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Important Dates for Fall 2019

Monday, August 5, 5 p.m. Housing deposit refund deadline; notification required if not moving in to Casper College
housing

Wednesday, August 14 Student’s account must be paid IN FULL or PAYMENT PLAN set up prior to moving into
Residence Halls

Thursday, August 15 All Residence Halls open for New Students from 9:00 a.m. — 5 p.m.
New students must attend the RA skit at 6:30 p.m. at Krampert Theatre

Friday, August 16 All Residence Halls open for Returning Students from 9:00 a.m. - 9:00 p.m.

Monday, September 2 Labor Day Holiday — NO CLASSES

August 19-30 75% room refund deadline if fully withdrawing from Casper College

August 31-September 6 50% room refund deadline if fully withdrawing from Casper College

September 7-13 25% room refund deadline if fully withdrawing from Casper College

October 14-15 Fall Break, no classes
Residence Halls remain open — Food Service-Brunch and Dinner only

November 7 Deadline for withdrawal from full semester courses

30 Days prior to the last meal service date
Last day for board refunds

November 27-Decemberl Thanksgiving Vacation
Residence Halls remain open — No food service available
December 9-12 FINAL EXAMS

Residence Halls Close 10:00 a.m. Friday, December 13, 2019

Dates are Subject to change

Important Dates for Spring 2020

Thursday, January 2 Housing deposit refund deadline for NEW residence hall students; notification required if
not moving in to Casper College housing

Wednesday, January 15 Students account must be paid IN FULL or PAYMENT PLAN set up prior to moving into
the Residence Hall

Thursday, January 16 Residence Halls Open for Spring Semester, 9:00 a.m.

Monday, January 20 King Equality Day, no classes — Food Service — Brunch and Dinner only

January 21-31 75% room refund deadline if fully withdrawing from Casper College

February 1-7 50% room refund deadline if fully withdrawing from Casper College

February 8-14 25% room refund deadline if fully withdrawing from Casper College

Monday, February 17 President’'s Day Holiday, no classes — Brunch and Dinner only

March 14-22 Spring Break, no classes
Residence Halls remain open - No food service available

April 16 Deadline for withdrawal from full semester courses

30 Days prior to the last meal service date
Last day for board refunds

Fri—Sun, April 10-12 Easter Break

Residence Halls remain open — Food Service — Brunch and Dinner only
May 11-14 FINAL EXAMS
Friday, May 15 COMMENCEMENT

RESIDENCE HALLS CLOSE 10:00 a.m., Saturday, May 16, 2020

Dates are subject to change
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7 Office of Student Life
Casper COllege Barb Meryhew, Director
: Phone: (307)268-2249
Fax: (307)268-2203

bmeryhew@-caspercollege.edu

Dear Residents,

Welcome to Casper College and residential living. In the fall of 2011, Casper College and campus housing opened our
new Residence Hall Complex, which houses 438 residents. Our residence hall features many amenities such as: large
rooms with great views, individual bathrooms in each room; heat and air conditioning controlled by thermostat in every
room; a common area on each floor with a full-size kitchen, computers, a printer, and a flat screen television; two
multipurpose rooms; key fob entry; security cameras; and a laundry room on every floor. Throughout the year we have
had several groups visit our facility and their enthusiasm to live on campus has been extremely positive. | anticipate
rooms will start to fill quickly, so | advise you to complete your housing application/lease agreement, along with the $200
deposit as soon as possible. In addition, if you are requesting a roommate you need to list them on your application and
they need to list you on their application in order to guarantee placement.

Here is a glimpse of what living on your own is all about:

Meeting new people;

Participating in academic, educational and social events;
Engaging in an adult environment with limited supervision;
Interacting with people from various backgrounds;

From classes, to interesting programs, to spontaneous fun, the residence halls at Casper College provide an exciting
living-learning experience on campus. It is a proven fact students who live on campus are more likely to interact with
professors, attend events and participate in clubs and other student organizations. They make more lasting connections to
the College community and develop social networks that will take them throughout their academic career. Students who
live on campus are more likely to succeed and advance more quickly while in college. There are many opportunities for
you to be involved in campus life - but it is up to you to take advantage of them!

As Director of Student Life, my primary concern is your success at Casper College and the quality of life in the residence
halls. My office has developed this handbook to help students become aware of hall policies and the many services
offered by Casper College. | encourage you to become familiar with what will be expected of each resident before you
arrive on campus. Not every rule and regulation is listed, as group living itself sets many of the rules. The right to
privacy, a quiet atmosphere, protection of personal and public property, and respect for each person and his/her needs are
the basic elements of residence hall living.

I sincerely hope your experience living on the Casper College campus will be an asset to your educational experience and
life endeavors. Remember the success of your residence hall community depends on you. Best wishes for a successful
year.

Sincerely,

Bart Meryfrew

Barb Meryhew
Director of Student Life


mailto:bmeryhew@caspercollege.edu
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Students residing in the residence halls are individually responsible for the information and policies in the
Terms and Conditions of Occupancy. Failure to read the information does not exempt a student from this
responsibility.

This Residence Hall agreement is for the ENTIRE 2019-2020 academic year (Fall and Spring semesters), or
for the portion of the academic year remaining at the time of assignment.

INTRODUCTION

Casper College campus housing is committed to making each resident feel welcomed and included in our
campus communities; including an environment welcoming to all gender identities and forms of gender
expression. Students who need special accommodation due to gender identity/expression should contact the
office of Student Life either through the application process or by directly contacting our office at 307-268-
2249 or stopping by UU 402. Your request will be handled through a confidential process and staff will not ask
for more information than is required to meet students’ housing needs.

The purpose of this document is to establish an agreement between the student and Casper College to delineate
the terms and conditions of residence hall occupancy at Casper College.

The student will be assigned space and is entitled to use of the facilities and services within the Residence Hall
in accordance with the terms and conditions outlined below. This agreement is a restricted lease for room and
board during the full 2019-2020 academic year. It is agreed and understood that this document is a part of and
in addition to the Residence Hall and Food Service Application Contract.

Application for admission to Casper College and application for the residence hall accommodations are separate
transactions acted upon separately by Casper College.

Execution of this agreement does not guarantee space will be available in the residence halls. Students for
whom space in the residence halls is not available will be notified as soon as possible following receipt of their
application.

