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Introduction
The Towers at The City College of New York (“CCNY”) is a dynamic campus residence for students, faculty, and staff. We are
committed to providing a convenient, comfortable, secure, and vibrant environment for all residents. The rights and responsibilities
of Towers residency apply equally to all residents, and all residents are welcome to use The Towers and CCNY’s public facilities and
attend our public functions. While the Towers is a facility designed primarily for students of The City College of New York, it welcomes
students from other colleges who make their residence with us. Non-CCNY students are welcome to all CCNY campus services,
including the Library, Cafeteria, Computer Laboratories, Student Lounges, the Wingate Fitness Center, and all amenities within The
Towers residence hall building. We believe that the opportunity for CCNY and non-CCNY students to meet, socialize, and work
together will enrich their college experiences.
The atmosphere and programming at The Towers reflect the fact that most of the residents are students. A college experience should
enrich the lives of students not only through their education in the classroom, but through interactions with persons from different
cultures, religions, and geographical areas, who may have diverse educational interests. While a college education focuses on
individual intellectual development, these are also the years to develop the strong sense of community and social responsibility.
Living in a residential community expands these opportunities and enriches the intellectual, cultural, and social development that is
the ultimate reward of attending college. These advantages come from interactions with residents and staff, through involvement in
the programs provided by and for The Towers residents, and through participation in activities of our extraordinary college, CCNY,
which is a flagship campus of The City University of New York (“CUNY”). These are the reasons that CCNY and CUNY had this residence
hall built for you on this historic campus.
Beneficial community living requires that members enjoy their own residences while observing community standards that govern
relationships with other residents, visitors, and staff. This Handbook is provided as a source of information to help ensure that all
residents are familiar with their rights and responsibilities in order to achieve our goal of providing a convenient, secure, comfortable,
and vibrant residence.
MANAGEMENT
The Towers is a facility managed for the benefit of CCNY by Capstone On-Campus Management, LLC, referred to in this Handbook as
“the Management.” The Office of Housing and Residence Life (referred to as “The Towers Office”), located on the first floor of The
Towers, is operated by the Management. The Director of The Towers Office (“the Director”) is the primary liaison with the CCNY
Office of Residential Education, which is under the jurisdiction of the CCNY Vice President (“VP”) for Student Affairs or designee.
Appendix B lists the staff of The Towers Office with information on who residents may call for services. Students may also contact
appropriate offices at CCNY about relevant issues concerning their residency.
INVOLVEMENT IN THE TOWERS’ COMMUNITY
Living on campus gives you access to a wealth of opportunities and resources, but to take full advantage, you must get involved both
in planning activities and in participating in those activities. This section will help you plan your contributions to residence life.
Residence Hall Association
All students who live in The Towers are members of the Residence Hall Association (RHA), 1 whose mission is to understand and meet
the needs of residential students and to facilitate active involvement in the residential community. The RHA organizes and provide
programs and services for residents, evaluates the needs and opinions of The Towers student residents, and helps to develop student
leaders. The RHA reviews and makes recommendations about Residence Life policies and procedures and serves as a liaison between
residents and the Management and CCNY.
The RHA elect’s officers and committees, and holds regular meetings, which are open to all resident students. These meetings are an
opportunity for residents to contribute to the community by suggesting new ideas, urging changes, and serving as advocates for other
1

