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ABSTRACT

This culminating project will focus on the role of the
Resident Director at Lindenwood College. It is experientially based
and intended to address an identified need to document key
philosophies and procedures that support the potential success of
a new Resident Director.

The Resident Director is a member of the Administrative staft
but is generally a temporary employee as opposed to a member of
the permanent staff. The kev responsibilitics of the role are to
provide an environment that is sate and secure and conducive to
the pursuit of an academic education.

The principal elements in being successful in the Resident
Director role are to understand priorities, learn what the
Lindenwood system has in the way of supporting resources. plan

how the tasks of the year will be implemented, communicate with

stafl and students what the plans are. implement those plans




according to policy and plan. and facilitate communication in a
timely manner as the plans and outcomes are assessed.

Several key individuals reviewed the procedural manual,
some with direct knowledge of the Resident Director role, and some
with no immediate knowledge of the expectations of the role at
Lindenwood College. All reported that the project was presented in
a manner that was educational and useful. A representative of the
College has requested that the Guide be made available for use at
Lindenwood College. Since that was the goal of this project. the

mission has been accomplished.
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Chapter |

INTRODUCTION

College Housing

When the topic of college education is introduced, the
discussion that follows is likely to be centered around where
to go. courses of study, majors, and job opportunities. The
availability of residential housing may or may not be an
issue in college selection, but choices including living at
home. living in a college provided residence. or alternative
housing will be addressed at some point in time.

If college provided residential housing is the
accommodation choice, issues related to room size and
selection, roommates, and living necessities and amenities
become important to most students. Of less significance, at
least to the inexperienced student. will be the more subtle
aspects of dormitory living: how dormitory selection impacts
the student experience and how the college environment is,
in turn, affected. Dormitories have distinctive milieus.

-+
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determined in varying degrees by the physical plant. the
College's placement guidelines, the personalities, of the
residents, and the leadership approach taken by the

Resident Director and the Resident Assistants.

Experience of Resident Directors

Resident Directors come to Lindenwood College
representing a wide variety of ages, maturity. interests, and
experiences. While individuals may come to Lindenwood
specifically to serve as Resident Directors, the majority are
undergraduate and graduate students who serve as
Directors in order to reduce their out of pocket obligations to
the College. For many. living and working in an academic
environment is a new experience that requires a delicate
balance between being a student. a mentor, a support
person, an organizer, an enforcer, a leader. a follower. and
an educator. There are many ways of approaching this

myriad of roles, and each Director has to find a method of

balance that allows the achievement of personal goals as well




as those of the students and the College.

Impact on Community Living

Many factors play significant roles in student
recruitment, retention, graduation rates, and educational
and social achievement. Community living is unique among
the factors because it is generally a new experience and one
that is not likely to be repeated after graduation.

The ability of the Resident Director to understand the
content and dynamics of his/her role and to interpret the
philosophy and rules of the College to the students has a
direct impact on the ability of the students to be successful
in a community living environment.

As an example of the impact of community living on the
individual student. consider the visitation rules of
Lindenwood College that restrict times and places where
students can have visitation by the opposite gender. Many
of the students consider these rules to be autocratic and
archaic. While the rules may be exactly what they are

accused of being, they do not exist in order to make arbitrary




decisions about how people should manage their lives. The
purpose of the visitation policy is to provide a safe and
secure environment where all students within a residence
hall can have reasonable assurances about having a home
from which they can pursue an education. One has only to
listen to students from other colleges and hear their stories
about room mates who are uncomfortable being in their
rooms while their room mate is “entertaining,” to know that
by allowing rights to some students the rights of other
students may be significantly altered.

The ability of the Resident Director to understand.
explain, and enforce the rules of the College helps to keep
the students focused on why they are attending Lindenwood

College and to be successful within a unique setting.

Purpose

Because most Resident Directors are “short timers’, the
ability to anticipate behaviors and events. and to understand
the processes and resources available is a highly desirable

priority. The purpose of this project is to maximize the
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potential for student success by focusing on the role of the
Resident Director.

