of the contract.
An emergency or casualty rendering the resident’s room unsafe or otherwise uninhabitable.

6. Assignments/Occupancy
A.
B.

The residence halls shall be assigned according to date of deposit, cumulative hours, cumulative grade point average (GPA), full time
enrollment, and other various values set by the University.
For purpose of operating efficiently, the University reserves the right to relocate resident to another accommodation having similar
characteristics.

7. Conditions of the Premises and Alterations
Resident accepts the room, fixtures, and furniture AS IS, except for conditions materially affecting health and safety of ordinary persons. A
check-in inventory and condition form will be provided to resident upon check-in. Within twenty-four (24) hours after check-in, resident shall
note any defects or damages on the form and return it to the Residence Hall Director. The resident shall use reasonable diligence in care of the
assigned room and common areas. Resident may not perform any repairs, wallpapering, carpeting, electrical changes or other alterations. No
holes or stickers are allowed inside or outside of the assigned room. When moving out, resident will surrender the room in the same condition
as when received. Reasonable wear means wear occurring without neglect, carelessness or abuse. Any damages beyond reasonable wear will
be repaired and charged to the resident(s).

8. Meal Plan
The University meal plan offers three meals a day in the University Cafeteria – Monday through Friday. No meals are served on Saturday or
Sunday or during Break periods.

9. Liability
The University will not be liable to any resident or guest for personal injury or damage or loss of personal property from fire, flood, water leaks,
rain, hail, ice, snow, smoke, lightning, tornadoes, wind, explosions, interruption of utilities or other occurrences. The University will not be liable
to any resident or guest for injury, damage, or loss to person or property caused by criminal conduct of other persons, including theft, burglary,
assault, vandalism, or other crimes. Notice: Resident shall not disconnect or intentionally damage a smoke detector. Resident may be subject
to damages, civil penalties, and attorney fees for not complying with this requirement.

10. Repair and Malfunctions
All requests for repairs and services must be in writing to the Residence Hall Director. The University may temporarily turn off equipment and
interrupt utilities to avoid property damage or to perform work requiring such interruption. In case of malfunction of utilities or damage by fire,
water, or similar cause, resident shall notify the University immediately. In case of malfunction of air conditioning or other equipment, resident
shall notify the University immediately. Resident shall promptly notify the University of water leaks, electrical problems, broken glass, broken
locks or latches, and any condition which materially affects health or safety. Rent shall not abate during such repair periods.

11. Abandoned Property
Students withdrawing from the University or moving from campus residence halls for any reason shall make prompt arrangements to secure
personal property from the assigned room. Any item abandoned by a resident who fails to return to campus housing will be disposed of by the
University.

12. Cleaning
The assigned room, including interior window surfaces, furniture, and bathrooms, must be cleaned thoroughly. Move-out cleaning instructions
shall be followed. If resident fails to clean in accordance with the instructions, resident shall be liable for reasonable charges to complete such
cleaning. This includes charges for cleaning of floor surfaces, furniture, walls, etc., which are soiled beyond reasonable wear. The residence
halls are all nonsmoking. Therefore, this includes the odor removal of cigarette smoke and other various odors.

13. Right of Entry
The University reserves the right to enter residence hall rooms in order to meet emergency situations, to make routine maintenance or fire
hazard inspections, to maintain minimum health and safety standards, and to enforce regulations.

14. Post Office Box
All students residing in ASU-Beebe campus housing are assigned a campus Post Office Box in State Hall. Mail is to be sent to the campus Post
Office and not to University residence halls. The campus Post Office is open 8 a.m. to 5 p.m. Monday through Friday. The campus Post Office
is not open during Break Periods.

15. Method of Notice
All notices for resident must be in writing and may be given to resident by any one of the following methods: (1) regular mail to the campus
Post-Office Box, (2) personal delivery to any resident, (3) personal delivery at the room to any occupant, (4) sliding a sealed envelope under
entry door to the room.

