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Introduction    
This manual is intended to provide you with a useful resource for understanding and performing 
your duties as a residence life staff member. It will offer you a realistic picture of your 
responsibilities and the contribution you can make toward fulfillmen t of the educational 
objectives of Stevens Institute of Technology and the Office of Residence Life.  
 
While the Central staff will do their best to help you learn your job and how to do it, your actual 
success obviously depends more on your contribution an d effort, than upon the training and 
supervision supplied. In equal measure, the same principal applies to your manual; information 
will be provided, but to have any value, you must add to it.  
 
This manual will not be a rule book with all the answers; it will never be complete. You will not 
find in these pages a description of everything you will do as a staff member. Some tasks are 
constantly changing and therefore cannot be specified. In most cases, problems cannot be 
reduced to simple reflex reactions. Instead they can only be met with your creative personal 
response, flexibility and good judgment. In the final analysis, when you do help another 
individual, it will not be by following any rules or formula, but by putting yourself on the line as a 
warm, r eal, concerned human being who cares.  
 

How to use this manual  
 
This manual has been designed to be used on a continuous basis by staff . It will be a working 
notebook that will act as an information source, resource file, idea generator and educational 
too l. When you do not know the answer to a question, look here first.  
 
The manual is divided into sections for easy reference. While every bit of information about the 
Office of Residence Life does not appear in this book, a great deal of information lies he re at 
your disposal. As memos, training material and brochures are sent your way during the year, we 
hope that you will add them to your manual for handy reference.  
 
When used regularly, this manual can be a valuable and helpful resource. Please take 
adva ntage of it!  
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Office of Residence Life Mission 
Statement  

The Mission of the Office of Residence Life is to provide a safe, supportive and dynamic living 
and dining environment for students that supports the mission of the Institution.  We create and 

fost er a helping community of responsible, accountable citizen s. 
 

The 7th floor staff  
Howe Center  Phone:  x-5128 

 

Trina Ballantyne,  Dean of Residence Life, tballant@stevens.edu  x8165 

 

Tony Blazini,   Associate Director of Facilities, tblazini@stevens.edu x5130 

 

Usama Shaikh,  Assistant Director, ushaikh@stevens.edu   x8982 

 

Martha Gonzalez,  Business Manager, mgonzal2@stevens.edu                x5154 

 

Cathy McGuire,  Administrative Assistant, cmcguire@stevens.edu           x5128 

 

Kurtis Watkins,  Area Coordinator, kwatkins@stevens.edu    x3736 

  

Matthew Roberto,  Area Coordinator, mroberto@stevens.edu    x3976 

 

Maria Marte,  Area Coordinator, mmarte@stevens.edu   x5180 

 

Tomasita Jallad Area Coordinator Facilities, tjallad@stevens.edu,  x8973 

 

Jason Lu,  Assistant Area Coordinator, jlu@stevens.edu  x3976 

 

Jennifer Venegas, Assistant area Coordinator, jvenegas@stevens.edu  x5180 

 

Harmony Matos, Asisstant Area coordinator, hmatos@stevens.edu  x3736 
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ORL Goals and Objectives 
1. To promote problem-solving skills necessary for living in a multicultural and global community. 

a. To recruit, select, and develop a highly competent staff of diverse people at all departmental 

levels. 

 

b. To develop and establish a living-learning environment that reflects responsible citizenship and 

personal integrity. 

 

2. To promote the active participation of students in their intellectual and personal growth and 

development. 

a. To provide leadership opportunities for students to create their own positive, healthy living 

environment. 

 

3. To develop a community living environment that fosters connections between residence hall life, 

campus life, and life within society at large. 

a. To provide well-maintained facilities that ensures sanitary, safe, and secure housing conditions 

for students. 

 

b. To coordinate effectively and efficiently the work of the department toward the achievement of 

its goals and priorities in conjunction with other student life offices as well as the campus 

community. 

 

c. To provide opportunities for students to be involved in community service and philanthropic 

projects and programs. 

 

4. To create a community environment where students make personal choices and decisions that 

promote individual and community development. 

d. To provide developmental programs and services which assist students in their personal 

growth, wellness, and development. 

 

e. To provide administrative services to assist in the implementation of effective and efficient 

management of departmental policies and procedures. 

 

5. To integrate the resident studentsô in-class and out-of-class experiences in order to balance 

learning and development that occurs in both settings. 

f. To provide opportunities for frequent interaction among students, faculty, and student life staff 

 

g. To conduct student development research, administer staff and program evaluations, and 

prepare publications and articles for the Office of Residence Life as well as external use. 

 

6. To develop a community environment where student learning and growth is paramount and 

where this growth is integrated into a positive, living-learning environment. 

h. To develop a sense of community among residents by establishing expectations and norms that 

will provide structure for compatible and cooperative community living. 
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Why do we have Student Staff  
training? 

 
To build a strong, cohesive team among the staff 

 

To become familiar with Stevens philosophy and operations 

 

To expand our knowledge and experience 

 

To learn and/or re-familiarize ourselves with policies and procedures 

 

To learn to be as diverse as the people we work with and serve 

 

To keep abreast of new issues students are dealing with including how to help them 

deal with these issues 

 

To develop new staff as well as returning staff as the best learning occurs when we 

are all together as a team 

 

To provide an understanding of Office of Residence Life mission 

 

To challenge us, to challenge ourselves, to challenge others 

 

To prepare for opening and get ready for the year 

 

To provide us with the tools necessary to prepare us to work with our staff and 

students more effectively 

 

To provide a sense of establishing a foundation (within the organization) 

 

To provide personal and professional growth 

 

To accomplish short-term tasks for long-term gain 

 

To become better at what we do 

 

To better serve our students 

 

To help make good student staff members even better! 
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ORL Goals and Objectives 
1. Be on time to all training sessions. 