WELCOME

Casper College Student Life welcomes you. The residence halls are staffed from 8:00 a.m. to 12:00 a.m.
Monday — Friday and at various times on the weekends; professional staff and a full-time Security Officer are
on-call 24 hours a day for your safety and security. The Residence Hall Complex and Wheeler Terrace are
located on the campus close to The Student Union Casper College / University of Wyoming (cafeteria), the
library and many classroom buildings. Students living in the Residence Hall Complex must purchase a meal
plan. The complex is set up for single and double occupancy rooms and is equipped with cable television,
internet, and laundry facilities. Wheeler Terrace Apartments offer double residency and do not require a meal
plan. Criteria for residing in the Wheeler Terrace Apartments are: must be a returning student, with at least a
3.00 GPA, and have not had any previous housing violations; or a first-time student who is 22 years of age or
older at the time of occupancy.
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ROOM RATES

Residence Hall Complex, Double Occupancy: $1,830/semester $3,660/academic year
Residence Hall Complex, Single Occupancy: $2,775/semester $5,550/academic year
Wheeler Terrace Apart. (Double occupancy, no meal plan required): $2,704/semester $5,408/academic year

MEAL PLAN OPTIONS & RATES

Block #1: 285 meals per semester plus $100 Flex Dollars $1,700/semester
Block #2: 200 meals per semester plus $150 Flex Dollars $1,700/semester
Block #3: 165 meals per semester plus $175 Flex Dollars $1,520/semester
Plan #4: 50 meals per semester plus $50 Flex Dollars $ 515/semester

(Plan #4 Available ONLY to Wheeler Terrace, Civic, Thorson residents and Commuters)

e This agreement is for the ENTIRE academic year (Fall and Spring semesters), or for the portion
of the academic year remaining at the time of move-in.

Casper College reserves the right and privilege to change the rate for room and board during the
academic year if changes in economic or other conditions make it necessary.

Payment for room and board needs to be paid in full or a payment plan needs to be in place prior
to moving into the residence halls.

Single occupancy room assignments cannot be guaranteed.

Flex Dollars can be used in the cafeteria, the Doornbos Student Lounge coffee bar, the Gateway
coffee bar, or at Sub Connections.

A meal plan option must be indicated on the application agreement. If an option is not chosen, the room and
board rate will reflect the block #1 option contract for Accounting and Financial Management Office billing
purposes.

HOUSING STAFF

Director of Student Life #268-2249

The duties associated with the administration of student residential living include fiscal, maintenance, and
housekeeping operations of the residence halls, as well as involvement in the planning and forecasting of
student activities and student welfare. The Director of Student Life works with students on an individual basis
or with groups of students in developing programs that contribute to the cultural, intellectual and social growth
of the students here at Casper College. Other responsibilities of the Director of Student Life include serving as
an advisor to the Food Service Committee and planning and coordinating in-service training programs for the
Area Coordinator and Resident Assistants.

Area Coordinator #268-2851

The Area Coordinator lives on campus and is a full-time employee. He or she has overall responsibility for
supervision of the residence halls, upholding the policies of the college and overseeing the functioning of the
hall staff and activities in the hall. The Area Coordinator is responsible for the general welfare of the students
living within the halls.

Resident Assistants #268-3084 (Residence Hall Complex Front Desk)

Do you have a question, but don’t know whom to ask? Ask your Resident Assistant. Conveniently located
down the hall on your floor is a friendly and knowledgeable person who is ready to answer your questions or to
find someone who can. Each Resident Assistant is trained to listen and help you to work through any problems
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and questions you may have. The resident assistant is a great source of information, knowing where to go for
help with academics, security, maintenance, roommates, or anything else with which you may need assistance.
He or she also has the responsibility of enforcing college regulations and policies. Resident Assistants are here
to make sure your life in the hall is pleasant and safe so let them help. They’re great people to get to know.

APPLICATION INFORMATION

Eligibility

Only persons enrolled as degree-seeking students (enrolled for 12 semester hours or more) at Casper College,
the University of Wyoming/Casper College Center or other approved institutions offering upper division
programs on the Casper College campus may reside in our residential facilities, unless permission is given by
the Director of Student Life. Students must be regularly attending class and making satisfactory progress
toward a degree to remain eligible for residence hall housing.

Reservation Deposit

In addition to the signed agreement, a reservation deposit of $200 is required before a room reservation will be
made. The deposit is over and above the cost of room and board. The deposit must be paid at
www.caspercollege.afford.com and should be done as soon as possible upon applying for campus housing.
This guarantees the holding of a room space for a period no later than 5 p.m. on the second day of classes of the
semester for which the space has been reserved. Upon occupancy of the room, the $200 room reservation
deposit becomes a damage deposit then held by the Casper College Accounting and Financial Management
Office. The resident is responsible for any damage that exceeds the $200 damage deposit. Upon termination, if
all provisions of the contract have been complied with and no damage charges have been assessed, the $200
damage deposit will be refunded by mail to the student if deposit was made by check or to the credit card it was
charged to.

Length of Agreement
The terms of this agreement apply to the full 2019-2020 academic year (August — May), or if entered into
after the start of the academic year, for the remaining part of the academic year.

The period of occupancy for the 2019-2020 academic year will begin at 9 a.m. on August 15, 2019 for new
students; at 9 a.m. on August 16, 2019 for returning students; and terminate at 10 a.m. the day after
commencement spring semester, May 16, 2020. Similarly, the period of occupancy for spring semester only
will begin at 9 a.m. on January 16, 2020 and terminate at 10 a.m. May 16, 2020. Rooms must be vacated no
later than 10 a.m. on the day following the student’s last official college activity unless the Area Coordinator
grants permission for extended occupancy.

ASSIGNMENT INFORMATION

Assignment of Space

Casper College agrees to assign accommodations and provide room and board only after the student has:
1) Completed and endorsed the Residence Hall and Food Service Application Contract
2) Submitted the $200 deposit in accordance with the instructions contained herein.

Students should note that residence hall space is reserved on a first-come first-served basis. The date on which
the Casper College housing office receives the completed application/contract will establish priority for
building and room assignment.
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Hall/Roommate Requests

Casper College does not guarantee assignment to a particular complex or with a specific roommate. Roommate
requests are granted when space is available and the request is mutual. Roommate preferences should be
indicated on the housing application in order to enhance the possibility that requests can be filled by each
individual applicant. We will be happy to assign single rooms as space is available; otherwise, you will have
the option to be put on a waiting list.