I HAVE READ AND AGREE TO ABIDE BY THE ABOVE PROVISIONS. I UNDERSTAND THAT THIS IS A
BINDING CONTRACT FOR AN ACADEMIC YEAR, AND THAT SIGNING OBLIGATES ME TO ROOM AND
BOARD PAYMENTS FOR THE ENTIRE ACADEMIC YEAR. A HOUSING ASSIGNMENT DOES NOT
CONSTITUTE ADMISSION TO THE UNIVERSITY.
SIGNATURE

TODAY’S DATE

ARKANSAS STATE UNIVERSITY – BEEBE
ROOM CONDITION REPORT
Name:

ID#:

Condition Ratings:
N/A – Not Applicable
New – New or Reconditioned
ST/SO – Stained/ Soiled

RP – Ripped
T&P – Tape/ Paste
H – Hole (Give # & size)
Check In
Condition:

BR – Broken
PO – Painted Over
NWT – Normal Wear & Tear

C – Cut
B – Bent Frame
LBR – Lock Repair Needed

Check In Comments

Check Out
Condition:

Check Out Comments

BEDROOM

BEDROOM

BEDROOM

BATHROOM

BATHROOM

BATHROOM

BEDROOM

Key Code:

Room Number:

Additional
Staff Notes

Bed Frame
Bed Mattress
Blinds
Cable Outlet/Cords
Ceiling Tile
Closet/Closet Shelf
Desk
Desk Chair
Dresser/Drawers
Fire Escape Plan
Floor Tile
Key/Door/Lock/
Lights/Outlets
Mirror
Sink Area/ Counter Top
Smoke Detector
Thermostat Room
Walls
Windows
BATHROOM

Door Surface/ Knob/Lock
Lights
Shower
Shower Head
Shower Rod
Thermostat Bathroom
Toilet
Toilet Paper Dispenser
Towel Bars(s)
Walls/Tiles/Floor
General Cleanliness
Write any additional comments in this space:

ROOM KEY RETURNED:  YES;  NO

PO BOX KEY RETUNED:  YES;  NO

REASON FOR CHECKING-OUT:  T;  DNCO;  AW;  AS;  FA;  NS;  E;  CO
APPLICATION FEE PROCCESSING:  TRANSFER;  FORFEIT
NEW ROOM:  HORIZON HALL;  LEGACY HALL; ROOM #: ___________;  SINGLE ROOM
Please read and sign before and after check-in and check-out :
I, resident in above named community, understand that I am responsible for the condition and furnishings of this room and for any damage beyond reasonable wear and tear
that may occur during my residency; that any alterations to the room or its contents are prohibited; and that all residents of any specific room may be held jointly responsible for
damages. Failure to follow check-out instructions may also result in improper check-out charges. Student staff will note preliminary damages and may list responsible persons;
final decisions are made by professional staff. Please inquire with the Housing Office should you desire a copy of this form.

CHECK-OUT:

CHECK-IN:
Resident Signature

Date

Resident Signature

Date

Staff Print Name

Date

Staff Print Name

Date

Hall Director

Date
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Emergency Contact Form
NAME: _________________________________________

DATE: __________

ASUB ID NUMBER: _______________________________

DOB: ___________

ASSIGNED HALL: ________________________________

ROOM: _________

Do you require assistance during emergency evacuations?

 YES;  NO

PERSONAL CONTACT INFORMATION:
CELL PHONE: __________________________________

 Opt Out of Alerts

PERSONAL EMAIL: _______________________________
MAILING ADDRESS: ______________________________

EMERGANCY CONTACT INFORMATION:
In case of emergency, if I am unable to remove my personal belongings, or if I am reported as missing, I
authorize ASU-Beebe to contact and/or to release my belongings, if in good standing with ASU-Beebe, to
the following individual: (If’ under the age of 18 must be custodial parent or legal guardian.)