 

2. Bring any requested materials to EVERY SESSION (unless otherwise instructed to do 

so). 

 

3. Be rested and actively participate in all sessions, so you can retain what is being 

taught and contribute to the session/discussion. 

 

4. Offer constructive criticism or suggestions on your evaluation sheet. Often times, 

simple ideas or suggestions can make a program or experience much better. Please 

share them so we can continue to try to give the best and most useful information 

possible. Thank you in advance. 

 

5. Remember PPP (Positive, Positive, and Positive). Positive energy & ideas are as 

contagious as negative ones. Spread positive energy to others. 

 

6. Be Patient. We are all learning and growing together. 

 

7. Support each other. Critique ideas not a person. We are a team. To knock someone 

down is to knock you down. To build them up can only lift you higher. 

 

8. Respect what you do as a student staff member. Have confidence and pride in who 

you are. 

 

9. Be respectful of presenters.  

 

10. Dress comfortably (unless otherwise instructed). Some Sessions may be outdoors & 

some may require your movement. Restrictive clothes or shoes make you 

uncomfortable. 

 

11. If there is a problem, help to identify it, and be prepared to help offer a solution. 

Keeping silent, mumbling or telling others will not fix it. 

 

12. Have fun! Keep an open mind!  

 

13. Create random acts of kindnesséoften! 

 

14. Fill out all evaluations.  

 

15. SMILEJ! 
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Responsibilities of Student 
Staff  

 The Student Staff Member is a paraprofessional staff member of the Office of Residence Life (ORL) 

and reports directly to the Area Coordinator of Residence Life.  Student staff members play an integral 

part in the overall operation of the residence halls.  Primarily, the student staff member is concerned 

with the growth and development of each individual on his/her floor and the building community as a 

whole.  Additionally, student staff members are continually striving to enhance the quality of life for 

those residents.  Specific responsibilities of the student staff member position are listed below.  

However, additional responsibilities may depend on the needs of a particular Residence Hall to 

which the student staff member is assigned. 
 

Advising and Counseling 

 Know the residents of your hall.  Be aware of their personal, social, and academic concerns 

 Help your residents with personal problems and concerns 

 Refer any resident whom you perceive needs professional attention to the AC 

 Be visible, available and approachable to all residents 

 Be familiar with the campus and community counseling services 

 Be sensitive to the issue of confidentiality 

 

Information, Communication, and Resource Referral 

 Attend all staff meetings and staff functions on time 

 Post necessary notices in your hall 

 Hold monthly floor meetings, and more if necessary 

 Be familiar with campus and community resources 

 Be familiar with and communicate safety and emergency procedures 

 Keep AC informed of personal or academic experiences that may affect performance 

 Keep floor members informed of all pertinent information and deadlines 

 Keep the AC informed of what is happening on your floor 

 Be familiar with, communicate and enforce institute and ORL procedures 

 Be familiar with and communicate information about the campus dining services and meal plan 

options 

 Keep bulletin boards updated and orderly at all times 

 

Program and Activity Planning (See Programming Section of manual) 

 Strive to develop a sense of community among residents on your hall 

 Initiate, plan and organize programs of social, educational, cultural, and recreational nature 

 Attend and be active in hall functions 

 Serve as coordinator, motivator, and resource person in encouraging hall residents to initiate and 

implement programs 

 Meet the stated programming expectations of the Program 

 Informally assess the needs of the residents on your floor on a continual basis 
 

Facilities and Safety (See Policies and Procedures Section) 

 Report needed repairs according to established procedure 

 Have an awareness and address facility issues for the areas you are responsible for 

 Follow-up on maintenance requests 
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 Address Health and Safety Inspections in a timely manner 

 Understand and familiarize residents with community safety, emergency and fire evacuation skills 

 Assist with the movement of furniture and other equipment as directed by the Office of Residence Life 

 Maintain good liaison relationship with custodial personnel 
 

Limit Setting and Residential Safety (See Policies and Procedures Section) 

 Be familiar with, enforce, & explain ORL and Institute policies/regulations and the Instituteôs Judicial 

System 

 Encourage students to take responsibility for their own actions 

 Establish community contracts and emphasize the concept of common courtesy and consideration for 

others 

 Enforce quiet hours in the halls 

 Refer disciplinary matters to the AC 

 Report and document in a neat, timely, and orderly fashion all incidents and situations which threaten 

the health, safety, and security of hall residents 

 Respond to emergencies on a 24-hour basis 

 Adhere to fire safety evacuation procedures for the area 

 Utilize master keys only as outlined in the established procedure 

 Model appropriate behavior at all times 
 

Administrative 

 Complete assigned paper work and administrative tasks in a timely fashion 

 Assist in occupancy and floor plan updates 

 Be familiar with and be able to explain housing and maintenance procedures 

 Document damage or vandalism to inform the AC 

 Maintain an up-to-date file of room condition reports 

 Complete specific tasks for the ORL staff as assigned (e.g. feedback summaries, surveys, and self-

reports) 