The handbook may also be used by individuals
considering whether they would like to be a Resident
Director. This is not a position for the indecisive. for those
who need to follow a rigid personal routine, or who need
functional autonomy. While the position allows for flexibility

in approach, there is dependence related to many actions.
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METHODS AND EVALUATION

Materials-Project Parameters

Decisions affecting policies and procedures at

Y

Lindenwood College are made by the President or permanent

staff members. While the opinion of the Resident Director is
important. the role can be summarized as one of facilitation

and communication. This project is therefore not an

instrument of change, or a replacement of primary resources

such as the Campus Life Handbook. This is a pragmatic

project intended for use by Lindenwood College in St. Louis.
Missouri. There is no intent to look at what is being done
elsewhere. but rather, the focus is to provide the Resident
Directors with guidelines that support the performance of

their duties within the framework outline in the Mission and

Philosophy of the College, the Student Handbook. the RD job

description. and as directed by the permanent stafl of the
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College. For that reason, research related to what is being
done elsewhere is not directly applicable within the context

of this handbook.

Subjects

The author spent nine months on the Lindenwood
campus as a Resident Director. Early frustration at the
complexity of the RD role as well as the limited amount of
time available to assimilate rules and resources led to the
idea of providing some type of written material to assist
future RDs. The content of this project was developed from
actual experience, supported by input from a committee of
readers.

Reader one holds a PH.D. in higher education. She is an
academic advisor in a College environment and has twenty
years of experience in a traditional student environment as
well as five years of experience in a nontraditional
environment. This reader is qualified academically and
environmentally to evaluate this project.

Reader two is Masters prepared in secondary
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education and administration. This reader has five years of
experience overseeing student activities and has experience
supervising Resident Directors. This reader is qualified
academically. environmentally, and by experience to evaluate
this project for usefulness and appropriateness.

Reader number three has a Master’s degree in business
and teaches in a college environment as well as being
successful in the business community. This reader was
asked to evaluate the material primarily because of a lack of
knowledge about the Resident Director role. It was believed
that an individual without a current preconceived notion of
the role at Lindenwood College would be able to most clearly
evaluate the project as an educational/informational tool.

Reader number four has served as a member of senior
administration in the college environment for fifteen years.
This reader has an M.B.A. and the experience to evaluate
this project.

The fifth and final reader was included because of two
years of experience in the Resident Director role at

Lindenwood College while working on an undergraduate




degree. This reader was an invaluable resource to me in
performing the duties of the role as well as encouraging the

writing of this

Instrument

Because of the diversity of experience of the evaluators of
this project, the instrument used to gather comments was
developed to standardize information coming back to me,
and can in no way be construed as a research tool. The
content was divided into three sections, all of which can be
found in Appendix A along with samples of accompanying
correspondence.

The first part of the tool was a list of instructions for the
reader or evaluator. It asks the evaluator to keep in mind
that the project is presented as an overview, and is not detail
oriented. It also describes the Evaluator Profile and the
Comment Sheet, and invites the reader to seek comments
from others at their discretion. A request was made that all
readers fill out a profile and comment sheet, in order to

facilitate the evaluation of comments.
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The final part of the instruction tool listed a desired

deadline, and a method to contact me in the event of
questions or delays.

The second part of the instrument, the Evaluator Profile,
requested information related to the education and
experience of the evaluator. This section was included in
order to facilitate the writing of this chapter.

The third part of the instrument, the Comment Sheet,
asked specific questions about the project and requested the
evaluator to rate the questions on a five-point Likert Scale.
The questions related to the title, purpose, and content of
the project, and allowed for additional comments in addition
to the five point scale. There were also questions related to

the Personal Profile and the evaluation tool in general.

Procedure

The information presented in this project represents nine
months of data collected by on the job experience. The

experience began in August of 1994, and ended in May of

1995.
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The first formal presentation of intended content was
submitted to campus personnel in April of 1995 and
included a proposed content outline as well as chapter one.

The handbook was written in the period from June of
1995 to August of 1996 and was formally mailed out for
evaluation the end of August. The tool used to evaluate the
project was described earlier.

