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	Form Type
	Purpose
	When to Write
	Other Notes

	1. Floor Meeting Log
	Share details of floor meeting with your RLM, reflect on what you shared with your Residents
	Within 24 hours of each floor meting
	Include a list of attendees, ensure you track who is coming by taking student numbers down in an excel spreadsheet at the door

	2. Programing Log
	Reflect on your program and its successes and challenges. Share with your RLM what you did, what your residents learned, and what you would do differently next time
	Within 3 days of each program that you run
	Please be honest about attendance, it helps us learn which program types are most effective



	3. Residence Advisor Weekly Report
	Share information with your RLM about how you’re doing, how your community is doing, and what’s going on with the team. These are important in team management! Please be thorough and put effort in.
	Every Sunday
	Your RLM will share specific expectations, and outline how/when they will send you a response back to a RAWR.

	4. Shift Activity Report
	To log what happens during an on-call shift.
· What you saw during rounds
· Maintenance concerns in the community
· Calls received to the on-call phone
· Interactions with residents
· Recognize RAs in your area for community presence
	Submit at the end of your on-call sift (due by 8:30AM)
	Your RLM should read your SAR and understand exactly what happened during your shift – how busy you were, how many students you interacted with, the state of the buildings you rounded, which resources you used, etc.

	5. Lockout Tracking Form
	To track the number of lockouts RAs are responding to when the Front Desk is closed
	Within 24 hours of the lockout
	

	6. Resident Interaction Log
	To share significant interactions with your RLMs. Your RLMs also use these in conversations with campus partners who are concerned about a student’s wellbeing. Can be positive interactions, or documenting peer-helping conversations. Any time you think to yourself “I will ask this resident about this next time I see them” or a resident asked you for help you should write an interaction log.
	Within 24 hours of the conversation

More serious interactions that don’t warrant a call to RLM On Call should be accompanied by a text or email to the area RLM letting them know that an important RIL has been submitted. 
	We can’t stress enough how important these are!!! You should never be the only person who knows what’s going on with your residents.

If you’re interacting regularly with your community, you’ll likely write at least 10 per month.

	7. Unit Interaction Log
	Used in suite-style residence when an RA has a conversation with a whole unit. These are normally scheduled unit visits, but the form can also be helpful in documenting roommate conflicts that concern the whole unit.


	Within 48 hours of the interaction
	When you’re working your way through unit visits it’s easiest to write these as you go along and not all at once when you’re done

	Form Type
	Purpose
	When to Write
	Other Notes

	8. Standards Warning Log
	Written when you give a warning about any one of the following five situations:
1. Open alcohol
2. Sports in the hallway
3. Smoking outside but not in a gazebo [note: smoking on a Cascades balcony is an IR]
4. Medium-level noise during the day or right at the start of quiet hours

If you’re just telling someone to “keep it down” or that they “should move their gathering elsewhere”, and don’t think there will be any further follow up, great! A verbal warning is appropriate.

	Within 24 hours of the conversation
	If a resident is doing a combination of two or more of these things, you should document it in an Incident Report instead.

If you’re trying to get a resident to change their behaviour, tell them you’re documenting a warning.

	9. Incident Report
	Written to document situations where residents are breaking the Residence Standards. Following the incident, you print the IR and take it to the students to sign. Then you drop it off at the Front Desk and they schedule a meeting between the student and the RLM. The RLM determines incident outcomes following the meeting. The goal is to deliver outcomes no later than 12 days after the incident. Students have 3 business days to appeal outcomes once they’ve been delivered.

	Due within 24 hours of the interaction

Written in formal, third person language. Include quantitative information, not qualitative. (i.e., Resident Katrina smiled versus Resident Katrina looked smug)
	Your RLM might reach out to ask for more details. Your resident will typically get an email from the Front Desk asking them to schedule a meeting. That email says they were involved in an incident and shares the date and building as detailed in the IR.

Residents may see what you wrote in an IR, so please be factual and impartial.
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