 Assist in the distribution of keys when requested 
 

Interpersonal Skills 

 Exhibit effective listening and confrontational skills 

 Challenge yourself to achieve awareness of peopleôs perceptions, maintaining appropriate sensitivity 

and awareness of cultural norms 

 Maintain a high level of customer service at all times 

 Maintain and exhibit a positive attitude 

 Contribute to creating an effective and cohesive staff unit 
 

Decision Making 

 Recognize limitations and utilize appropriate resources 

 Follow-through on decisions and keep the AC informed 

 Do not be afraid to ask a question 

 Do not be afraid to make mistakes  

 Take responsibility for your actions and decisions 

 Use your available resources (other student staff members, your AC) when you are unsure how to 

handle a particular situation 
 

Duty Responsibilities  

 Participate in your staffôs duty rotation, on call duty roster 

 Follow all other duty procedures as outlined in duty guidelines 
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 Arrive early before student check-in and stay late after the closing of the halls to assist in opening and 

closing tasks 

 Check with AC before making travel arrangements that may effect duty or training attendance 
 

Personal/Paraprofessional Development 

 Attend all training (Aug. and Jan.) and meetings on time 

 Maintain and exhibit a positive and supportive attitude towards staff of ORL and campus police and 

other Stevens Officers 

 Balance time commitments, by recognize limitations to improve your work performance 

 Attend in-services/trainings throughout the semester 

 Be committed to your position and responsibilities 

 

Commitments of Student Staff  
 

Weekly Commitments 

Å Duty: 

Å Area Office from 5-11 PM 

Å  Rounds ï three rounds per night; one extra on Saturday and Sunday 

Å Committee meeting  

Å Area meeting  

Å 3 Hours of area office coverage 

 

Monthly Commitments 

Å 1:1s with each resident (September & January-February) 

Å All Staff Meeting ï first Monday of every month (from 4-6)  

Å Programming/floor meeting 

Å Bulletin board(s) 

 

Semester Commitments 

Å Weekend Duty ï sign up for approximately two weekends per semester  

Å Key Check in/out ï beginning and end of each semester 

Å Health and safeties 

Å End of semester room inspections ï fall, winter 

Å Evaluations - end of semester 

 

Yearly Commitments 

Å Arrive approximately two weeks before the Fall semester begins 
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Å Expectations throughout the year 

Å In-service training 

Å Holiday duty 
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My Role as a  
Staff Member  

 

What is the difference between a residence hall and a dorm? 

 

Many people do not know the difference. But since you are a Residence Life Staff Member you should be 

aware that a residence hall is an environment with a community of residents ï Residents who need your 

assistance in maintaining an environment conducive to learning.  

 

Stevens has residence hall communities, and you are the biggest part of that. 

Stevens understands the important role you have as a community leader.  Student staff have many 

different roles or hats.  Some of those hats include but are not limited to: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Role 

Model 

Peer 

Counselor 

 

Educator 

Student 1st 

Administrator Mediator 

Conflict  

Resolver 

Friendly  

 

Programmer 

Safety & 

Facilities 

Support 

Advisor 

& 

Counselor 

Resource 
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Staff Expectations  
 

Being a part of the Residence Life Staff can be both a fun and fulfilling experience. There are certain 

aspects of the job one should keep in mind.  

 

First, remember you are a role model for other students and as such, should act in a responsible 

manner that represents both this staff and the Office of Residence Life.  

  

Second, you should share in the common goals of the staff to enhance team spirit. To do so, it is 

essential that you attend and participate in all staff meetings for your building and department wide. 

 

Third, and probably most important, know that you are not out here alone. Fellow staff members are 

there for support, encouragement and inspirations. Use them! 

 

The Five Primary Roles 
Student staff do many different things and they are different things to different people. However, 

five primary roles make up the job of a student staff member. 

 

1. Counselor/Peer Advisor ï Assists, helps, suggests, directs, listens, refers 

 

2. Limit Setter/Disciplinarian ï Warns, discusses, educates, documents, follows-up, directs 

 

3. Administrator ï Does paperwork, attends meetings, provides information, follows-up 

 

4. Programmer ï Plans, schedules, promotes, invites, participates, encourages, celebrates, 

highlights, educates, researches, identifies needs 

 

5. Community Builder ï Establishes, works at, cultivates, creates, buoys, initiates, nurtures 
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Staff Ethical  Expectations 
You were selected as a staff member of the Office of Residence Life because of your ability to further 

develop your skills and actively serve as a role model on campus.  This year, it will be necessary to 

reach beyond your present abilities and accept the challenges of growing along with your residents.  

Helping students grow and learn to their fullest potential is one of your primary responsibilities. 

 

To earn the respect of the individual in your hall-group/residence hall, you must be receptive, impartial, 

and professional.  Respect requires effort on your part when developing relationships.  You will 

be faced with situations in which your discretion will be required.  We trust and expect that you 

will make wise choices. 

 

Below is a list of thirteen staff ethical expectations, which serve as reasonable expectations to the 

conditions, discussed in your job description and employment contract.  These are not at all all-

encompassing, but serve to provide guidelines of the expectations of the Office of Residence Life: 

 

1. Perform, to the fullest, the duties and responsibilities as established but the Office of Residence 

Life and assume full responsibility for your actions 

 

2. Actively support, in word and deed, all members of the Office of Residence Life staff (i.e., other 

Resident Assistants, Resident Coordinators, Area Coordinators, and other central and support 

staff).  You cannot disregard or dissociate yourself from incidents, activities, violations, problems, 

or situations that may develop in other residence halls or within the Office of Residence Life 

program, overall. 

 

3. Confront potential problem situations in your residence hall, whether they are individual or staff 

problems, lack of acceptance or respect for others, interpersonal conflicts, or violations of policies 

and procedures.  Take a proactive approach at all times. 