Debriefing will be done as a part of the final project
review by the faculty evaluation committee. Communication
with the other formal reader was done by phone. Due to the

nature of the return comments as described in a later

chapter, the need for debriefing was minimal.
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A Procedure Guide for Resident Directors at
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A PROCEDURE GUIDE FOR RESIDENT DIRECTORS

AT

LINDENWOOD COLLEGE

A personal Welcome to Lindenwood College!

If you are reading A Procedure Guide for Resident
Directors at Lindenwood College, you have either accepted
the role or are considering the opportunity. The following
information is intended to maximize the potential for student
success by providing some informal insights into the
responsibilities and issues faced by a Resident Director and
the residential staff. It is based on actual experience
supplemented by input from key staff people. Formal
information and resources are found in the Student
Handbook and through guidance from members of

administration and the permanent staff.

Again, welcome to Lindenwood College and an exciting

and rewarding year.
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THE ROLE OF THE RESIDENT DIRECTOR

The role can best be defined as one of coordination,

facilitation, and communication

OVERVIEW

For most Resident Directors living and working in an
academic environment is a new experience: one that requires
a delicate balance between being a student, a mentor, a
support person, an organizer, an enforcer, a leader, a
follower, and an educator. Because of the diversity of
experiences that are brought to the Resident Director role,
there are many successful approaches to the management of
assigned duties and obligations. Each Director must find
his/her own methods of balance to meet College, student,
and personal needs. The Resident Director position is not

for the indecisive nor for those who need to follow a rigid

personal routine or autonomy in decision making.
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Decisions. Discipline. and Communication

Resident Director [RD] is a member of the College’s
administrative staff and has responsibility for assisting in
the maintenance of safety, security, and environmental
appropriateness wherever he/she is on campus. Formal
decisions at Lindenwood College are made by the President
or members of the permanent staff. While the opinion of the
Resident Director is important and past experiences may
bring special insights to an issue, RD duties are performed
within the framework of a team approach.

In order to work effectively as a part of the Campus
Life team, appropriate people need to know what the RD is
observing and doing. Because there is a very short amount
of time in which to learn how to manage events or infractions
that are not expressly covered in the Student Handbook, the

Dean of Campus Life should be informed of all questionable

events. Many major problems can be averted by managing
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minor problems before they escalate. While the actual
approach taken to modify circumstances or behaviors should
be appropriate to the urgency of the situation,
communication with some campus representative or

department generally needs to occur.

Availability

It is expected that students will have access to
assistance 24 hours a day, seven days a week. This does not
mean that each RD is on duty at all times, but it does mean
that someone is.

There are times when College or personal obligations
make the RD unavailable. Since College needs change from
year to year, it is important that the RD inquire about how
time away from campus will be managed and who needs to
be notified. This is especially critical when the Campus Life
office is closed.

During business hours, the various departments are

open to assist the students with the majority of their needs.
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After hours and on weekend, Resident Assistants [RAs] and
RDs must be available to the students per current College
policy. Availability, of course, is only half of the plan; it is a
imperative that the students and staff know what that plan
is. Students also need to understand that they may not be
the only person requiring assistance at any given time, and
that there may be some delays depending on existing

priorities.

at to do firs

The new Resident Director arriving on campus will
have many questions about what to do first and how to do it.
The critical first step when assuming the role of the Resident
Director is to read the Campus Life Handbook. The
Handbook clearly outlines the Mission and Philosophy of the
College and sets forth the rules that help the staff assure
that the campus environment supports the goals of the
College. The flexibility in approach discussed in the overview

has two major exceptions. First, there is no flexibility related
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to infractions listed in the Campus Life Handbook that are

grounds for immediate dismissal. These events must be
reported immediately to the Dean of Campus Life or filed
with security when an event occurs after business hours.
Second, the importance of communication between
departments and with the staff and students cannot be
overemphasized.

New RDs should be aware of the fact that while they
are new, many of the students are not. Establishing and
communicating the expectations for the year with the RAs
and the students can reduce the potential for later problems

Shortly after the RDs arrive on campus, the RAs will
arrive and final preparations are made for student arrival.
The Dean of Campus Life and the Resident Director group
are the initial resources for providing guidance throughout
the critical first days of establishing relationships with the
Resident Assistants and getting the students checked in.