The RHA is formally registered with the National Association of College and University Residence Halls, Inc. (NACURH), the Northeast
Affiliate of College and University Residence Halls (NEACURH), and the New York Association of College and University Residence Halls
(NYCURH).
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residents. Elections for RHA officers will be announced early in the fall semester. All resident students, especially those actively
involved in the RHA, are invited to apply to attend conferences sponsored by the organizations with which the RHA is affiliated. The
Towers Office will have information about dates, costs, and applications. See Appendix M for the current version of the RHA
Constitution.
Group and Individual Activities
The Towers was designed to provide residents opportunities to enjoy both group and individual activities in residents’ living
areas and in the common areas that are shared by all residents. In the following pages of this Handbook, you will read more about
policies designed to assist residents in their interactions with other residents and guests in an environment that safeguards the
security and well-being of all residents
Planning Activities
The regulations governing small group activities planned by and for residents and their guests in the residents’ own living areas or in
common areas involve issues of privacy, security, and convenience of all residents. These issues are addressed throughout this
Handbook. While we welcome this form of residential life, which probably will make up most of your interactions, it is essential that
all residents know and apply these regulations when planning and executing these activities.
This section discusses communal activities designed for all residents, for residents and guests, or for a large cohort of residents. Such
activities should reflect the interests of the residents as broadly as possible in the context of the fundamental educational mission of
college and the diversity of the resident population. The RHA, established to encourage resident participation through the
development and communication of activities, has the primary responsibility for organizing group activities through its duly
constituted program planning committee. Substantial consultation must take place with the resident students, the CCNY Office of
Student Affairs, the CCNY Office of Student Life and Leadership Development, and the CCNY Undergraduate Student Government.
During each spring semester, the RHA will produce a plan for activities for the next academic year, with sufficient flexibility to permit
appropriate changes; however, any change in the established schedule, including deletions and additions, must be approved in
consultation with the RHA or with the Resident Hall liaison from the CCNY Office of Student Affairs.
CCNY prides itself on its long history as an institution that welcomes a diversity of viewpoints. All programs will adhere strictly to the
laws and policies that protect free speech and guard against bias in program planning and execution. If there are uncertainties about
the application of these principles to any program, The Towers staff and CCNY Office of Student Affairs will consult with the CUNY
Office of the General Counsel.
It is the function of The Towers Office staff and the CCNY Office of Student Affairs to facilitate these plans, including executing such
administrative functions as giving appropriate advice, helping to book required facilities, and determining budgetary considerations
and the potential need for security and maintenance if large numbers of participants are expected. Residents are welcome to hold
events too large for The Towers facilities in CCNY facilities, subject to the standard rules for booking events through the CCNY Events
Planning Committee. The Towers staff will consult with the Communications Division of CCNY on the final roster of programs to
determine the appropriate venues for publicizing the activities and the proper wording of all announcements. The roster of activities
will be listed on The Towers and CCNY portals.
In light of the unfettered opportunities for residents to attend any public function or presentation on the CCNY campus, and to
preserve the ambience of a residential community in The Towers, no commercial, cultural, religious, or governmental organization will
be permitted to establish itself in any area of The Towers for the purpose of contacts with residents either through discussions or
through the distribution of materials.
Resident Assistants
Resident Assistants (RAs) are undergraduate and graduate level student residents who have been trained as peer resources for
resident students. The RAs have knowledge of The Towers and CCNY resources, and they will help in the development of constructive
relationships among The Towers residents. Residents will receive information on how to contact the RAs. Your contact with these
students, who are carefully selected for their ability to serve as peers, may well be one of your most satisfactory associations at The
Towers, and you are encouraged to call upon them for help and support.
Student residents interested in becoming RAs should contact The Towers Office for an application and explanation of the selection
process. Minimum qualifications include: full time student status at a CUNY institution (enrolled in a minimum of 12 undergraduate or
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9 graduate credits); a minimum 2.5 GPA; sophomore classification or above at the start of employment; attendance at a CUNY
institution for at least one semester; at least one semester of Towers residence or one semester residential hall living experience at
another institution; and good financial and judicial standing with The Towers and his/her CUNY institution.
RAs serve in several important roles to assist you with your educational and social pursuits. These are:
Emergencies:
RAs are trained in emergency response procedures for situations involving serious physical illness and injury, psychological crisis, and
threats to physical safety such as fires, major power failures and dangerous weather.
Peer Advising and Counseling:
RAs assist students with questions and with personal and academic problems, and they are trained to provide referrals to resources
on campus for more in-depth assistance.
Behavior Management:
RAs ensure that students have access to the Handbook to be familiar with the residence hall rules, and they assist students in deciding
upon mutual expectations. RAs also confront students when rules are broken and assist fellow students in learning how to confront
and enforce expectations with peers.
Administrative Tasks:
RAs work with students on some basic administrative tasks that concern living unit assignments and physical facilities.
Planning Activities:
RAs work with students, faculty members and others to plan social, recreational and educational activities for residents.
These are the most important roles in which RAs serve on your behalf, but they may serve in other supportive functions as well as
those specifically listed. You will have an opportunity to evaluate your RA's performance with a written evaluation during the year.
During their work, RAs, like all students, are expected to adhere to the policies described in this Handbook. Should you ever have
questions about your RA's performance or their behavior toward you, or if you feel that your RA's actions have been unfair or
inappropriate, you may contact The Towers Office.
OCCUPANCY GUIDELINES
Policies and Procedures
Residency in The Towers is regulated for the security and convenience of all residents by a group of policies and procedures
established by the Management, by CCNY and by CUNY. The RHA may also develop policies and procedures consistent with those of
Management, CCNY, and CUNY. The major policies relevant to residency in The Towers are described both in the body of this
Handbook and in the Appendices to the Handbook.
Checking In
The day you check in you will have several important tasks to complete. There will be several forms to fill out, and you will receive
your keys and ID card. Within a week of move-in RAs will hold mandatory floor meetings to review the major policies in this
Handbook and to explain the building and the services that are provided at The Towers. The Towers Office staff and RAs will be here
to help you through the process. In addition to the information in this Handbook, please review the information in the letter sent to
you about moving in and residing in The Towers.
Keys and Access Cards
Keys and access cards are provided for the convenience and security of residents. They remain the property of the Management and
must be returned at the end of the resident’s occupancy. Charges of $50.00 per mail box key and $10.00 for access cards will be
assessed if those items are not returned at the end of the term of the License Agreement or for replacements during the resident’s
occupancy. Residents may not duplicate keys. Residents may request a receipt for all keys returned to the Management.
Security and safety are of paramount concern in The Towers. Therefore, non-residents (including parents) may use the premises only
if accompanied by residents. Residents may not give their access cards or room keys to anyone, including other residents. Residents
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who have allowed non-residents access by providing them with keys or access cards may be considered in default of the License
Agreement. Never leave keys or access cards in places where they may easily be taken by others, and make sure that you know
always where your keys and access cards are.