 

4. Take direct action in seeking a resolution to your own complaints and the complaints of other 

students.  Do not complain to students or just agree with such complaints.  Rather, help find 

channels through which problems can be corrected.  The Office of Residence Life will improve 

only as suggestions are made and dialogue occurs. 

 

5. Refrain from the use of alcohol while on duty and in violation of the Institute alcohol policy and 

laws of the State of New Jersey.  Staff must be aware of the impact of consuming alcohol with 

other staff and/or students on their responsibility as role models.  Do not provide alcohol to anyone 

under the age of 21.  Furthermore, do not appear intoxicated in public; as such behavior does not 

fall within the framework of an acceptable, positive role model.  Such choices will likely result in 

immediate termination. 

 

As a role model, you should: 

A. Speak and behave in a manner which communicates an appropriate message related to alcohol. 

B. Discourage, through job function and personal deed, planned alcohol related events involving 

underage persons. 

C. Encourage and provide creative alternatives to alcohol-related events. 

D. Concern yourself with the safety and well-being of others when in a situation involving alcohol. 

E. Actively de-emphasize the use of alcohol. 
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F. Confront violations of the Instituteôs alcohol policy.  Avoid situations in which the Institute policy 

concerning the serving and consumption of alcoholic beverages by students is violated. 

 

6. Educate students on the effects of alcohol use and abuse.  Confront students regarding 

inappropriate use and abuse of alcohol and identify and hold them accountable for their behaviors 

while drinking.  Identify and intervene with students who are suspected of an alcohol-related 

problem and make referrals to the staff of the Office of Residence Life. 

 

7. Due to the nature of your position, residents may communicate to you information and/or materials 

that they would prefer to be kept confidential.  As a Student staff member, you are an agent of the 

Institute.  Therefore you can never promise residents complete confidentiality. 

 

8. Never discuss, negatively, other Office of Residence Life staff members (i.e., other Resident 

Assistants, Resident Coordinators, Area Coordinators, and other central and support staff) with 

students.  When confronted by a situation, in which a student is speaking negatively about another 

staff member, encourage the student to bring his/her concern to that staff member or to a member 

of the central staff of the Office of Residence Life. 

 

9. Treat all students in a respectful and responsive manner without favoritism or special relationships 

that interfere with objectivity in exercising authority.  Staff must not exert undue pressure on 

residents to participate in a specific organization or activity. 

 

10. A dating relationship with a staff member whom you supervise and/or with residents is not 

recommended.  Such relationships (where supervisory, peer-counseling, and/or evaluative 

responsibility exists) are considered, by the Institute, an abuse of authority and discriminatory.  

Therefore, such relationships should not take place. 

 

11. Actively discourage and confront harassment directed toward individuals or groups for such 

reasons as race, religion, gender, ethnicity, or sexual orientation.  Such activity is illegal and 

grossly inappropriate. 

 

12. Establish, maintain, and support a positive, healthy, living-learning environment in your residence 

hall that is consistent with the goals of the Office of Residence Life and the educational mission of 

the Institute. 

 

13. Abide by all Institute policies as outlined in the 2009-2010 Student Handbook 
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Student Staff  
Staff & Alcohol Policy  

 

 

All staff must abide by all policies and laws while on campus. If not, it will result in job disciplinary 

action. 

 

 

Additionally, many of the issues surrounding alcohol use by staff members involve individual, ethical 

decision-making. In order to assist staff in making these decisions, the topic is addressed in training and 

through the departmental perspective stated below: 

 

 

OFF-CAMPUS 

 

¾ Off-campus underage drinking by staff is against the law. The Department encourages staff to 

make decisions that give them integrity with their job descriptions and are consistent with the 

expectations of the law.  

 

¾ Off-campus underage drinking by staff with residents is inappropriate and if discovered, would 

be addressed. 

 

¾ Off-campus underage drinking by residents witnessed by staff involves ethical decisions (e.g. 

choosing whether you want to leave, say something to the individual, decide to stay since the 

establishment is responsible for verifying age, etc). 

 

ON-CAMPUS 

 

¾ At on-campus activities where alcohol is present, staff members are required to abide by 

University policy and the expectations of their position. In any residence hall environment, all 

staff members are obliged to act if there is a violation of policy.  

 

¾ Staff members are only responsible for their own behavior in a non-residence hall on-campus 

environment. For instance, an on-campus event where alcohol is present there.  

 

 



18 
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In Case of Emergency 
Dial x-5105 or ñ99ò 

 
This number will reach the Campus Police Dispatcher, and can be used to 

contact: 
 

Area Coordinator 

 

Campus Police 

 

Fire Department 

 

Ambulance 

 

If someone shares with you information about a rape or sexual assault that 

has occurred while they have been a student at Stevens, you are required to 

immediately share this information with the Area Coordinator on duty.  S/He 

will contact the appropriate person to get the individual the help that he or 

she needs. 
 

If you have ANY emergency situation, you MUST contact the Area 

Coordinator on duty ï follow the Emergency Protocol for Student staff 

members 
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Emergency Protocol for  
Student Staff  

 

In the event of any life-threatening or other serious emergency  

(such as those listed below), dial the Campus Police number, x-5105 immediately. 

 

When addressing situations that may arise in the residence hall, there will be times when you will need to 

contact Campus Police for back-up and assistance.   

 

You must notify the Area Coordinator on duty under the following conditions: (If further back up is 

needed, the Area Coordinator on duty will make that call.) 