[The selection and management of Resident Assistants is

covered separately beginning on page 43].
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The RD needs to prepare for an initial meeting with
his/her campus life residential staff. Agenda items for the
initial meeting may include the following:

. making sure the residence hall is ready for

occupancy

. safety and security issues including fire plans

. check-in rules including how requests for

furniture and room changes will be managed

. meeting formats and frequency

. assigning management of the Work and Learn
Program
. preparation of a RA duty calendar
. decorating or welcoming signs
. agenda for the residence hall meeting scheduled
the first night that all students have checked in
The importance of communicating College and
residence hall rules during the first resident meeting cannot
be overemphasized. It is also important to consider how the

agenda will be provided to the students who do not attend,
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because attendance will vary even though the meeting is
mandatory.

The remaining sections are intended to provide insight
into the residents, other departments and services, and the
relationship of the Resident Director to them. These
guidelines are in no way intended to be a complete listing of
all of the resources and options available to the Resident

Director.

Academic Life and Student Behavior

It is the responsibility of the RD to provide a
residential environment that supports academic
achievement. It is sometimes necessary to remind students
that their primary purpose for being at Lindenwood College
is to obtain an academic education and that their behavior is
expected to support that goal for themselves as well as for
others. Students are also responsible for the behavior of any

guests that they may have on campus and do not have to be

directly involved in an incident in order to be held
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accountable.

There are several campus programs that are designed
to directly support student academic needs, and the RD
should be familiar with these resources and use them
appropriately. For example, it is not usually the
responsibility of the RD to attempt to modify student
behavior related to study habits unless it affects the
residential environment. If it is noted that a student is
habitually out late, seems to be overly social, or exhibits
other behaviors that may affect academic performance,
assistance may be desirable. The Dean of Campus Life can
assist in a referral which may include counseling, tutoring or
a structured goal oriented plan. The Chaplain is also an

excellent resource for students and staff, especially for

concerns and issues related to adjusting to Campus Life.

o
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THE RESIDENT AND RESIDENTIAL LIVING

Community living must be focused on education and

consideration for the unique environment of each residence.

Many factors play a significant role in student
recruitment, retention, graduation rates, and educational
and social achievement. Of these factors, the community
living experience is among the most unique of life’s
experiences, and one that most likely will be repeated again
outside of the academic environment. Community living in
this context means that while the College is dedicated to
meeting the educational and social needs of each student the
needs of an individual must be balanced with the needs of
the group. It is not always possible to grant every student
request when to do so would be inconsistent with what can
or will be offered to the group at large. Obviously, the
concept of “group” does not apply in situations related to
documented disability or other situations that can be

managed an unique events.
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PLEASE HELP!

THIS DOOR IS AN EXIT ONLY.

TAPING OR PROPPING OR FAILING TO KEEP THE DOOR
= SHUT MAY CAUSE SIBLEY'S LOSS OF VISITATION OR
RESULT IN DISCIPLINARY ACTION AGAINST ANY STUDENT
OBSERVED LEAVING THIS ENTRANCE AND NOT
COMPLETELY CLOSING THE DOOR.

THIS IS A BUILDING SECURITY ISSUE- NOT AN ATTEMPT
TO CAUSE INCONVENIENCE.

THANK YOU FOR YOUR COOPERATION
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QUIET HOURS

CONTINUOUS QUIET HOURS
START AT 10 P.M.ON
THURSDAY

GOOD LUCK WITH FINALS

HAVE A WONDERFUL
SUMMER




|

RA applications for Sibley or Niccolls
are due to me by February 15.

Applications are in the former housing office in Butler -or |
have a few.

Please see me if you have any questions
Thanks-
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- w - There will be an RA on duty at

the front desk from 8A.M. to 6 PM. on Wednesday and Thursday to
coordinate checkouts. Please call when you are ready to

leave.,

Please allow time to check out- as there are many of you and few of us.
If you have Iate afternoon finals on Thursday, please fry to check out

before your final. We would like to close the dorm prior to 6P.M. on

Thursday.,

If you plan to check out after 6P.M. or before Wednesday, please
contact Jan at 4747 to schedule a time. All of us have finals and class

commitments, so please assist us in planning so that check out is as

smooth and fast as possible for you.