Lock-Out Policy
If Resident is locked out of his/her suite/room, Resident can come to The Office of Housing and Residence Life from Monday through
Friday, 9:00 AM until 5:00 PM, to request a lock-out. After 5:00 PM and on the weekends, Residents should proceed to The Towers
courtesy desk to request a lock-out. (If locked out of suite only, resident is highly encouraged to contact roommate to open the door
prior to asking the courtesy desk.)

The 1st five (5) Lock-outs are FREE of charge. If a student has an excessive number of free lockouts (6 or more a semester) the resident
will be charged $50 and every subsequent lockout from that point forward.
*If a staff member is dealing with an emergency they will respond to the lock out as soon as possible.
*Resident also must have proper photo ID for residency verification purposes.

Guest Policy

I.

Guests Defined

A guest is considered any person who is not a current resident of The Towers. Non-Resident guests under the age of 16 must be
accompanied by a parent or guardian. All non-Resident guests must be accompanied at all times while in common areas of the
building (i.e., lounges, seminar room, etc.) by the host Resident. Resident hosts may not leave their guest(s) unaccompanied in suite
for more than 4 hours.
Residents may not give their key card or room key to any other person (Resident or non-Resident guest). If a non-resident is found in
possession of a key card or room key, it will be confiscated by a Towers staff member and the guest will be required to leave the
building until their host returns.
II.

Sign-in Procedures

All non-resident guests must be signed-in and signed-out by the host resident. All non-resident guests must have valid photo
identification, such as a school ID card, government-issued ID card, state-issued Driver’s License, or passport. Guests who do not have
proper ID will be denied entry to the building. Residents are expected to inform their guests in advance that a valid photo ID will be
required to enter the building. The host resident and guest must leave their ID at the Welcome Desk for the duration of the visit.

III.

Enforcement

The behavior of guests is subject to the same regulations as apply to residents and it is the responsibility of the host resident, who will
be held accountable for the behavior of their guests, to ensure that guests understand their rights and obligations. Hosts are
responsible for the behavior of their guests always while at The Towers, including if the guest is unaccompanied. The Office of
Housing and Residence Life reserves the right to remove non-resident guests from the property if they are non-compliant with
Towers, CCNY or CUNY policies.
IV.
•
•

Guest Guidelines
Residents of a suite must discuss expectations regarding guests at the beginning of the year via the roommate agreement form.
Residents will be expected to abide by the agreed upon standards regarding notification of guests, hours of visitation, etc.
Host residents are responsible for the actions of their guest(s). If a suitemate does not approve a guest, that guest may not stay
in the room.
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•
•
•
•

•

V.
•

•

VI.

