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Office of Housing & Student Life


Resident Assistant Contract

RA Name:______________________________________________________________________________________

Residence Hall:_________________________________________________________________________________
Employment period ______________________________________  to ____________________________________
In accepting a position of a Resident Assistant, I am aware of the expectations of this position and will assume the responsibility of enhancing the educational and social environment of the students within my Residence Hall and throughout campus through the Resident Assistant position.  It is my responsibility to concern myself with the academic and personal growth of all students with whom I will be working.

Expectations and Requirements of the Resident Assistant:

· Completion of duties outlined in the Resident Assistant position description and this contract.

· Maintain “good academic standing” which is defined as earning a cumulative grade point average of 2.5 or higher and semester-ly grade point average of 2.25 or higher.

· Maintain enrollment in the University as a full-time student, which may vary depending on graduate or undergraduate student status.  Any exceptions must be approved by Executive Director of Student Services/Director of Housing & Residence Life.
· Attendance and active participation in all Resident Assistant training events and Residence Life meetings.

· Completion of missed training events and/or meetings as assigned and scheduled by the Office of Housing and Residence Life.  Inability to attend fall training for any reasons other than campus-related activities or emergencies may result in loss of position.
· Facilitation and proper completion of room changes, the opening and closing of residence halls, health and safety inspections, maintenance reports.

· Responsibility for maintaining accurate floor rosters and reporting changes of floor occupancy to the Area Coordinator of Residential Enrollment as they occur.

· Facilitation of roommate mediation as roommate conflicts occur and referral of further assistance to Hall Director or Coordinator of Residential Enrollment.

· Participate in duty coverage on a rotating basis as agreed upon by the individual building staff and the Office of Housing and Residence Life.

· Duty Coverage will be from the hours of 4pm on the assigned evening until 7am of the following day on weeknights and 4pm until 4pm the following day on weekends, with job-related emergencies constituting the only reason to leave the building.

· Proper use of the On-Duty Cell Phone, Master Keys, Key-Trap Keys, WLU ID Card, and all other access control devices and/or codes for administrative tasks only.  This does not include letting guests, family members, faculty, or staff into a resident’s room without prior approval from Executive Director of Student Services/Director of Housing & Residence Life.
· Perform lock out duties as called upon by residents, whether “on duty” or not, while properly utilizing the Master Keys and the Lock-Out Log. 
· Dissemination of information regarding policies, conduct, administrative matters, and hall activities to residents.

· Provide information and initiate referrals to various West Liberty University offices and services.

· Identify and assist residents with personal, social, academic or health-related concerns.

· Consultation with the direct supervisor daily to keep him or her informed of resident concerns and behavior and to discuss appropriate means of responding.  Formal one-on-one meetings will be required bi-weekly with direct supervisor, and monthly with Area Coordinator.
· Work with residents and fellow staff members to identify residents’ interests and needs and plan programs at floor, hall and/or campus level in response.

· Complete all programmatic related aspects by specified due dates.  This includes all staff programs and individual programs within the residential facilities.
· Create an environment that encourages pride in the floor, building, and campus; thereby, promoting retention of residents.

· Maintain a standard of personal conduct consistent with the values, expectations and responsibilities of West Liberty University.  Know and abide by University and residence hall policies on and off campus.

· Remain on the job until the residence halls officially close before Winter Break, Spring Break and the ending of the school year (staying until 7 pm of the day of official closing.)

· Remain on campus for Alumni Bowl Weekend, Homecoming Weekend, Open House Weekends, University Weekend, and at the request of the Office of Housing and Residence Life on weekends when large, campus-wide events are occurring; unless told otherwise by Executive Director of Student Services/Director of Housing & Residence Life
· Acquire employment outside of the RA staff position only in accordance with the following requirements:

1. Consult with direct supervisor prior to accepting additional employment

2. Outside employment must not interfere with training periods

3. RA and academic success/performance must not suffer

4. Hours must be limited to 10 per week unless the supervisor grants approval for additional hours

· Attend and fully participate in monthly all Residence Life staff meetings.

· Attend weekly meetings with building staff.