NAME: _________________________________________
PHONE: ________________________________________

MEDICAL INFORMATION:
Medical conditions/ allegories warranting disclosure to housing staff to better a potential response to a
medical emergency:

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
INSURANCE INFORMATION:
Provider: ________________________________________

Group#:_________

Policy Holder: ___________________________________

Policy#: _________

By signing this form, I acknowledge that all the information given above is correct.
SIGNATURE: ______________________________________________

DATE:______________
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Roommate Agreement
NAME: _________________________________________

DATE: __________

ASUB ID NUMBER: _______________________________

SEMESTER: _____

ASSIGNED HALL: ________________________________

ROOM: _________

NAME: _________________________________________

DATE: __________

ASUB ID NUMBER: _______________________________

SEMESTER: _____

ASSIGNED HALL: ________________________________

ROOM: _________

This roommate agreement is designed to help facilitate conversations between roommates and covers
topics that are common areas of concern for students living together in shard spaces. As you discuss
your living agreement with your roommate you may have questions or impasses that require for you to
reach a resolution. Your Hall Director has been trained to help you create an agreement you will be
comfortable using.

VISITATION: We have the right to host guests when they will not be disruptive to each other’s
sleep or study habits. Guests are only allowed during visitation times.
Should advance notice be given and if so how much notice should I give my roommate before
bringing a guest into the room?  Yes;  No;
0-1Hour; 1-2Hours; 3-4Hours;

1/2Day; 1Day; More than a Day____

What happens if guest damages our property? _______________________________
Can we both have guests at the same time? Yes; No
Is there a limit to how many guests in the room at the same time? Yes; No

STUDY TIME: We have the right to read and study free from undue interference in our rooms.
What kind of environment do you need to study to be successfully:
 Complete Quiet;  Soft music/TV noise;  Loud music/TV noise
What are your plans for study time:
Before 10am;  Between 10am-5pm;  Between 5pm-10pm;  After10pm
What are your plans for study place:  Room;  Other Place.
Are visitors allowed in the room when studying is taking place? Yes; No
Please explain circumstances under which guest are welcome or unwelcome during study:
_______________________________________________________________________
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HOUSEKEEPING: We have the right to live in a clean and well-maintained room.
How will we divide the chores:  Each do our own side;  Clean whole room
How often will chores be done:  Daily;  Every couple of days;  As needed
What level of neatness should we agree upon for our personal side of the room:
 Spotless;  Few items on floor;  Messy

SLEEP TIME: We have the right to sleep in our room, undisturbed by each other and our guest.
Quiet hours are from 10pm-8am each day.
Are there certain quiet times necessary to accommodate each other’s need to sleep?
 Before 8am;  Until 10am;  Before 10pm;  After 10pm
Are weekend times different?  Yes;  No
 Before 9am;  Until11am;  Before 11pm;  After 11pm;  Other_________
Are you a heavy or light sleeper:  Heavy;  Light
How much noise can one tolerate:
 Light moving around/music;  Normal moving around/music
Can we have the lights on, music or TV when someone in sleeping:  Yes;  No
When do you usually go to bed:
Roommate 1_________
What time do you usually wakeup: Roommate 1_________

Roommate 2_________
Roommate 2_________

What time is too late/early to receive a phone call:
 Before 8am;  Until 10am;  Before 10pm;  After 10pm

PERSONAL PROPERTY: We have the right to expect that our personal belongings will be
respected and the right to expect reasonable cooperation in the use of room facilities.
Items you are willing to share:
____________________
____________________

Items not willing to share:
____________________
____________________

Items need to ask about first:
____________________
____________________

ADDRESSING CONCERNS: We have the right to be free from intimidation, physical
and/or emotional harm. We have the right to address grievances when they arise.
How do we want to be confronted by our roommate when conflicts arise:
 Talk to each other;  Not/Text Message/Email;  Phone____
How will we handle any changes we may want to make in our roommate agreement: 
Talk to each other;  Talk to Hall Director;  Other
________________________________

________________________________

Roommate 1 Signature

Roommate 2 Signature

Date

Date
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Housing Contract Release Form
Students will not be released from the binding room and board contract, or refunded any
part of the room and board payments, without the approval of the Dean of Students.
Attach any documentation to complete the application.
Please print the following information:
Term requesting release: (Please Check One)  Fall ;  Spring ;  Summer, 20____
NAME: _________________________________________