Residents with concerns about a guest should speak with their roommate first, and then, if necessary, with Towers Staff.
The total number of people in a suite (including residents of the suite and their guests) at any given time should not exceed ten
(10) people, even if the additional people are residents of The Towers.
An overnight guest is considered any person that is not signed-out by midnight or is signed-in between the hours of midnight
and 8:00 AM.
No guest may stay as overnight guest more than three nights in a seven-day period, regardless of the resident host. A host may
not have overnight guest more than 12 nights a month. If there are extenuating circumstances regarding the duration of stay,
you may contact The Towers Office to discuss your individual situation prior to your guest’s arrival.
Guests may not sleep in lounges or public areas of the building. In addition, guests may not sleep in the common areas of the
suite without permission from all suitemates.
Managing Conflicts
Should Towers staff receive either of the following:
o (1) a complaint that the presence of a guest is unreasonably interfering with the academic or personal well-being of the
resident’s suite/room or in the building in general or
o (2) a complaint that the students sharing a living space are unable to agree on the time, date, frequency, and duration of
each other’s visitors,
Towers staff may restrict the presence of guests in that suite/room until such time that the room/suitemates are able to come to
a mutually satisfactory agreement about visitation. Towers staff is available to mediate these discussions if necessary.
Conflicts involving guests will be addressed through informal discussions among room/suitemates or through formal mediation.
Should such efforts fail, Towers staff shall have the authority to establish reasonable parameters for visitation and all residents of
that room/suite will be expected to adhere to those terms. Failure to abide by those conditions may likely result in the
reassignment of the student who violates the terms set forth and may also subject that student to disciplinary action should their
guests be involved in a violation of a Towers policy.
Special Circumstances

•

A resident may request an exception to this policy by submitting a written request to the Assistant Director of Residence Life or
designee who shall have the sole discretion to grant or deny the request based upon the circumstances (e.g. situation, frequency
of exceptions sought, impact on room/suitemates, etc.).

•

There may be certain times of the year, such as semester breaks or exam periods, when these guest policies may be restricted or
modified. Students will be notified in advance when any such changes occur. Any modifications or exceptions to these guest
policies must be approved by the Office of Housing and Residence Life.

Identification Checks & Building Entry.
Valid photo ID (such as a school ID card, government-issued ID card, state-issued Driver’s License, or passport) must be presented
when entering the building. Failure to produce proper identification upon request will be considered a violation of the Reasonable
Request policy. Entry and exit must occur through designated doors. It is also a violation to jump over the turnstiles. It is a violation of
policy to prop external doors with any item.

Reasonable Request.
Resident or guests, shall, upon demand by The Office of Housing and Residence Life Staff, CCNY Public Safety, or any other identifiable
legal or staff entity attempting to procure information, provide valid identification such as Student ID card, Driver License, or any other
government issued ID. Resident and guests shall also adhere to all reasonable requests made by staff.
Providing false or misleading information and/or failure to comply with the directives of university personnel acting in accordance of
their assigned duties is a violation of residence-hall policy This includes but is not limited to: failure to evacuate from a building during
a fire alarm; failure to prepare a room as instructed for facility maintenance, housekeeping or the pest control contractor; failure to
abide by posted regulations and failure to complete mandated sanctions for violations of Housing and Residence Life policy.
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Room Changes
Room changes requested because of a serious deficiency in a room should be brought to the immediate attention of The Towers
Office. Residents also may request room changes due to conflicts with other residents of their suite. Residents are encouraged to
attempt to resolve conflicts amongst themselves; however, if additional mediation and assistance is needed, the RAs can assist in this
process. Such conflicts usually do not constitute grounds for termination of the License Agreement unless the conflict involves a
violation of the rules that results in termination.
Residents who believe they have a valid reason for requesting a transfer should make a formal written request to The Towers Office,
including detailed reasons for the requested transfer. If the reason is valid, space is available, and the resident’s current room is left in
satisfactory condition, the resident will be notified of a new assignment. To complete the transfer process, after a request is granted,
the resident must agree to a specific moving date; arrange for the inspection of the current apartment with The Towers Office staff;
agree to pay all fees and damages attributable to the resident; enter into a new License Agreement for the balance of the term that
reflects the bedroom and apartment suite into which the resident has moved; be current on all other charges; no outstanding charges
on the resident’s account; and pay a $100.00 transfer fee.
Checking Out
Residents who are not authorized to renew their License Agreements, or who have not formally renewed their License Agreements by
the deadline for the following academic year, are required to vacate their rooms by their contract termination date, as specified in the
Housing License Agreement. Steps for completing a formal checkout are:
1.
2.
3.
4.