Private Rooms

Single occupancy room assignment cannot be guaranteed. Rooms are usually occupied by two persons. If a
student requests a single room but does not receive one and wishes to be placed on a waiting list, the student
should see the Area Coordinator upon arrival. Single rooms will only be granted on a space available basis.

Consolidation

At any time during the academic year, if a resident does not have a roommate for whatever reason, the resident
must select one of the following options:

1. Elect to pay the private room fee and retain the room privately for the remainder of the semester. This option
is available only when there is space available. Private room fees will be calculated on a prorated basis.

2. Choose to move to another half-filled room.

3. Find another resident in a half-filled room who is willing to move into the room.

Failure to follow these guidelines will result in being officially assigned a private room, and the room charges
will be adjusted accordingly from the date of vacancy to reflect the private room fee. Residents who are directed
to consolidate but fail to do so will be billed automatically for a private room. Residents who refuse to accept an
assigned roommate will also be automatically charged the private room fee prorated from the date of the
vacancy.

Reassignment and Consolidation

The Office of Residence Life reserves the right to assign a second student to a double room in which only one
resident is living in order to bring it to normal occupancy. The right is also reserved to assign or reassign rooms
in any way that will best utilize the facilities available or when it is in the best interest of the residents. For this
purpose, or for other reasonable cause, the housing office may change room assignments or require a resident to
move to different accommodations.

Room Changes

Residents have the option to change rooms only after first going through their Resident Assistant and
participating in the process of roommate mediation. Roommate mediation takes place with the RA present to
work through any differences and come to a compromise. If, after mediation has taken place with the RA, a
resolution still cannot be reached, a room change can be requested through the Area Coordinator but is not ever
guaranteed. Room changes may not be made without the prior approval of the Area Coordinator, or the move
may not be granted and disciplinary action may be taken. In addition, reassignments/room changes may be
executed by the housing staff when it proves necessary for the safety and well-being of the living community.

CONDITIONS FOR TERMINATION

Termination of Agreement by Student

It is expected that the student will enter into the Residence Hall & Food Service Agreement for the full
2019-2020 academic year, August — May. Students terminating the agreement during the academic year due to
complete withdrawal from Casper College must follow the appropriate checkout procedures as stated in the
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Casper College Residence Hall Terms and Conditions of Occupancy. Termination of a Residence Hall & Food
Service contract with refund is considered only when a student has withdrawn from ALL college courses.

- No refund of room contract will be made after the 25% deadline.

- Arefund of 100% of the unused portion of the board (food service) contract will be made up to 30 days
prior to the end of the semester.

- No refund for board (food service) contract will be made after 30 days prior to the end of semester.

Cancellations and Penalties

If housing applicants for the fall semester wish to cancel their application/contract for the Fall 2019 semester,
they must notify the housing office before 5 p.m. on August 5, 2019 in order to receive a full refund of their
$200 deposit. Cancellation after this date will forfeit the entire deposit.

If new applicants for the spring semester wish to cancel their application/contract for the Spring 2020 semester,
they must notify the housing office before 5 p.m. January 2, 2020 in order to receive a full refund of their $200
deposit. Cancellation after this date will forfeit the entire deposit.

Failure to properly check in or out of the residence halls will result in the loss of the $200 deposit. Persons
not returning for the Spring 2020 semester, due to graduation from Casper College or partner institutions, must
notify the housing office by 5 p.m. January 2, 2020 and remove personal possessions by 5 p.m. January 8, 2020
in order to receive a full refund of their $200 deposit (provided there are no room damages).

Cancellations of the Residence Hall and Food Service Agreement on or after August 15, 2019 will result in
forfeiture of the $200 Deposit.

Cancellations of the Residence Hall and Food Service Agreement for New Students on or after January 16,
2020 will result in forfeiture of the $200 Deposit.

Students who break their lease between semesters will owe 50% of their room rate for the 2" semester
and forfeit their $200 deposit.

Petition for Release from Contract

If there are extenuating circumstances that result in the need for a student to vacate the Residence Hall prior to
the completion of the academic school year, the resident is responsible for filing a petition with the Housing
Petition Committee through Student Life to be let out of the contract. Extenuating circumstances typically
include hardships or other major events that have occurred since the student entered into the Residence Hall &
Food Service Agreement with Casper College housing that make living in campus housing while attending
classes a serious burden. This requires filling out a petition form and submitting any supporting documentation
explaining why the student needs to vacate the room prior to the fulfillment of the contract. Petition forms may
be obtained through the Residence Hall Area Coordinator located in the Residence Hall room 100D.

All petitions and supporting documentation must be received by the Area Coordinator or Director of Student
Life within 15 days of the occurrence of an extenuating circumstance. If a student wishes to terminate their
lease for the spring semester a petition must be filed and received by January 2, 2020.

Failure to follow the petition process will result in the following penalties:
Failure to file a petition by deadline Responsible for ¥ the cost of room and forfeiture of deposit
Failure to check out properly Forfeiture of $200.00 deposit
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Failure to return keys $110.00 charge to rekey room and forfeiture of deposit
Failure to remove personal belongings Room will be considered occupied and room and board charges
will be applied to the account until proper checkout process is

completed and items are removed
Note: The $200 damage deposit is over and above the cost of the room & board.

To checkout of the residence halls at the end of contract/academic semester, students must notify the housing
staff and return their keys in person with the housing staff. Each resident should observe the Check-in/check-out
procedure when terminating his or her occupancy.

Termination of Agreement by Casper College & Residence Hall Regulations

Students residing in campus housing must observe all Casper College Residence Hall Regulations which are
published in the Terms and Conditions of Occupancy, and The Student Handbook. The Casper College Student
Conduct and Judicial Code may be the reference for disciplinary proceedings for students residing in campus
housing. Disciplinary action may include written warning, disciplinary probation, monetary fines, referrals for
counseling, educational classes, community service, room reassignment, disciplinary suspension from campus
housing and/or Casper College. Casper College, by administrate action and giving not less than 48 hours
notice, can revoke this agreement and require students to leave the residence halls for one or more of the
following causes. In cases where the safety and well-being of the resident and/or living community is at
risk a student(s) may be removed from the residence halls immediately. Any student found to have
committed the following misconduct is subject to the disciplinary sanctions outlined above.