All keys MUST be turned in at check out to your RA or RD. If you leave

them elsewhere, you will not be checked out until you return them to the
dorm.

Don't forget- if you are graduating or not returning in the fall, you must
complete a residential check out form. They are available in the
Campus Life office in Butler Hall.

Thank you for a great year. | have enjoyed knowing you, and wish you
all a happy summer and success in the future.



CHEGKOUT REPARS

MAINTENANCE HAS PAINT AND WALL
REPAIR COMPOUND IF YOU NEED TO
REPAIR YOUR WALLS PRIOR TO CHECK
OuT
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Final checks out for this semester is the week of May 8. Your reom
must be CLEAN and VACATED no later than 6P.M. on Thursday
May 1. PLEASE do not wait until the last minute.

If you are going home for Easter or another

week-end, please start taking things with
you.

Your cooperation is appreciated
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POSITION DESCRIPTION

gITLE: RESIDENT DIRECTOR
@IIERAI‘ DESCRIPTION

ﬂw&Resident Director (RD) reports to the Dean_of Students and
lays a major role in helping to develop the Residence facilities
into a safe, clean, quiet, comfortable place for all residents to
sleep and study. The RD also helgs to ensure that an environment

created in the facility which is conducive to academic success

Personal growth. This is accoqpllshed through_role modeling,
enforcement of policy and behavior accountability standards,
midential administration, information and personal referrals,
staff supervision, and other related duties as assigned.

ORGANIZATIONAL RELATIONSHIPS ‘

The RD reports to the Dean of Students or designate.

The RD advises and supervises Resident Assistants (RA's),

housekeeper, other student staff as assigned, and residents.
¢+ The RD works closely with Campus Life Staff, especially

concerning administrative responsibilities. .

SPECIFIC DUTIES AND RESPONSIBILITIES

1. Initiate, implement, supervise and evaluate programs and
activities which promote a community, encourage personal
development and enhance the quality of life for students.

2. Supervise, evaluate, and advise 6-14 Resident Assistants.

3. Supervise, evaluate, and advise 15 student workers assigned to
the residential facility. Makes recommendation for selection
and or dismissal of workers.

4. Supervise, evaluate, and advise housekeeper assigned to
residential facility.

Coordinate with Director of Maintenance, work needed and

performance of maintenance personnel assigned to residential

facility.

Maintain a system of intervention and referral for students

experiencing difficulties.

Interpret and implement College policies and procedures.

Serve as liaison with Residential Services Office for

fa(::ilities concerns within administrative area. -

Maintain a close relationship with residents in assigned

facility and have a general knowledge of those in the entire

College residential facilities.

Be available for limited counseling.

4. Aid in academic, social, and personal problems.

b. Make referral to relevant College departments and outside

agencies.

Assist in special problems of residents from diverse

_Socioceconomic and cultural backgrounds.

Submit maintenance service requests for living units,

c.
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buildings, and grounds, with follow-up as needed.
12. Execute and follow up semester cleaning and safety inspections
in all assigned facilities.
13. On duty/call responsibilities:
a. Assume coverage for evenings, weekends, and special
College events. This may include holidays and times that
the College is officially closed.

b. Be available to all residents.

Qe Coordinate emergency response. ’

d. Conduct daily inspection of assigned facilities.
e. Assist residents with:

(1) Noise complaints
(2) Roommate negotiations
(3) Personal issues
(4) Other problems as needed ]
f . Contact Security, Dean of Students or police/emergency
services when needed. i
g. Prepare. Incident Reports when deemed necessary.
14. Check residents into and out of rooms in deésignated
facilities.

15. Enforce College policies, procedures, rules, regulations, and
guidelines.
16. Attend staff training and weekly staff meetings.

17. Complete special projects assigned by the Dean of Students.
18. Paraprofessional Staff:

a. Participate in selection process for Resident Assistants.

b. Assist in providing initial and in-service training of
Resident Assistants.

s Supervise Resident Assistants.