 

 Threats to a personôs well-being (including yourself or other staff members) 

 Threats to the physical structure of the residence hall 

 Fights in the residence hall 

 Large-group incidents/violations 

 Incidents in which someone is injured 

 Major vandalism 

 Suicides or suicide threats 

 Severe depression 

 Deaths of residents or family members 

 Situations which involve police 

 Any situation which seem to be beyond you ability to control alone 

 Natural disasters 

 

Note: Any time you need to call Campus Police for ANY situation, must call the Area Coordinator on duty, 

and document the incident and who you called on an Incident Communication Form and submit it to the Area 

Coordinators, Assistant Directors, and the Director immediately following the incident. When assistance is 

needed in dealing with minor situations, such as non-medical intoxicated person(s), minor damage 

or vandalism, etc., call the Area Coordinator on Duty: 

 

201-988-2152 
 

Note: Any time you need to call the Area Coordinator on duty, you must document the incident and who you 

called on an Incident Communication Form and submit it to the Area Coordinators, Assistant Directors, and 

the Director immediately following the incident. 
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Courtesy and Quiet Hours  
 
 

Courtesy hours are 24 hours a day. This means that at all times, residents must be courteous to 

their fellow residents about the level of noise. We encourage basic courtesy to neighbors at all 

times, i.e. if your neighbor asks you to turn down your music at 3 pm in the afternoon because s/he 

is not able to concentrate on work. We recommend compromise and courtesyéit eventually works 

both ways.  

Quiet hours are: 10 pm to 10 am daily from Sunday night through Friday morning; 1 am to 10 am 

daily from Friday night through Sunday morning.  

 

Quiet hours are defined as no sound can be heard outside a room or suite during the 

designated quiet hour period. Residents have a basic right to reasonable quiet during these 

times.  

 

Guest Visitation Policy  
 

A person is considered a guest if s/he is not registered through the Office of Residence Life 

to occupy the specific residence hall room. A guest is expected to abide by all University and 

campus life policies, procedures, regulations, and standards. The host is responsible for the 

actions of his or her guest at all times.  

 

No more than 2 guests will be registered at a time. Overnight guests must be registered with 

the Office of Residence Life. A resident may have overnight non-resident guest no more than 

two nights in a 7 day period.  
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Student Staff  
Duty Information 

 

General 
As a Student staff member, you are required to be on duty as assigned by your Area Coordinator.  While on 

duty, you are the primary emergency contact person for your areaða critical responsibility.  At no time are 

you to leave the area without the permission of the Area Coordinator on duty. 
 

Duty coverage is from 5 pm through 9 am.  During that time you will be in possession of the duty master key 

ring (see Master Keys in this section), the log book, and the duty phone for your area.  You are responsible for 

responding to the various needs of your residents.  This includes lock-outs, doing rounds/enforcing policy, 

checking exterior doors and ensuring the security of the building, etc. 
 

Office Hours 
From 5 pm to 11 pm the designated staff member is required to sit duty in the area Office, as well as wear the 

duty shirt, and keep the duty phone with him/her.  YOUR DUTY PHONE SHOULD BE ON AND WITH 

YOU AT ALL TIMES!  This is to enhance accessibility and visibility.  This is a good time to work on 

developing programs, catch up on paperwork, or visit with residents.  At 11 pm, you should post your name and 

room number on the office door before leaving the office.  Bring the duty ring, logbook, and duty phone with 

you to your room.  You should remain in your room, unless on rounds, until 9 am the next morning (exceptions 

can be made for 8 am classes). 
 

Rounds 

Roundsða walk-through of your areaðare to be done at 5pm, 8pm, and 11pm every night (plus one extra 

set of rounds on Saturday and Sunday during the day).  This is to ensure the safety and security of residents, 

and to promote visibility and accessibility.  While on rounds you should check all fire equipment and also watch 

for propped doors, open windows, noise problems, vandalism, trash build-up, physical plant concerns, and any 

other relevant matters.  If you do not feel comfortable doing rounds late at night alone, please call your 

back-up student staff member to go with you. 
 

Duty Schedules 

The Area Coordinator will distribute schedules at the beginning of each semester.  You are responsible for 

ensuring duty coverage for those dates to which you are assigned.  Should you need to switch duty you 

must: 

1. Arrange for another member of your staff to cover your duty; 

2. Notify your Area Coordinator, via e-mail, of the change.  Include the following information in the e-mail: 

a. Your Name 

b. The day and date of the duty change 

c. The name of the staff member covering your duty. 

d. If you ñswappedò duty days, the day and date when you will now be on duty. 

[Changes should be made 1 week prior to the date of the original duty assignment] 

Use this to record any information that might be of use to other staff members and your Area Coordinator.  You 

must document incidents on an incident communication form and submit the report to icf@stevens.edu 

within 24 hours.  Round reports are sent to raduty@stevens.edu. 

 



 

Master Keys  
 

As a Student Staff Member, you will have access to master keys to the residence halls in your area.  This is a 

responsibility that must be taken VERY SERIOUSLY.  The following are basic guidelines for master key use: 

 

1. Use of master keys is restricted to RESIDENCE LIFE STAFF only!  At no time should anyone who is not a 

Resident Assistant, Resident Coordinator, or professional staff member be allowed to possess a master key. 

2. Master keys are to be used for two purposes: 

A. To allow students access to the room he or she is assigned ONLY.  (You should verify this by 

checking her/his Stevens ID and the student roster provided by Residence Life.) 

B. In the case where an emergency situation exists, unless it is a life or death situation, the permission of 

an ORL professional staff member is required before such action is taken.  