1. Failure to make payment of room and board charges as required by the Residence Hall Food Service
Agreement and the Terms and Conditions of Occupancy.

2. Use, possession or distribution of alcoholic beverages or public intoxication. Possession and/or display of
full or empty alcoholic beverage containers (including shot glasses, beer steins, mugs, etc.), signs, posters,
and alcohol paraphernalia.

3. Manufacture, use, possession or distribution of narcotic or other controlled substances except as expressly
permitted by law.

4. Possession and/or use of weapons, firearms, replica firearms, (including, but not limited to pellet, bb, paint
ball, and air guns of any type, i.e. Airsoft), ammunition of any kind, fireworks, firecrackers, dangerous
chemicals, flammable or combustible substances.

5. Conduct which is disorderly, lewd, or indecent; breach of peace on the college premises or at functions
sponsored by the college.

6. Possession or harboring of pets or animals of any kind, not including fish.

7. Attempted or actual theft of and/or damage to property of the college or property of a member of the college
community or other personal or public property.

8. Assault, sexual assault, fighting, physical abuse, verbal abuse, threats, intimidation, harassment, coercion
and/or other conduct which threatens or endangers the health or safety of any person.

9. Failure to comply with the direction of housing staff employees, college officials or law enforcement
officers acting in the performance of their duties and/or failure to identify oneself to these persons when
requested.

10. Failure to obey the summons of a college judicial body or college official.

11. Failure to attend classes and/or show academic progress in accordance with institutional standards.

12. Failure to observe published campus policies including parking, smoking, sexual harassment, and racial
discrimination. Failure to comply with any other policies or rules instituted by the residence hall staff.

13. Behavior in campus housing indicating that the student is not able to adjust to the requirements of group
living. Failure to respect the rights of others living in campus housing community.

14. Smoking in non-designated areas
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15. Possession of candles, incense, or other items posing a potential fire hazard.

16. Restrooms are intended for single sex use as designated by the signs on the door, unless otherwise indicated
as a public restroom.

17. Misuse of the college computing systems, including Peer to Peer sharing and downloading.

18. Tampering with, misusing, or mistreating the fire alarm or sprinkler systems.

19. Any violation of the Casper College Student Conduct and Judicial Code may have repercussions for
remaining in campus housing.

Students removed from Casper College residence facilities due to disciplinary action will NOT receive any
reduction of room charges for the duration of the signed contract. Board (meal plan) charges will be prorated
from the date of check-out.

Disqualifying Factors

Casper College does not permit persons who are required to register as sex offenders or major offenders under
the laws of any state or nation to reside in any College-owned or leased residence hall, apartment or other
housing facility ("College housing"). Any person requesting to live in College housing must disclose any such
registration requirement. Failure to disclose will result in involuntary removal from College housing and
forfeiture of any deposit or fees paid for housing.

The College reserves the right on a case-by-case basis to deny the request of any person to reside in College
housing or to involuntarily remove any person already admitted to College housing due to the conviction of any
felony or misdemeanor offense which, in the judgment of the College, indicates that the person who has been
convicted of such an offense has the potential to disrupt the normal functioning of College housing, engage in
conduct that may endanger the health or safety of any person residing in College housing, including self, or
otherwise negatively impact the residential community.

The College reserves the right on a case-by-case basis to deny the request of any person to reside in College
housing or to involuntarily remove any person already admitted to College housing due to disciplinary
infractions brought against the person by any educational institution or other entity of which the College is
made aware when such disciplinary infractions indicate a propensity for the person to engage in disruptive or
dangerous activities, alcohol or drug possession, defiance of housing or other staff or any other reason
considered, in the opinion of the College, to be significant enough to endanger the health or safety of any person
residing in College housing, including self, or otherwise negatively impact the residential community.

The decision of whether or not to deny the request for College housing or remove any person already
admitted to College housing and the seriousness of the felony or misdemeanor offense or educational
institution disciplinary infraction upon which such decision is based is at the sole discretion of the College
and is not subject to appeal.

Fire Arms

Firearms and ammunition are not permitted in the residence hall, apartment complexes, and/or their
parking lots. Campus Security has a gun safe in order for residents to register and store their firearms.
If you are planning on bringing firearms with you to campus please contact Campus Security at 307-268-
2688 in order to be in compliance.

Drugs

Casper College is a drug free campus; no drugs are allowed anywhere on campus. Residents may not
have drugs or drug paraphernalia (including pipes, bongs, residue, etc.) in their rooms, vehicles, or on
their person at any time. Housing takes a strict stand on the enforcement of this policy.
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Alcohol

Casper College is an alcohol free campus; no alcohol is allowed anywhere on campus. Residents may not
have full, partially consumed, or empty alcohol containers in their rooms, vehicles or on their person at
any time. “Alcohol containers” includes not only cans and bottles, but also flasks, shot glasses, beer steins &
mugs, bongs, wine boxes, etc. Housing takes a strict stand on the enforcement of this policy. Any people
who are in the room where an alcohol violation has occurred will be found in violation of this policy, regardless
if consuming alcohol or not. Any signs, banners and/or other items advertising alcohol are also considered
prohibited items and will be confiscated and could be grounds for disciplinary action

First time offenders are subject to a $100 fine, community service, a one-time alcohol education class, and/or
any other discipline the Area Coordinator or judicial authority deems appropriate.

Second time offenders are subject to a $250 fine, community service, and/or any other discipline the Area
Coordinator or judicial authority deems appropriate.

Third time offenders will have their contract terminated and be required to leave the residence halls.

Alcohol offenses resulting in personal health and safety issues, as well as 2"d offenses may result in
parent/guardian notification.

Public Intoxication

Individuals suspected of being under the influence of alcohol or other substances to the degree that they have
the potential to endanger themselves or others will be contacted by security officers and housing staff,
particularly in and around any housing facility.

Indicators that a person falls into this category include but are not limited to difficulty walking without support,
slurred speech, glassy eyes, a noticeable smell of alcohol or other substance about their person, stumbling,
staggering or using the wall or another person to remain upright, vomiting or evidence that the person has
vomited or otherwise soiled themself or self-admission or witness statements that the person has been drinking
to excess.

Students believed to be intoxicated can be stopped by Security or Housing staff and questioned. Individuals
questioned by Security and Housing staff can also be referred for judicial action in accordance with the Code of
Student Conduct and the Public Intoxication Policy that was amended October 2012. To read the policy in its
entirety, please refer to Campus Housing website.