All check outs will be done via Express Check Out process. The express check out envelopes are located at the courtesy desk.
Residents will put access cards and mailbox keys in the express check out envelope and place it in the office mailbox.
Remove all personal belongings, trash, decorations, and/or alterations. Items left behind will be considered abandoned and
discarded at the resident’s expense.
All furniture must be returned to its original location.
Your residence must be cleaned, vacuumed and returned to the same condition that it was in when you moved in.

Once you have checked out, or the move-out deadline has passed, you may not remain in The Towers without prior written approval
from the Towers Office, and you must follow the current guest/escort policy. There may be an improper checkout fee of $100 placed
on the resident’s student account, plus any related charges, if the above-described procedures are not followed.
Per the Housing License Agreement, failure to check-out by contract termination date may result in a holdover fee of $100.00 per day
or portion of a day being charged to your account.

Condition of Premises at Conclusion of Term and Condition of Premises
Residents are required to surrender their premises and common areas in a clean and sanitary condition and in their same condition as
in the beginning of occupancy, except for normal wear. Residents are responsible for all damage to the premises caused, directly or
indirectly, by the residents or the residents’ guests or invitees, including the residents’ assigned living space and common areas.
Residents are given the opportunity to complete and submit an online Room Condition Report (RCR) during check-in, for them to note
any existing conditions in need of repair or replacement. Residents have 3 days from the receipt of their keys to submit RCR through
the Resident Portal. If a resident does not submit the online RCR within that time, the Management may refuse to accept the RCR, in
which case that resident will forfeit the right to claim that there was prior damage to the unit.
Condition of Furniture
Residents are required to take good care of the furniture in their units and agree to return the furniture to the Towers at the
termination of their License Agreements in as good a condition as received except for reasonable wear. Residents may not
disassemble any existing furniture or fixtures, nor shall they remove any furniture from their assigned apartments without written
permission from the Towers Office. Oversized and/or heavy furniture is not permitted in any apartment unit, including, but not
limited to, all types of lofts, wood structures, bars and waterbeds. The use of both temporary and permanent hot tubs is prohibited.
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Common area furniture is intended for the enjoyment of all residents and may not be removed from common areas. Missing
furniture will be considered stolen and handled through the police as a crime.

Abandoned Items
Any items of personal property that are left in the premises after checking out, after the published hall closing deadline, after an
administrative removal, after a relocation or room change deadline, or in the event of non-approved extensions, will be considered to
be abandoned and will be disposed of at the resident’s /owner’s expense.
Conservation
As members of the global, campus, and The Towers at CCNY community, we all have an obligation to conserve resources such as
energy and water. Conservation also will help minimize increases in rent costs due to utility usage, so keep the following measures in
mind throughout your experience living at The Towers.
Conservation Measures
•
•
•
•
•
•
•
•
•
•

Turn off all lights when you leave a room.
Do not run water longer than necessary.
Turn off all appliances, including the TV and stereo, when not in use.
Report leaks, toilet problems, and nonfunctioning windows immediately.
In the winter, leave the thermostat at 66-72 degrees. Lower the thermostat to 70 degrees or less at night. Close the
window blinds in the evening and open them in the morning to admit sunlight.
In the summer, leave the thermostat at 74-78 degrees. Close the blinds in the morning to reduce sunlight and open the
blinds after sundown.
If you leave your apartment for more than three days, set the thermostat to 80 degrees in the summer and 68 degrees
in the winter.
Close all windows and doors when the heat or air conditioning systems are operating.
Schedule your laundry so that the washing machine is always done with full loads.
Do not block air vents.

