Check-Out Procedures

Students should sign up with the RCM in the office for a specific check-out time. Check-out of the room should occur no later than 6:00 p.m. on the day of the last final examination for the fall and spring semesters, unless students are participating in the graduation ceremonies.  In order to check-out properly and avoid charges, students must:

1. All residents must fill out a housing application even if you are not returning and indicate not returning on the application.
2. Clean the room and bathroom thoroughly; it will be inspected before each suitemate and roommate signs out.

3. Remove all trash and unwanted items from your room and bathroom place in a trash receptacle that is on the outside of each building (trash should not be placed or swept into the hallways, over the fence and courtyard).

4. Check to be sure the window and doors are secured.

5.  Have a staff member check the room for cleanliness and any damage.

6. Remove all personal possessions from the room.

7. Sign the Check-out and Room Condition Inventory sheets, and key form.  Return your key. Lost or key not returned will be charged $65.00.
8. Complete a Change of Address form with the mailroom to make sure your mail is forwarded. 

Fines for any damage, improper check-out and/or unclean room will be assessed after check-out.  Any property not removed from your room will be considered abandoned property.  

If students are checking out permanently, staff members will compare the room condition inventory sheet from check-in to the condition of the room at check-out.  The room should be in the same condition.

Students leaving for the winter break and returning in the spring may leave belongings in the room, but still must have the room checked out by a staff member.  In addition, students must return the room key to the staff member, or you will be charged for the key.  All appliances should be unplugged, and refrigerators defrosted in advance, or students may be fined for water damage.

Valuables should not be left in rooms.  The College is not responsible for loss or damage of personal property.  Students who failed to follow the check – out procedures may be charged as follows:
1. Failure to check out properly……………………………..$25.00

2. Failure to clean room (per resident)………………………$25.00 - $125.00

       (based on room condition)

Charges for damaged or missing items will be determined on an individual basis.
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