  (Call the Area Coordinator on duty at 201-988-2152.) 

3. Master keys for Resident Assistants in Residence Halls are to be kept only in the following places: 

a. In the staff office between the hours of 9 am and 5 pm (in the safe). 

b. On the duty person between the hours of 5 pm and 9 am. 
 

Master keys are not to be kept in a student staff memberôs room when that student staff member is not on duty, 

nor are they to ever leave the area (unless such action is required as part of a student staff memberôs 

responsibilities). 
 

4. Master keys for Resident Coordinators Off Campus are to be kept only in the following places: 

a. The off-campus master key should be kept in the RCôs locked bedroom, in a safe ñhidingò place when 

the RC is not responding to a situation when the master key is needed. 

b. The master key should be on the person of the RC on duty at all times. 

 

Deviation from the above guidelines constitutes misuse of a master key, which can result in termination.  

Loss of a master key is also misuse, and will result ï at minimum ï in a SUBSTANTIAL monetary 

replacement fee. 

Please remember ALWAYS to lock your room door when you are not home. 

Search of a Residence Hall R oom 
 

In the event of an emergency or if there is reasonable cause to believe that a violation of Institute policy or state 

or federal law is occurring or has occurred, Stevens Institute of Technology reserves the right, exercised through 

Campus Police officers or other duly-authorized Institute officials (Residence Life staff), to enter any Institute-

owned or Institute-supervised residence unit, room, or area to conduct a ñplain view searchò or take appropriate 

action in response to an emergency whether or not the occupant(s) is present.  A full search of a residence unit, 

room or area may be authorized by an administrator on duty, or her/his designated representative, when 

there is reason to believe that there is contraband or ongoing illegal activity or a violation of Institute 

regulations, policy, or procedures in that unit, room or area, or there exists a danger to the building or the 

safety of its occupants. 

Note: The search of a room by law enforcement officials under the authority of a duly issued search 

warrant must be permitted by the Institute whether the occupant(s) is present or not.  Whenever possible, 

the Institute will have one of its staff members present during the search. 

 

Health and Safety Inspections  
 

Twice a semester, the Office of Residence Life will conduct Health and Safety Inspections.  These inspections 

will be announced and posted in the buildings prior to actual event.  During these inspections, a ñplain view 
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searchò will be conducted in EACH room.  Please make sure your residents are aware of these inspections when 

they are announced. 

 

Confiscation of Items  
 

An Institute official (Residence Life staff member), while performing his/her duties, who observes in a student 

room, in plain view, misplaced Institute property, contraband, or prohibited items, reserved the right to remove 

and confiscate the item.  An ICF describing the situation must be filed. 

 

Campus Police Protocol for Conducting a Floor 
Check  

 

 Campus Police officers are authorized to enter the public area of any Institute-owned or Institute-supervised 

facility and conduct a check of the area at any time. 

 Floor public area checks may occur at any time.  The Campus Police officers conduct their own set of 

rounds through the buildings periodically during the day. 

 When an officer enters a floor, he/she may immediately conduct a check of the public area(s) without being 

accompanied by a Residence Life staff member. 

 

 

Fire Alarm and Evacuation Procedures  
Area Coordinators will acquaint their staffs at the beginning of the year with the residence hall fire evacuation 

procedure and with the general fire safety regulations found in the Residence Life Handbook.  The staff will 

agree on a specific location or ñstaff check pointò where they will meet during an alarm to communicate about 

the evacuation. 

 

When the alarm sounds you as a student staff member will: 

A. Vacate your room immediately.  (Please lock your door and take your room key and clipboard 

with roster.) 

B. Knock on doors in your hall as you vacate the building. 

C. Check (look at) hallway pull stations and hallway detectors as you vacate the building. 

D. Report to the ñstaff check pointò outside.  (If you know any specific information about the alarm, 

please share this information with Campus Police as they arrive to the building.) 

E. Once outside, help move residents and students to the specified evacuation site. 

 

When the alarm has stopped: 

A. Help instruct the students that they can return to the building in a safe and orderly fashion. 

B. If there were any problems related to the alarm, or if there is an actual fire, the student staff 

member must immediately call the Area Coordinator on duty and document the incident. 

C. If a student/resident refused to leave the building, please document the situation and refer to the 

Area Coordinator. 

 

FIRST HALL MEETING AGENDA (The following information should be communicated with residents at 

your first floor/house meeting): 



 

A. Any alarm must be treated as a real alarm; all residents must leave the building immediately.  

Failure to do so is considered a misdemeanor, legally, and Institute disciplinary action will result 

if any violations occur. 

B. Residents should lock doors and carry their key upon leaving their room for evacuation. 

C. Residents should leave in an orderly fashion according to the evacuation plan outlined for their 

specific floor/house. 

D. Residents should not re-enter the building until instructed by staff members to do so. 
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Sexual Assault Response Procedures  
As a student staff member, you are often one of the first individuals that a student may contact in the event of a 

Sexual Assault/Rape.  If someone discloses to you information about a sexual assault, the following procedures 

must be followed. 

 

If someone shares with you information about a rape or sexual assault that has occurred while they have been a 

student at Stevens, you are required to immediately contact the Area Coordinator on duty.  S/He will then 

get the student in contact with the appropriate support. 

 

IF A STUDENT IS RAPED OR SEXUALLY ASSAULTED, share with them the following information 

and resources available to them. 