License Agreement Release Request
In the event of extenuating circumstances, residents may apply for a release from their License Agreements. The Management may
release a resident at any time from his/her License Agreement, under limited circumstances upon receipt of a written Petition for
License Agreement Cancellation requesting such extraordinary action accompanied by appropriate documentation. License Releases
are extraordinary, not automatic, and will be reviewed, with appropriate supporting documentation. Please visit our website
(www.ccnytowers.com) to download a license cancellation request form.
Removal for Renovation or Repair
The Management reserves the right to reassign residents to other vacant (which may not coincide with current contracted space)
apartments if there is a need to provide for renovation or repair of the premises. Reasonable effort will be made to minimize the
inconvenience to residents and, whenever possible, notice will be given to residents of the nature and time of the work that will be
done. Residents may not withhold license fee payments due to removal for renovations or repairs.
Roommate Rights and Responsibilities
Roommates are responsible for:
•
•
•
•
•

Preventing unreasonable noise, undue interference, and other distractions that may inhibit roommate’s ability to read,
study, relax, and sleep.
Respecting roommates’ personal belongings.
Assisting to maintain a reasonably clean-living environment.
Allowing roommates free access to room and facilities.
Respecting roommates’ personal privacy.
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•
•
•
•
•
•
•

Requesting permission to host guests without prejudice, or unequal standards.
Ensuring that guests respect the rights of roommates and other hall residents.
Respecting the rights of roommates’ guests.
Communicating and working toward resolving conflicts and concerns.
Not engaging in intimidation or threatening or inflicting physical and/or emotional harm to others.
Demonstrating reasonable cooperation in the use of the room telephone and other common use items (such as TVs,
radios, etc.) and in adhering to agreed upon procedures.
Request to revisit the roommate contract.

Roommates have the right to:
•
•
•
•
•
•
•
•
•

Read and study free from undue interference in their own rooms. Unreasonable noise and other distractions inhibit the
exercise of this right.
Sleep without undue disturbance from roommates, or guests of a roommate.
Expect that roommates will respect each other’s personal belongings.
A reasonably clean environment in which to live.
Free access to their own rooms and facilities without pressure from roommates.
Personal privacy.
Host guests, if their roommates agree, with the expectations that guests are to respect the rights of the host’s
roommates and other hall residents.
Communicate and work toward resolving conflicts and concerns.
Freedom from fear of intimidation, physical and/or emotional harm.

Expect reasonable cooperation in the use of the room telephone and other common use items (such as TVs, radios, etc.) and in
adhering to agree upon procedures. Upon move-in, RAs should encourage and help roommates to complete roommate agreements.
Such agreements should include items such as mutually-agreed upon visitation rules, room quiet hours, and rules concerning
borrowing property.
Mediation
The Towers Office staff is available to conduct roommate mediations for students who are experiencing conflict. Conditions of the
mediation are that students agree to participate in good faith and agree to develop an amended Roommate Agreement based on
reasonable principles governing roommate behavior and in accordance with this Handbook and other rules and regulations governing
student conduct, as described below in the section on Conduct Requirements. Please note that mediations are an important step to
take prior to requesting a formal written room request change.