TOBIN DINING INFORMATION & HOURS OF OPERATION

Monday - Friday

Breakfast 7:00 a.m. - 9:00 a.m.
Continental Breakfast 9:00 a.m. - 10:00 a.m.
Lunch 11:00 a.m. - 1:00 p.m.
Grill Only 1:00 a.m. - 2:00 p.m.
Dinner 4:45 p.m. - 6:45 p.m.
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Saturday
Brunch 11:30 a.m. - 1:30 p.m.
Dinner 4:45 p.m. - 6:45 p.m.
Sunday
Brunch 11:30 a.m. - 1:30 p.m.
Dinner 4:45 p.m. - 6:45 p.m.

Doornbos Student Lounge and the Gateway coffee bar hours are as follows:

Monday - Thursday Friday
7:30a.m. - 2:00 p.m. 7:30 a.m. - 1:00 p.m.

Sub Connections’ (in the Student Union) hours are as follows:

Monday — Thursday Friday
7:00 a.m. - 6:00 p.m. 7:00 a.m. - 3:00 p.m.

Once the student makes financial arrangements with the Accounting and Financial Management Office, the
student will use his/her Casper College ID card to track meals and bonus bucks. Students will be charged $5 for
the replacement of a lost ID card. The loaning of ID cards is prohibited. Students must present their ID
card at each meal. Students who fail to produce a valid ID card can be denied entry into the cafeteria. If you
want to eat, be sure to bring your card.

Box lunches are available for all contract holders who are unable to go to the cafeteria for lunch or dinner.
Students need to notify the food service office two days before the box lunch is desired. The request must be
accompanied by a class or work schedule verifying inability to eat at scheduled times.

Sick trays are available to students who are unable to attend a meal because of illness or injury. A verification
slip must be obtained from the housing staff to be presented at the cafeteria. The ID of the ill or injured student
must be presented by the housing staff before a sick tray will be prepared.

Friends and relatives of Casper College students are invited to use the cafeteria at any time.

HOUSING PROCEDURES

Check-1n/Check-out Procedures
All students should report to the Residence Hall Complex Front Desk upon arrival on campus. A room
conditions checklist is completed at the time of check-in listing the condition of the room and its contents.

To checkout of the residence halls at the end of contract/academic semester, students must notify the housing
staff and return their keys in person with the housing staff. Each resident should observe the following
procedure when terminating his or her occupancy:

a. Remove all personal items

b. Clean the room

c. Return keys to the housing staff

d. Leave a forwarding address with the housing staff

12
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Students planning to return for the following academic year must file a new application for housing in the
Housing Office in the Student Center. Their room deposit for the current year will then be carried over to the
next year.

For students not planning to live in the residence halls in the future, room deposit refund checks for the present
year will be mailed to the forwarding address left by the student four to six weeks after the time of checkout.
Financial obligations owed to the College will be deducted from refunds.

Students who do not check out with the housing staff and return their keys will not receive their deposit
refund. They will also be charged a $110.00 re-keying fee.

Keys

The key policy is designed with security of the students, their belongings and the building as primary concerns.
Students are encouraged to take care to secure their belongings and to lock their room at all times for personal
safety.

Upon arrival residents are issued a room key, outside proximity fob, and a mailbox key by the housing staff.

If a student has lost or misplaced the room key a substitute key may be checked out from the housing staff for a
five (5) calendar day period. The substitute key must be returned to the housing staff no later than 12 noon on
the fifth (5™) day. If at the end of the five days the door key has not been returned or the original key found, a
fine of $85 will be assessed against the student to re-core the lock and make new keys. If the resident has been
locked out of their room they may check out a substitute key from the housing staff for a period of 30 minutes.

Each resident also receives a proximity fob for outside entrances to allow the locking of outside doors for
security reasons. If the proximity fob is lost or misplaced the resident will be charged $5.00 prior to being
issued a replacement proximity fob.

Mailbox keys will be replaced for a fee of $20.

Students are responsible for their Residence Hall keys at all times. A student is permitted no more than 3
lockouts. Each lockout will be documented by the Resident Assistant at the Front Desk handling the
situation. After the 3" lockout (4™ and consecutive), a $20 charge will be issued to the student(s) involved
and the student(s) will be referred for judicial action.

Failure to return either the room key or the mailbox key at the time of check-out could result in a charge for re-
coring the lock plus payment for new keys. Proximity fobs will be deactivated and could result in a charge for
replacement of the fob.

Duplication of hall keys by the student is not permitted and can also result in charges for re-coring the lock plus
payment for new keys. Unauthorized duplication of college keys is a violation of the Student Conduct and
Judicial Code.

Things to Bring:
__ Blankets/Bedspread & Sheets (The size of the bed is 39” X 80", requires extra-long twin fitted sheet)
____ Towels
_____Robe
_____ Pillow
____ Waste Basket
_lron
_____Alarm Clock
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____ Laundry soap & laundry basket

_____Soap & other personal toiletries

_____Shower curtain & rings
You may want to use a trunk or footlocker for storage, as well as a table in your room. Residence hall rooms
are relatively small spaces shared with a roommate, so be realistic about the amount of clothing, furniture and
other items you bring with you. Any and all furniture must be approved by the housing staff prior to
moving it into the residence hall and/or apartment.

Things NOT to bring:
- Space heaters
- Hot plates
- Toaster ovens
- Candles/incense
- Pets (other than fish in a container no larger than 10 gallons)
- Personal Wi-Fi routers (these will be blocked upon detection)

HALL & ROOM INFORMATION

Responsibility for Damage in Student’s Room

Damage incurred within the student’s room is the joint responsibility of the students assigned to that room
unless individual responsibility has been determined. The student(s) will be assessed the cost of repairs or
replacement for damages.

All rooms are subject to examination by college officials for reported damages, unauthorized appliances,
necessary maintenance, and the safety or security of other students. Damage or malfunction of room or hall
equipment should be reported immediately to the hall staff. Residents will be held responsible for damages
exceeding the damage deposit. The cost of any room damage or extra custodial services will be charged to the
occupants of the room. If the room is not clean when the student moves out, a cleaning fee will be charged.