DATE: __________

ASUB ID NUMBER: _______________________________

SEMESTER: _____

ASSIGNED HALL: ________________________________

ROOM: _________

MAILING ADDRESS: ______________________________
CITY,STATE, ZIP: ________________________________
CELL PHONE: ___________________________________
PERSONAL EMAIL: _______________________________
Please select the reason for requesting to be released from the housing contract. Also,
please provide the appropriate documents that support the reason. Consideration of the
request will not occur until the documentation is presented.
 Graduation;  Withdrawal;
 Internship;

Medical;  Marriage;

 Student Teaching

 Transfer; Unanticipated Hardship;  Other

If “Other,” please explain below:

STUDENT LIFE OFFICE USE ONLY:
DATE FORM RECEIVED: _________________, _____.
DEAN OF STUDENTS:  APPROVED;

 DENIED _________________, _____.

DATE NOTICE WAS SENT TO RESIDENT: _____________, _____.
DATE OF RESIDENT CHECK-OUT: _______________, _____.
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Overnight Guest Form
1. Guests must abide by all ASU-Beebe policies and should not impose upon the
rights and privileges of a resident. Resident sponsors are responsible for
informing their guest of ASU-Beebe policies and will be held accountable of the
behavior of their guest.
2. A non-resident in a resident hall at any time, other than visitation hours is an
overnight guest. Guests and sponsors must register the hall staff prior to a guest
enter a resident’s room.
3. Overnight guests must be the same sex as the resident sponsor and are least 18
years of age. Picture identification and proof of age are required at the time of
application. Siblings under 18 must have prior approval by the Hall Director.
4. The resident sponsor must gain written approval from their roommate and
suitemates before applying to have an overnight guest.
5. Overnight guests are not promoted to stay in the residence halls more than two
nights in a row or three nights an academic year. Any violation of this policy will
result in the assessment of the daily housing rate on the student account of the
resident sponsor.
6. The resident sponsor must officially check-in not later than 8:00PM at the
beginning of the overnight stay; and check-out their guest at the end of the
overnight stay.
7. No more than one guest is allowed to stay in a room at the same time.

I have read, understand and will abide by the above guest policy.
GUEST NAME: __________________________________

SSN: ___________

GUEST SIGNATURE: _____________________________

DATE: __________

RESIDENT NAME: ________________________________

ID#: ___________

RESIDENT SIGNATURE: __________________________

DATE: __________

ROOMMATE NAME: ______________________________

ID#: ___________

ROOMMATE SIGNATURE: _________________________

DATE: __________

HD APPROVED: _________________________________

DATE: __________
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RA Duty Log Worksheet
RA ON DUTY: ___________________________________

DATE: __________

EMAIL: _________________________________________
RESIDENCE HALL: _______________________________

What time did you do your 1st round? (3:00PM)
Task to be completed:
 Changed duty signs;  Pick up duty phone;  Check the mail;  Checkin w/ HD
 Reset Common spaces
Duty Phone tested and working:  YES;  NO
Was the desk assistant at the desk:  YES;  NO; Who?
Were there any interactions or incidents?

What time did you do your 2nd round? (6:00PM)
Task to be completed:
 Reset Common spaces
 New signs posted/Old Removed
 Complete a community building; explain.
Was the desk assistant at the desk:  YES;  NO; Who?
Were there any interactions or incidents?

What time did you do your 3rd round? (9:00PM)
Task to be completed:
 Reset Common spaces
 Check Kitchen;  Check Bathroom; Check Landry Room;  Check vending
explain any issues:
Was the desk assistant at the desk:  YES;  NO;
Were there any interactions or incidents?
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What time did you do your 4th round? (12:00AM)
Task to be completed:
 Reset Common spaces
 Close down the front desk;  Make sure exterior doors are locking:
Was the desk assistant at the desk:  YES;  NO; Who?
Were there any interactions or incidents?

What time did you do your 5th round? (3:00AM-weekend only)
Task to be completed:
 Reset Common spaces
 Close down the front desk;  Make sure exterior doors are locking:
Was the desk assistant at the desk:  YES;  NO; Who?
Were there any interactions or incidents?

Desk Coverage (any issues)?