CONDUCT REQUIREMENTS
All residents are expected to comply with all CUNY and CCNY policies governing students, faculty, staff and visitors to the CCNY
campus, as well as with all rules and regulations governing conduct in The Towers (detailed in this Handbook, as well as in the License
Agreement and Rules and Regulations, collectively referred to as “The Towers Rules”), and all applicable laws.
Residents are responsible for all activities that occur within their living units and for taking an active role in ensuring that neither they
nor their guests engage in inappropriate activities in either in their units or in common areas. Residents therefore are strongly
encouraged to report activities that violate conduct requirements and especially those that present a threat to health or safety.
Residents who engage in conduct prohibited under The Towers Rules will be subject to sanctions that may be imposed by the
Management under the procedures described in Appendix D. If residents who are students at CCNY or other CUNY colleges engage in
conduct that violates the Henderson Rules (annexed at Appendix F), which governs the conduct of students at CCNY and other CUNY
colleges, or other CCNY or CUNY rules and regulations or law, the Management (after consultation with the CCNY VP of Student
Affairs), in cases involving severe offenses, will refer such residents to CCNY or their home colleges, as applicable, for disciplinary
proceedings under Article XV of the Bylaws of the CUNY Board of Trustees (annexed at Appendix E), or, if applicable, proceedings
under CUNY’s medical withdrawal policy (annexed at Appendix G).
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The Management will address disciplinary issues of non-CUNY students, but will also inform the appropriate official at those students’
home colleges of the conduct at issue and the ultimate resolution of any disciplinary action taken against the student.
Further, the Management, in consultation with the CCNY VP of Student Affairs, may inform local law enforcement officials concerning
conduct that may violate criminal law, including but not limited to situations in which a resident is in possession of a weapon.
Conduct Prohibited
All the conduct described below violates The Towers Rules, and certain conduct may also violate the Henderson Rules, other CCNY or
CUNY rules and regulations, or law. Engaging in prohibited conduct will result in disciplinary action and the imposition of sanctions.
The sanctions imposed will vary depending on the gravity of the offense, with the most severe offenses potentially resulting in
termination of the License Agreement and suspension or expulsion from The Towers. Further, in the event of a determination that
the prohibited conduct violates the Henderson Rules or other CCNY or CUNY policies or law, other penalties may be assessed under
Article XV of the CUNY Bylaws, including but not limited to suspension or expulsion from CUNY.
If a resident’s behavior poses a severe, direct and imminent threat to him or herself or others (by evidencing a likelihood of harm to
him or herself or others), the Management, in consultation with the CCNY VP of Student Affairs, may direct an emergency interim
removal of a resident from The Towers until a final determination on the student’s case is made through applicable procedures.
The fact that a resident has threatened to commit or attempted to commit suicide may not be used as the basis for an emergency
interim removal. In such a circumstance, for a resident who is a student at CCNY or another CUNY college, CCNY’s VP of Student
Affairs or designee shall refer the resident to a mental health professional for an assessment of whether the resident presents a
severe, direct and imminent threat to him or herself or others under CUNY’s medical withdrawal policy. For non-CUNY students, the
CCNY VP of Student Affairs or designee shall attempt to consult with the Office of Student Affairs of the student’s home college to
determine further action, including referral to a mental health professional. Should the Office of Student Affairs of the student’s
home college not be reachable for immediate consultation, the CCNY VP of Student Affairs or designee shall follow the procedures
outlined in CUNY’s medical withdrawal, including referral to a mental health professional. Further, under CUNY’s medical withdrawal
policy, if the student refuses to submit to the assessment, the VP of Student Affairs may determine whether he or she poses such a
threat based on the available evidence and act as permitted under the policy.
Alcohol and Drug Policy. Residents of The Towers shall abide by CUNY/CCNY policies, procedures and regulations and local, state and
federal laws regarding alcohol and illegal drugs.
The possession, consumption, and/or sale of alcohol are prohibited, regardless of age. Empty alcohol bottles are also not permitted as
decoration. Violations may result in administrative and/or disciplinary sanctions, up to and including contract termination.
The possession, sale, distribution, manufacture, or provision of any illegal drug, controlled substance, or drug paraphernalia is
prohibited. This includes but is not limited to roach clips, bongs, pipes, blow tubes, hookahs, bowls and any type of water pipe or any
object filled with water through which smoke is drawn. Students found to be involved with drugs in or around The Towers will be
subject to The Office of Housing and Residence Life administrative student conduct process and may also be referred to their
academic institution’s student conduct system, in accordance with the institution’s Code of Student Conduct. Where applicable,
sanctions will address both the Resident status in The Towers and the student status of the Resident with the academic institution.