Room/Apartment Inspections

Casper College reserves the right and privilege to inspect a room at any reasonable time and, if there is
reason to believe that the student has violated Casper College regulations, to inspect the student’s
possessions. Casper College also reserves the right to request assistance from civil authorities if there is
evidence or suspicion of illegal activity.

Fire, Health, and Safety inspections will be completed by housing staff at least one (1) time per semester.
Residents will be notified of this inspection at least 24-hours in advance. Residents will also receive a copy of
the inspection and a list of any matters that need corrected.

Housekeeping and Maintenance Repairs

Residents are responsible for the cleanliness of their rooms and are expected to cooperate in the maintenance of
public rooms and areas. Vacuum cleaners may be checked out from the housing staff at the Residence Hall
Front Desk for those students residing in the Residence Hall Complex. Students are responsible for the disposal
of trash and waste from their rooms. In the Residence Hall Complex, containers for small waste items are
available in the laundry room on each floor. Large garbage bags and boxes need to be taken directly to the
dumpster. The residents of Wheeler Terrace are required to remove trash from their apartment and deposit it in
the dumpster in the Wheeler parking lot. A fine of $20 will be accessed to any resident found in violation of
this policy. Residents failing to comply will be subject to disciplinary action, including fines and/or community
service.
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Regular light bulbs are available at the Residence Hall Front Desk and from custodians. Florescent light bulbs
are available from the custodians. Contact an RA if you need help reaching your custodian.

Please make any requests for maintenance or repairs to the housing staff through the Residence Hall
Front Desk at 307-268-3084 or by calling the Housing Office at 307-268-2394.

Room Furnishings
An inventory of furnishings in the room is taken when residents move into their assigned room. Any
discrepancies should be reported at once to the hall staff.

The following minimum equipment is furnished by the college for each student in the room: bed, mattress,
blinds, desk, chair, dresser, shower rod, and keys. In addition, there is closet space for each resident.

No furniture including couches, chairs, bean bags, etc. shall be brought into campus housing without the
approval of the Area Coordinator. Mattresses, lofting kits and cinder blocks will not be allowed into the
residence halls. Couches and/or chairs with rips or tears will also not be allowed into the residence halls.
Housing staff reserves the right to reject any piece of furniture brought for inspection/approval. Unapproved
furniture found in a resident’s room will be grounds for disciplinary action

Use of Residence Hall Facilities

Student rooms and the furnishings provided therein are to be used in the manner for which they were designed.
Casper College property, including room and lounge area furnishings may NOT be moved within the
building or taken from the residence halls. Violations of this policy will result in a $50 charge. Window
screens are to be kept in place on the windows at all times. There will be a fine of $10 for removal of window
screens at anytime during the school year. There will be a fine of $50 if any part of the bed frame is
disassembled at any time during the school year. Casper College reserves the right to enter and inspect
residence hall rooms at any time when necessary to protect and maintain the property of Casper College or the
safety of its students. All residence hall rooms will be checked when the halls are closed at the end of the fall
semester and beginning of spring break.

The facilities of each hall are reserved for the use of resident students and their guests. Unescorted visitors, no
matter whether they are students or non-students, are not permitted to use any of the facilities without
authorization from the Area Coordinator. All residents must escort their guests at all times. Unescorted guests
will be asked to leave the residence halls. Students who use the residence hall facilities for purposes that are
illegal may be subject to disciplinary action, including eviction from the hall. Non-compliant individuals may
have security and/or the Casper Police Department called to the scene.

All exterior doors in the residence hall complex, with the exception of the main lobby doors, are inaccessible as
entrances from 11 p.m. — 7 a.m. Monday — Thursday; 11 p.m. Friday — 7 a.m. Monday.

Responsibility for Damage in Common Areas

Casper College expects Residence Hall depreciation through normal usage. If a resident of the hall or a
resident’s guest damages common areas, the resident will be liable for the damage above normal wear and tear.
Damage that cannot be assigned to a particular person or floor section may be assigned to the entire wing
or hall.

Students in individual floor section units will be liable for damage above normal wear and tear to public areas in

their particular floor section under the following conditions:
1) That the damage cannot be assigned as the responsibility of identified persons;
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2) There is reason to believe that responsibility for the damage is attributed to the residents of that
particular floor section.

Personal Property Liability

Neither Casper College nor its officers, agents, or employees are liable for the loss, theft, disappearance,
damage or destruction at any time or in any place of any property belonging to, used by, or in the custody of,
any resident or guest, no matter where such property is normally kept, used or stored. Students should
consider the purchase of insurance to cover loss or damage of personal property, or the extension of
parents’ insurance for this purpose.

Residents are urged to mark all personal items with permanent identification, have a copy of all serial numbers
of electronics, avoid leaving valuables and large sums of money in unattended rooms, and to lock rooms
during any absence. A lockable door is provided on the student desk and recommended to secure items. All
losses should be reported immediately to the Area Coordinator and Campus Security (307-268-2688).

Any problems with door locks should be reported to the hall staff immediately.

Absences from the Residence Hall
In the event of family emergencies, residents are asked to notify the Area Coordinator if an extended absence
from the hall is expected.

Public Areas

Public areas are provided in the Residence Hall for the students’ convenience and comfort. In the interest of all
residents it is requested that the lounges, lobby, multipurpose rooms, and other public areas be kept in the best
possible condition. Residents are urged to have the same consideration for these furnishings as they would for
those in their own homes. Furniture and/or equipment in lounges is not to be removed from the intended areas.

Housing reserves the right to charge individuals, floors, wings, or the entire hall should the public areas
have items removed or damaged.

Equipment Check-Out

The Residence Hall Complex has equipment that may be checked out at the Front Desk (i.e. sporting
equipment, games, vacuum cleaners,) with a valid college ID. Failure to return equipment will result in a
charge equal to replacement cost.

Mail Service

The residence hall staff will distribute postal mail in the assigned boxes. Mail will be distributed Monday
through Friday only. No provisions are made for pick-up or delivery of mail on Saturday, Sunday or holidays.
Mail is picked-up and delivered once each day at approximately 10 a.m. and should be posted to student
mailboxes by 11 a.m. Materials deemed important to the student such as official college communications or
notices of an administrative or academic nature can be placed in mailboxes and therefore, students are urged to
check their mailboxes on a regular basis. Resident mailboxes are considered the “official” method of
disseminating information for Residence Life and Housing matters and residents are held accountable for the
information sent to them through their mailbox. Commercial solicitations cannot be placed in the mailboxes
unless received through the U.S. Mail and addressed by sender to the student with the appropriate hall address.
Stamps may be purchased at the Office of Student Life located on the 4™ floor of the UU Building.