19. Complete reports as requested.
20. Coordinate the billing of residents‘' cleaning and damage
charges.

21. Be responsible for information provided at staff meetings and
circulated memos.

22. Return to campus prior to semester and break openings and stay
until all residents have left and residence is closed before
personal departure.

23. Perform other duties as assigned.

QUALIFICATIONS REQUIRED

Awareness of the overall housing philosophy as it relates to
service and education for the campus community. Must be skilled in
the areas of supervision, communication, training, decision making,
programming/planning, and evaluation. The Resident Director should
be capable of working closely with students, faculty, and staff in

teaching, counseling and work situation, and the ability to keep
issues confidential.
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TO: 1995-1996 RESIDENT ASSISTANT APPLICANTS
SIBLEY AND NICCOLLS

FROM: RESIDENT DIRECTOR

DATE: 3/1/95

Thank you for your interest in applying for an RA position for the next
academic year. Your participation in the selection process indicates a
willingness to assume a leadership role within the campus environment,
and I congratulate you for your willingness to be of service.

I will not be at Lindenwood next year, and so [ am selecting student
leaders to work with an unknown Resident Director. The purpose of this
memo is to outline for you, and next years RD's, how | am approaching
the selection process, and what I would expect of you if I were going to be
the RD next year. How the new RDs will approach your joint
responsibility for campus life in the resident halls will be determined in
the fall but will certainly fall under the guidelines of the College
Handbook and the job descriptions for RAs and RDs.

The term "RA" can be used to mean Resident Advisor or Resident

Assistant. While the RA application uses the word "advisor” the role is in
reality, an assistant one.

Selection process:

Applicants will interview individually for the RA position. The positions
will be filled based on consideration of gradepoint, contents of
application, references, current indication of campus leadership or
activities, current status in the Work and Learn program, and the
anticipated ability to perform the duties of a RA -including a change of
role from student to representative of Administration.

Because community living involves providing a safe and secure
environment in which to pursue an education to a diverse population of
students, an attempt will be made to select RAs who have different
majors, activities, interests, and personalities.

There are more applicants than positions so not all of you will be
appointed to RA positions at this time. All applications will be kept on
file by Dean Creer so that they will be available in the event that a
selected RA is unable to assume her responsibilities.
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Duties for next year. (This is in explanation of or in addition to duties
outlined in the RA Job Description, it is not intended to be a complete
listing.)
* Daily coverage daily on a rotational basis from 6P to 6A
*You must be in the building at all times. If you need to

leave on the short term, another RA or the RD must cover
for you

*Rounds of the entire dorm should be completed at least
twice during the shift- trash from the bathrooms should be
emptied if Work and Learn students have not done so, all
exterior doors should be locked, noise levels should be

monitored. and any unusual events should be reported to
the RD.

* once visitation is approved, makes sure that the desk sitter

is on duty at the beginning of the visitation period and that

all guests are signed out on time at the end of the visitation
period

Please note that RAs are NOT disciplinarians. While it is within your
scope of responsibility to write Behavioral Incident Reports, you must,
with your RD. weigh your role as counselor and advisor against your role
in initiating a disciplinary process. This past year, I have elected to
initiate the Behavioral Incident Reports, not because I did not believe
that the RAs where incapable but because I wanted enhance their
ability to establish and maintain open and positive relationships with all
of the residents. even those who needed to have their behavior modified.
* A minimum of one shift a month desk sitting in order to familiarize
self with residents and their guests ( in addition to rotational
coverage) This was not done this year, and is a recommendation

Participates in supervision of Work and Learmn student

Leadership in planning special events such as decorating for
Homecoming and the Christmas Walk

Participate in all check-ins and check-outs (may be excused for

college related activities or by prior arrangement with RD if hours
are made up)




Knows and is available to all residents, but makes especially sure
that the needs of residents on her floor are identified and met

Keep in mind that a new RD may approach dorm life in a
somewhat different manner. It will be your responsibility to be

flexible to the needs of the dorm and the approach to meeting
those needs.

Again, thank you for your interest in being of service to the College and
to your fellow students.
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