Please provide a brief description of any policy confrontations:

Did you enter any incidents into Maxient?  YES;  NO
Did you call University Police called at any time?  YES;  NO
Were there any fire alarms?  YES;  NO

Were there any facility concerns or housekeeping issues we should be aware of INSIDE
your building?
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Were there any facility concerns or grounds issues we should be aware of OUTSIDE of
your building? (This includes the yard and parking lot)

Are the video display boards operational?  YES;  NO
Are the video display boards updated?  YES;  NO
Did you enter in any work orders?  YES;  NO
Did you have any door unlocks / if so how many?  YES;  NO; ________
Safety Issues?

What did you learn about your residents tonight? Have you helped any students this
week?

Climate of the Building?
 Quite and peaceful; Ready to party; Studious serious and focused;
 Total dead and little creepy;  Out of control
How are you doing? What’s going on in your life? What are you up to? How are classes
going? Do you have any stories, quotes or complaints to share with us?
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Housing Consolidation Form
NAME: _________________________________________

DATE: __________

ASUB ID NUMBER: _______________________________

SEMSTER: ______

ASSIGNED HALL: ________________________________

ROOM: _________

_____ I PREFER A SINGLE ROOM. I understand that my signature below is binding to
the effect that I will agree to pay all applicable single room charges. Also, I
understand that this form does not guarantee that I will be able to have single
room for the remainder of the academic year.
_____ I DO NOT PREFER A SINGLE ROOM. If I am unable to locate a roommate to
move in with me within three (3) days from the date I am provided a list of options
by the Hall Director, I will accept a roommate as assigned by housing staff. I
understand that is it will be necessary for me to move into another room, I will be
willing to move if I am so assigned.

___________________________
Resident Signature
___________________________
Date
STUDENT LIFE OFFICE USE ONLY:
DATE FORM RECEIVED: _________________, _____.
DATE ADDED TO CONSOLIDATION LIST: _________________, _____.
or
DATE OF SINGLE ROOM CHARGES: ______________ to ______________, _____.
AMOUNT OF PRO-RATED SINGLE ROOM CHARGES: _______________, _____.
DATE EMAILED AMBER DUNN IN BUSINESS OFFICE: ______________, _____.
DATE ROOM ROSTER WAS UPDATED: _____________, _____.
DATE NOTICE WAS SENT TO RESIDENT: _____________, _____.
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Room Change Request Form
Please return to the hall director with all required signature.
NAME: _________________________________________

DATE: __________

ASUB ID NUMBER: _______________________________

SEMSTER: ______

ASSIGNED HALL: ________________________________

ROOM: _________

DESRIED HALL: _________________________________

ROOM: _________

Reason for room change request: __________________________________________

________________________________________________________
________________________________________________________
________________________________________________________
REQUIRED SIGNATURES:
RESIDENT: _____________________________________

DATE: __________

DESIRED ROOMMATE: ___________________________

DATE: __________

CURRENT RA: ___________________________________

DATE: __________

The RA should attempt to resolve roommate conflicts before signing this form.
ALL KEYS must be exchanges and issued through the resident hall office.

STUDENT LIFE OFFICE USE ONLY:
DATE FORM RECEIVED: _________________, _____.
HALL DIRECTOR:  APPROVED;  DENIED

_________________, _____.

DATE NOTICE WAS SENT TO RESIDENT: _____________, _____.
DATE NEW KEY IS ISSUED: _______________, _____.
DATE OLD KEY IS COLELCTED: _______________, _____.
DATE ROOM CHANGE IS MADE ON PENCIL ROSTER: ______________, _____.
DATE ROOM CHANGE IS MADE IN CNS: _____________, _____.
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Resident Assistant (RA) Manual

Appendix B: FERPA & Title IX
In this section you will find insert material covering ASU-Beebe policy and
procedures on Federal Educational Rights Protection Act (FERPA) and
Title IX of the National Civil Right Act of 1967.








Steps to handling policy violations
FERPA Club.
Academic Policies and Procedures
Gender-based Misconduct
Sanctions of Title IX Violations
Title IX Fact Sheet
ASU System Policy on Child Mistreatment