· Assist in the Wellness Center by completing two work hours per week as the desk assistant.  Additional hours may be required at the start of each semester, or during times of diminished staffing. 

· Assist in the selection of new Residence Life staff members and in the room selection process.

· Spend no more than two (2) weekends per month away from assigned Residence Hall and no more than one (1) night per week (Sunday-Thursday) away from Residence Hall.

· Request time-off at least 48 hours in advance.  Time off requests must be made when the Resident Assistant will be away from his/her room after the hour of 12 am.  All request must be submitted to the Area Coordinator at least 72 hours in advance.
· Other duties as assigned by Hall Director, Area Coordinator, and/or Executive Director of Student Services/Director of Housing & Residence Life.

Expectations and Requirements of the Resident Assistant role in Recruitment and Orientation:

· Participate in West Liberty University Fall and Spring Open Houses in roles assigned by Admissions Department.

· Responsible for two recruitment hours per semester.  Activities may include, but are not limited to tour guides, question and answer panel participant, assisting in the Admissions Office, placing recruitment phone calls, etc.  All Admissions Hours must be completed with the Admissions Office and no other area on campus, unless approved by Executive Director of Student Services/Director of Housing & Residence Life 
· Attend any training offered by the Office of Housing and Residence Life or the Office of Admissions intended to assist in recruitment or orientation role.

Support and training provided by the Executive Director of Student Services/Director of Housing and Residence Life and the Residence Life Staff:

· Provide training to prepare the Resident Assistants to be competent in their job responsibilities.

· Provide ongoing verbal evaluations of job performance and semester-ly written evaluations.

· Assist in the creative acquisition of resources to conduct floor, building and campus programs.

· Hall Directors shall meet weekly with building staff, bi-weekly with individual Resident Assistants.

· Provide as much notice as possible when scheduling training, staff development opportunities and meetings.

· Communicate residence hall and campus information routinely and in as timely a manner as possible.

· Be receptive to feedback and ideas generated by Resident Assistant staff.

· Commitment to staff stability will be emphasized. RAs will be reassigned to a different building than the one noted only if deemed necessary to meet the best interest of the residential population.

RA Remuneration:

The total compensation for each semester includes:

· A single room waiver

· A full board plan
· A RA who is terminated or resigns will have the prorated per week charge of room and board added to his or her student account effective on the date of termination or resignation.
· All RA’s are required to sign the Housing Contract, and will remain subject to the stipulations of that contract even if employment is terminated or resignation occurs during the academic year.  Clearly stated, termination of employment or resignation does not meet any of the requirements for a student to be released from their housing contract.  

A Resident Assistant may be placed on probation or terminated if he/she:

· Fails to maintain a cumulative GPA of 2.5 or earns a semester GPA that falls below 2.25.  

· Performance is judged to be unsatisfactory.

· Absence from meetings, assignments and responsibilities.

· Demonstrates conduct and/or attitude that are considered inappropriate to the role of the Resident Assistant position.

· Fails to complete terms of contract.

· Unauthorized use of a West Liberty University key or ID card by a Resident Assistant for any reason other than a life-threatening emergency or a health and safety inspection advertised to residents a minimum of 48 hours in advance will result in immediate termination.

West Liberty University views the quality of life in residence halls as an integral part of the educational experience.  Resident Assistants play an important role in establishing the proper atmosphere for the residential facilities and are an important aspect of student retention.  Because of the inherent sensitivity of the position, it is important that Resident Assistants be particularly careful not to use their positions to pressure unduly, attempt to influence, or coerce students to accept the individual political, religious or social views, or personal commitments of the Resident Assistant.  It is also extremely important to use discretion and confidentiality whenever appropriate.

This contract, when signed, becomes an employment contract binding both the Office of Housing and Residence Life and the signed party to the agreements stated above.

_______________________________________


________________________________________

Resident Assistant






Executive Director of Student Services/Director of Housing & Residence Life
_______________________________________


________________________________________

Date







Date

_______________________________________

Banner ID Number

The Office of Housing and Residence Life retains the right to reassign Residence Life staff

 to a different residence hall building or floor assignment as needed. 
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