16



2019-2020 Terms and Conditions

Mail must be addressed as follows:

Resident’s Name: Resident’s Name:
Campus Housing Wheeler Terrace
365 College Dr 365 College Dr
Casper WY 82601 Casper WY 82601

Notice that the name Casper College is NOT used in this address. When resident’s mail is addressed to Casper
College, it may be delayed at least a day before being delivered to the Residence Hall. Do not include the word
“Box” as it is confused with the Casper P.O. boxes and mail may be returned to sender by the Post Office.

Mail will be forwarded for 10 days once a student has left campus housing. It is the responsibility of the
resident to file a change of address with the sender and mail arriving after 10 days will not be forwarded.

Laundry

Pre-paid card operated washers and dryers are located on each floor in the Residence Hall Complex. Ironing
boards are provided, but the student must provide his or her own iron. Washing machines are available in each
apartment in Wheeler Terrace. Dryers are located on the second floor of Wheeler Terrace. Laundry cards are
available for purchase from a vending machine in the Residence Hall Complex first floor.

Visitation/Guest Standards and Regulations
All exterior doors in the residence hall complex, with the exception of the main lobby doors, will be
inaccessible as entrances from 11:00 p.m. — 7:00 a.m. Sunday through Saturday.
All residence complexes have 24-hour visitation by the residents of campus housing.
Residents are welcome to host guests (someone who is not a residential student) between the hours of 8 a.m.
and 12 a.m. Sunday — Thursday. Guests cannot be under the age of 18 unless they are an immediate blood
relative of the resident.
e ALL guests must be signed in at the Front Desk
e Residents must accompany their guest at all times and are responsible for their guest during their stay.
e Residents are responsible for any damages and/or housing violations caused by their guest.

24-hour guest visitation is effective from 8 a.m. Friday — 12 a.m. Sunday; with the following requirements:
e Aresident is allowed to sign in one guest per night.
e A resident must sign in their guest no later than 12 a.m. in order for the guest to remain in the building
after this time.
e Roommate consent (if applicable) must be received by the housing department prior to the guest being
allowed to sign in.

During finals week and holiday breaks, guests are NOT allowed in the hall.

Frequent visits from same sex or opposite sex friends must be moderated by consideration of the community
and the needs of the floor. The housing staff has the responsibility for determining if a visitation situation is not
in the best interest of the floor or the community at large. Failure to comply with reasonable requests in this
area may result in charges of policy violation(s) under the Residence Hall Terms and Conditions and/or the
Code of Student Conduct.
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IlIness

If a resident becomes ill, the resident or his or her roommate should notify one of the hall staff immediately so
proper attention can be given. The Area Coordinator should be notified of any serious or chronic illness or any
injury.

The college nurse is on duty in the Wellness Center located in the Casper College Union/University of
Wyoming Building from 8 to 11:30 a.m. and 1 to 4 p.m. A physician is available at the Wellness Center one
evening weekly. Appointments to see the physician should be made with the Wellness Center.

Sick trays are available to students who are unable to attend a meal because of illness or injury. A verification
notice slip may be obtained from the housing staff to be presented at the cafeteria. The ID of the ill or injured
student must be presented by the housing staff before a sick tray will be prepared.

Hours of Operation/Quiet and Consideration Hours

The Residence Hall Front Desk opens at 8:00 a.m. and closes at 12:00 a.m. each evening, Monday thru Friday
and may be open at varying times over the weekend depending on staffing availability. The lobby area may still
be used by students after 12:00 a.m., provided that they are not disruptive or destructive. Should this occur, the
lobby will be shut off to all activity at midnight. All exterior doors are locked down 24 hours a day, 7 days a
week with access for residents with a proximity fob. Residents are issued an interior key and an exterior
proximity fob in order to access the building and their rooms. Visitation is by invitation of the residents and
residents are responsible for the conduct of their guest(s). In addition visitors are expected to comply with
housing regulations and the request(s) of any college representative; failure to do so will result in the guest(s)
being asked to leave campus housing and may result in the resident having their visitation privileges revoked.
Visitors/guests must be accompanied by the resident at all times.

Quiet hours are from 11:00 p.m. to 7:00 a.m. The quiet hours will be 24 hours, beginning the Wednesday
before finals week and continuing through finals. Violations of these quiet hours could result in disciplinary
action.

All students are expected to give 24 hours per day consideration for the rights of others. Consideration of others
IS a sign of maturity and an acceptance of responsibility.

Televisions, radios, stereos, and other sound amplification devices should be kept at a volume low enough not
to disturb residents in other rooms. Residents who continually exceed a reasonable stereo volume will be asked
to remove the stereo system from the hall.

Advertising,
All advertising must be approved by the Area Coordinator prior to being hung in designated areas in the
residence hall complexes. Unapproved advertising will be removed by housing staff.

Soliciting, Selling, & Petitions (Please refer to the Facilities use Policy)
Parking
All cars driven on college property must be registered with the college. Each resident may register one vehicle.

All residents must register their vehicle while checking into the residence complexes. Absolutely, no
parking of trailers of any kind is allowed in designated campus housing parking lots.
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Bicycles
Bicycles cannot be kept in the student’s room due to the lack of space. Bicycle racks are provided to residents
living in the Residence Hall complex. Storage units are provided to residents of Wheeler Terrace.

Motorcycles

Motorcycles may not be kept in the student’s room due to the lack of space and the potential fire hazard.
Motorcycles may not be parked immediately adjacent to the Residence Hall. Motorcycles must be parked in
areas designated for vehicle parking and be registered at the Residence Hall.

Electrical Equipment & Cooking Appliances
Because of the fire hazard involved, hot plates, space heaters, sun lamps, hamburger cookers, toasters, toaster
ovens, and all other electrical equipment with open coils are not permitted.

Residents may use small electrical appliances and equipment in their rooms. All appliances must be UL
(Underwriter Laboratory) approved. Students are urged to avoid duplication of appliances with roommates
whenever possible including microwaves and refrigerators.