 

1. Make sure the student is in a safe and secure environment. 

 

2. Encourage the student to try to preserve all physical evidence.  This includes refraining from 

washing, using the toilet, or changing clothing.  Physical evidence should be collected immediately, 

ideally within the first 24 hours.  It may be collected later than this, but the quality of evidence may be 

diminished.  The victim may or may not choose to press charges in the future, but preserving physical 

evidence will give them the option to choose later on. 

 

3. Encourage the victim to seek medical treatment.  This step is important so that the victim receives 

proper assessment and treatment of any physical injuries he/she may have sustained.  Furthermore, it is 

important to determine the risk of sexually transmitted diseases or pregnancy and take preventative 

measures.  If the victim chooses to go to the hospital, hospital personnel are required by law to contact 

the police, and a report is taken.  The student however is not obligated to press charges or make a 

statement to the police. 

 

4. Encourage the student to contact Campus Police by calling x-5105 on any campus phone.   

*Note:  Reporting an incident is a separate step from choosing to prosecute.  When a report is 

filed, the student is not obligated to continue with legal proceedings or Institute disciplinary 

action. 

 

5. Encourage the victim to talk with a trained counselor who can maintain confidentiality, help explain 

his/her options, give information, and provide emotional support.   

 

6. Ask the victim if there is someone he/she would like to contact or would like you to contact for 

them.  A close friend or someone he/she can trust to provide the support he/she needs during this 

difficult time. 

 

7. If a student has been assaulted by another student or group of students and is considering Institute 

action, encourage him/her to discuss the matter with an administrator.  This discussion does not obligate 

the student to pursue official action 

 

 

 



 

Transportation Policy  ( student staff member )  
 

MEDICAL SITUATIONS  

Situations often arise when students are in need of transportation for a variety of reasons. These include 

transportation to Hoboken University Medical Center, a doctorôs office, and other locations.  Because of the risk 

involved, at no time should a student staff member transport a resident.  That is, he/she does so as an official of 

the Institute and therefore, places him-/herself and the Institute in a liable position should an incident occur. 

 

Residents in need of medical attention should be referred to the Student Health Center located in Jacobus Hall 

between the hours of 9:00 am and 4:00 pm weekdays.  Should transportation to the hospital be required, 

Campus Police should be contacted by dialing x-5105.  In addition, the Area Coordinator on duty should also be 

contacted to respond to the scene.   

 

 

 

Transportation Policy  (RC)  
MEDICAL SITUATIONS  

Situations often arise when students are in need of transportation for a variety of reasons. These include 

transportation to Hoboken University Medical Center, a doctorôs office, and other locations.  Because of the risk 

involved, at no time should a RC transport a resident.  The area coordinator will call upon an RC to perform 

duty assistance. 

 

 

Transportation Policy ( stude nt staff member  & RC)  
 

PROGRAMMING SITUATIONS  
If a student staff member is running a hall program and is going to use public transportation, the program 

MUST have prior approval from the Area Coordinator along with a list of those who will be attending the 

program. 
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A Guide to Documentation 
 

What Do I Need to Document?  
You need to document any event/incident that you observe or about which you are told if any of the following 

circumstances exist: 

 It involves a violation of Institute or Residence Hall policy; 

 It involves injury or a medical emergency, or a student is transported to the hospital; 

 It involves referral to any Institute official(s) ï especially Campus Police, Office of Residence 

Life staff, Student Life staff, or Health Center; 

 

(Note: An illegal party is an event or gathering that displays the following characteristics: 

 It is not properly registered with the Institute (see a staff member in ORL and he/she will refer 

you to the proper person to contact) 

 It occurs at times other than between 5 pm on Friday and 1 am on Saturday, or between 12 noon 

on Saturday to 1 am on Sunday; or 

 One or more non-members or non-residents of the house/chapter/floor are present) 

 If someoneôs welfare or well-being is threatened or in question; or 

 If you have any question as to whether or not it should be documented. 

ALWAYS ERR ON THE SI DE OF CAUTION!!!  
 

 

When Do I Document?  
Immediately after the event/incident ï or as soon as possible and safe to do so.  The documentation of an 

incident is the critical step that leads to follow up ï the faster it happens, the faster the situation is resolved. 

 

As a rule, an Incident Communication Form should be turned in to the Area Coordinators, Assistant Directors, 

and Director the morning following the incident.  The only exception is in an emergency situation when it is 

necessary to document immediately.  If a Campus Police Officer is on the scene and indicates he/she will 

write a report, you are expected to also complete an Incident Communication Form.  If Campus Police 

requests a copy of your report, please e-mail them a copy, and note on the report that it was sent to 

Campus Police. 

 

How Do I Document?  
All incidents must be documented on an Incident Communication Form (ICF). It is important to use this form 

because: 

 It is formatted to obtain specific information necessary for follow-up purposes; and  

 It is designed to make follow-up faster and more efficient. 

 

Some Tips on Documentation:  
 Fill in as much information as you can about what you saw, heard, smelled, etc., and what you 

were told. 

 Date, time, and location are essential. 



 

 When obtaining names, ask for student identification.  If they do not produce this, ask for another form 

of identification (such as names, student identification numbers, phone numbers, driverôs license) to 

deter the person from giving a false name.  If you suspect a false name is given, immediately call the 

Area Coordinator on duty for assistance. 

 Ask for and record name, room, and student identification number.  This will help you verify the identity 

of those involved, and will expedite the follow-up process. 

 In the section of the Incident Communication Form for details, convey the incident as clearly as you can.  

Incidents can be confusing ï try to report occurrences in chronological order.  Specify the things that 

you witnessed, and what other people may have told you.  Clearly indicate the timing of each event, and 

use quotes whenever possible. 

If Alcohol was a Factor  
 Be specific about how and why you suspect an individual had consumed alcohol or was intoxicated, i.e., 

red, glassy eyes; slurred speech; smell of alcohol on breath, staggering, wobbly gait, etc. 

 Be specific about the type/amount of alcohol in the room (including location of where it was found, 

whether the containers were empty or full, how much was discarded by the student in the presence of the 

student staff member). 

 Note any contact with professional staff, Area Coordinators, Campus Police, Student Health Center, 

EMS/Ambulance, local police, etc. 

 Never tell a perpetrator that the outcome will be less harsh if he/she cooperates with you.  Make no 

comment about the outcome or possible sanction. 

 

Why Must I Document?  
Documentation is a necessary tool of communication.  When you document an incident in a timely manner, you 

increase the likelihood that information will be accurate, understandable, and useful in follow-up.  You also 

save yourself the burden of having to answer questions about details of an incident that you have subsequently 

forgotten. 

 

In addition, documentation is a fundamental tool in the referral process.  It is a way to increase the chances that 

someone will get assistance or support he or she needs. 

 

What Happens Once I Turn In The ICF?  
Your Area Coordinator will review the report, and ask you for clarification/more information if necessary.   

 The situation will be discussed, and if necessary, a hearing officer will be assigned.  This meeting will 

be for gathering more information about the situation to determine if further action is warranted. 

 Follow-up is always a factor when an ICF is submitted.   

 A copy of the form will be filed in the studentôs personal folder. 

 Referrals to another source may occur (e.g., Counseling Center, Academic Support, etc.) 

 

Will I Get Someone in Trouble By Documenting An 
Incident?  

NO!  Remember: 

 The ICF is used to take appropriate action for each given situation ï in all cases, it means doing what is 

best and most helpful for each student involved; and, 
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 You are responsible TO your residents ï not FOR them.  If an individual chooses to do something that 

places him/her in a bad situation, this is his/her responsibility, not yours.  In fact, you are responsible TO 

that person, and all the other members of you community to report such information in an effort to 

protect the rights of those with whom you live. 

 

 

Will I Find Out What Happens After I Document 
Something?  

Not necessarily.  However, if you are concerned about the individual(s) involved, following the documentation, 

please CALL your Area Coordinator. 



 

 
 

 

Housing 
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Facilities  
 

Physical Plant Inform ation  
 

As a Student Staff Member, it is critical that you develop a good working relationship with Physical Plant/Temco 

staff.  In particular, you will need to work cooperatively with the staff member of your building.  You need to 

make efforts to become acquainted with these individualsðthey are an important resource in meeting the needs 

of your residents. 
 

ROUTINE PROBLEMS : 
When routine problems occur (a light-bulb needs to be changed, etc.) please enter the problem in the ñwork 

orderò section of the residence life website. (www.stevens.edu/housing/). The direct link to the work order page is 

http://workorder.stevens.edu/home.html. If routine problems are not corrected within a reasonable amount of 

time, please re-enter the problem and indicate that it is the second time submitting the problem. 

 
 

EMERGENCY PROBLEMS : 
When emergency problems occur (a leak, glass on the floor, etc.) please call the Area Coordinator on duty (201-

988-2152) and explain the situation.  The Area Coordinator will call the Campus Police to get in touch with the 

after-hours staff member AND go see the situation in person. 

http://www.stevens.edu/housing/
http://workorder.stevens.edu/home.html


 

First  Year Student Check in 
Procedures 

 

BE READY FOR STUDENTS TO ARRIVE BY 8 AM!  

 

1) Greet resident by introducing yourself (wear staff polo shirts) 

 

2) Distribute Residence Life Check-In Materials : 

 Room Condition Report 

 Check to make sure they have their Student IDs and keys (they can get them at the distribution 

site in the Howe Center) 

 Residence Life Handbook 

 

3) Fill out key receipt: 

 Comment on $50.00 charge for any key LOST or not returned at end of the year 

 Sign key receipt 

 Student received WHITE copy 

 student staff members keep the bottom CARD copy  

 

4) Tell students they should become familiar with the Residence Life Handbook. 

 

5) Room Condition Report 

 Explain to the residents what an RCR is 

 Must verify the condition of the room by signing and returning immediately 

 Students who sign and return the inventory sheet will receive some kind of incentive (refer to 

your Area Coordinator for more details) 

 

6) First Floor Meeting: 

 Remind them when and where the meeting is 

 

7) Key Receipts: 

Place the CARD key receipts in the envelope provided in room order.  Seal the envelope and return 

it to your Area Coordinator at noon. 
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Student Staff  Opening Checklist 
 

_____  Prepare for Early Arrival Residents 

 

_____  Design, make, and hang door decorations for your residents 

 

_____  Decorate hall or house bulletin boards 

 

_____  Complete Room Condition Reports 

 

_____  Make any requests of items in need or repair on Work Order website 

(separate work orders for every repair) 

 

_____  Upperclass student staff members:  Confirm time to assist with key distribution in Howe 

 

First-Year student staff members:    

1.  Have keys ready for distribution (confirm that you have a key for every resident) 

2.  After distributing keys to residents, return key cards to Area Coordinator 

 

_____  introduce yourself to central and support staff of the Office of Residence Life 

 

_____  Make signs and post information: 

 Where to put trash/recyclables 

 Information about first floor meetings 

 Directions to laundry facilities 

 Fire evacuation routes and meeting places 

 

_____  Pick up samples to give as incentives to return room condition reports ï see your  

Area Coordinator for locations 