Refrigerators

Students may have personally owned refrigerators in their rooms if the machines comply with the following
specifications: a. Maximum capacity 6 cubic ft; b. motor 115 volt, 60 cycle AC, 100 watt; c. good electrical
condition and UL approved. Refrigerator must be operated and maintained in full compliance with safety and
sanitary standards. Cleaning should involve particular attention to eliminate mold growth. Refrigerators have
to be unplugged, cleaned and defrosted prior to leaving for Christmas vacation. Casper College will not assume
any liability for malfunction, damage to refrigerators, or spoilage of food, for any reason, including power
failure. Other food kept in the room must be in airtight containers.

Microwave Ovens

Microwave ovens of 700 watts or less may be used in the residence hall. Microwaves must be plugged directly
into a wall socket or into UL-approved power strip with an internal fuse. Microwaves are not to be plugged into
extension cords.

Bathrooms/Restrooms

Each room has individual bathrooms and the residents are responsible for cleaning them. If during a fire, health
and safety inspection it is determined that the bathroom has not been attended to our custodial staff may come
in and clean it at the residents’ expense.

Public restrooms are located off the 15t floor lobby and on the 2" floor, across from the ERC.

Pets

Because of the design of residence halls and certain problems (noise, allergic reactions, sanitation,
inhumanness) inherent in keeping pets in or around the residence halls, no pets, or animals of any kind, with
the exception of fish(in a container no larger than 10 gallons), may be brought into the residence halls for
any purpose. Residents who persist in bringing pets into/or harboring them in the halls will have their
Residence Hall Agreement terminated.

Service and Emotional Support Animals

Arrangements and proper paperwork must be filed with the Office of Disability Services. Please contact Brent
Heuer, Disability Services Counselor at 307-268-2557 in order to get the process initiated.
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Candles/Incense

Because of the potential fire hazard, candles may not be burned in the residence halls. Incense may not be
burned in the residence halls because of the potential fire hazard and the allergic reaction of other residents.
Candle warmers may be used if the wick has been removed from the candle or wickless wax is used. Any
candles with wicks will be confiscated and result in disciplinary action.

Smoking

Smoking is not permitted in any area within the residence halls, including lobbies, hallways, bathrooms,
stairways, balconies or laundry rooms. Smoking is allowed outside the residence halls at a distance of 10 feet
and students are asked not to litter (trash bins are located outside each entrance). All smoking devices including
but not limited to; pipes, electric cigarettes, hookahs, bongs, etc., are banned from the residence hall
complexes. Violations of this policy will be subject to the normal campus disciplinary system.

Room Decoration

Hanging decorations, pictures, posters, etc. on the walls is discouraged because it generally causes paint
damage. If the student chooses to decorate his/her walls he/she will be responsible for all repair costs. Nothing
profane or illegal may be displayed at any time. Thumb tacks and/or nails are not to be used in the walls under
any circumstances. Items deemed inappropriate or offense by Casper College Student Life Staff will not be
allowed in public view, i.e. windows.

Accident Reporting

If you are involved in a vehicle or personal injury accident on campus, report the accident immediately to the
Campus Security Department (268-2688). The responding officer will take a report and summon necessary
medical or law enforcement personnel. The officer’s report will include identifying information on all persons
involved in the accident, a description of the event surrounding the accident, statements of information provided
by all accident participants and witnesses, and actions taken by the responding officer.

Health Insurance

Students are expected to have their own health and accident insurance. Individuals not covered through their
family health and accident insurance plan may wish to purchase a student health and accident insurance plan
available to Casper College students. For more information or to obtain a brochure, contact the Student
Wellness Center, ext. 2263; or contact the Office of the Vice President for Student Services, ext. 2201.

Sexual Assault / Sexual Harassment (Please contact the Title IX Coordinator at 268-2667)
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Discrimination Statement

Casper College is an equal opportunity institution and as such, does not discriminate on the basis of race,
color, national origin, age, sex, disability, or any other characteristic protected under applicable federal, state,
or local law in admission or access to or treatment or employment in its educational programs or activities.
Inquiries concerning Title VI, Title 1X, and Section 504 may be referred to Linda Toohey, associate
vice-president for student services at 125 College Drive, Casper, WY 82601, 307-268-2667, or
linda.toohey@caspercollege.edu or to the U.S. Department of Education, Office for Civil Rights, Region VIIlI,
1244 Speer Boulevard, Suite 310, Denver, CO 80204-3582; 303-844-5695 or TDD 303-844-3417.

Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990
No Casper College student may be excluded from campus housing due to a handicap. Housing

accommodations may be modified in certain instances to ensure participation by handicap students.
Students with mobility impairments should advise the Housing Office of their needs.
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Fire Alarm Instructions For Casper College Residence Hall & Wheeler Terrace

Casper College strives to provide a safe living environment including appropriate fire alarm and
suppression systems in its residential facilities. However, in the interest of your safety and peace of
mind, we have prepared the following list of evacuation procedures.
Important!
Please do not attempt to put out fires of a serious nature. Your safety is of primary importance to us. There

are fire extinguishers in each corridor for minor fires, but in the event of a major incident, please evacuate
the building and wait for the Casper Fire Department to handle the situation.

Evacuation Procedure
e Close all windows and door of your room before leaving the building. All students should leave the
building by the nearest exit. Do NOT proceed toward the middle of the building or use the stairways
leading to the lobby area of the hall.

e The first student to leave the building should stay at the outer door and hold it wide open to
facilitate the departure of following students.

e When leaving the building, follow such precautions as walking instead of running, walking on the
side of the hall that your room is on, and carefully walking when you reach the stairway.

e While on the stairway, if you are from the top floor you should stay next to the handrail as you
reach the second floor so those from the second floor may enter the flow of traffic and proceed
down the stairs beside you. If the first floor is not completely evacuated by the time upstairs
residents get to the first floor, first floor residents should wait until the upper floors are evacuated
and then follow out immediately.

e All students MUST leave the building at any time when a fire alarm is sounded. Students found
remaining in the building are placing themselves in a potentially dangerous situation and face
disciplinary action.

e RAs will meet and account for residents in the lower parking lot, adjacent to the library.

e Students will be advised when it has been established that it is safe to reenter the building.

e Fire alarm pull stations are located in each hallway near the center of the hall.

o All labeled fire doors are to be kept closed.

e Report unlighted EXIT signs to a Resident Assistant.

e Anyone caught activating a false alarm will receive severe disciplinary action.
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