Violations of The Towers and CUNY Alcohol and Drug Policy may result in administrative and/or disciplinary sanctions, up to and
including Housing Contract termination and/or suspension/expulsion from the academic institution.
Computing Policies. The Towers Internet Service Provider (ISP) is Single Digits. The use of computing resources provided by The
Towers (including the hardwired and wireless service in the Unit, the computer lab, or any other computing services provided by The
Towers) may not interfere with others' use of shared computer resources and/or their activities. The generation of network traffic
which compromises, cripples, or disables a network resource, propagation of computer worms or viruses, or spamming will not be
tolerated. Servers (including web, ftp, mail, dhcp, sntp, tftp) are not permitted in The Towers. Personal routers are also not permitted.
Students found to have violated this policy will be charged for the restorations of the computer(s) operating system and any hardware
that may be corrupted. If personal routers are found within the suite, The Office of Housing and Residence Life has the right to
remove it, at no cost to The Office of Housing and Residence Life and the Owner.
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Endangering Behavior. The Agent may terminate this Contract prior to the expiration of the Contract and immediately remove
Resident and his or her guests from the Premises, in the event the Resident’s behavior or the behavior of any of Resident’s guests is or
has the potential to become dangerous to the Resident or others.
Evacuation. Resident agrees to evacuate in the case of emergency at the sole discretion of the Agent and/or The City College of New
York. Resident understands that no reduction in license fees will be given in the case of emergency evacuations.
Excessive Housekeeping. Excessive housekeeping is defined as any situation requiring cleaning that is not part of the custodian’s
normal daily or scheduled routine. This includes cleaning items such as fire-extinguisher powder; clumps of mud; food stuffs; bodily
fluids in public areas, rooms, or apartments; and trash that has not been disposed of in the designated receptacles (e.g., trash rooms).
Residents may be billed individually or as a group for excessive housekeeping. These fines are imposed on rooms/floors/ buildings on
an escalating basis.
Expense of Misuse and Charges for Damages. Any damage to an apartment or suite, other than normal wear and tear, will be charged
to the responsible party or parties to the extent that they are identifiable. Resident is responsible for guest(s) behavior and any
charges or damages that result from misbehavior. Resident shall immediately report to Agent and the local law enforcement
authority any acts of vandalism to the Premises or the apartment unit in which the premises are located. To the extent not
identifiable, all co-Residents will be jointly liable and will be assessed a charge. All invoices for damage are for the restitution of the
damage that has occurred and must be paid within thirty (30) days.
The Resident agrees to immediately reimburse the Agent for any charges that are assessed as set forth in this agreement. Should
charges be assessed and totaled after the expiration of this Contract, they shall constitute a debt payable by Resident immediately
upon demand by the Agent. Any fines or expenses resulting from the use, misuse or destruction of Owner’s property, including but
not limited to fire sprinkler, fire alarm or smoke alarm by Resident, Resident’s guests or invitees shall be borne by Resident and shall
be considered additional monies due to Agent. Intentionally or recklessly destroying, damaging or defacing any area of The Towers
complex is prohibited and shall be considered cause for termination of the Housing Contract.
Fire Hazards. The use of kerosene, propane or electric space heaters (without prior consent) within the premises and about the
property is prohibited. The use of candles or other open flame devices, the use of hot plates, burning of incense and the use of
halogen lamps of any kind are all prohibited in the Premises and about the Property. Any style lamp that uses a halogen bulb is
strictly prohibited. Please refer to resident handbook for detailed list of prohibited items.
Tampering with, altering or changing any safety equipment, locks, fire alarms, smoke detectors, sprinkler heads, telephone
equipment, TV cable, plumbing, electrical systems, etc., is prohibited
Residents are prohibited from affixing any object to ceiling areas and from painting any ceiling areas. Residents are prohibited from
tampering with or allowing any objects to come in contact with sprinkler heads.
Fire or Other Emergency. Setting or fueling a fire of any size is prohibited. The Resident shall give immediate notice to the Agent of
fire, accident, damage, and dangerous or defective conditions. All Residents must evacuate the Premises during a fire alarm. Falsely
reporting a fire or any other emergency, including bomb threat, falsely reporting a serious injury, or pulling a fire alarm station when
no fire is evident is prohibited. Fire warning devices and safety equipment are to be used only in the case of an emergency.
A fire alarm must be taken seriously, and in the event of a fire alarm, the Resident must proceed in accordance with established
evacuation/fire alarm protocols. Intentionally sounding an alarm in a non-emergency situation or tampering with emergency
equipment (including alarms, extinguishers, signage, smoke detectors, heat sensors, door closures and sprinklers) is a criminal
offense, and the person or persons responsible will be treated accordingly. Tampering with apartment smoke detectors (including
removal of the battery) is prohibited. Residents are also prohibited from touching, tampering with, or hanging anything from their
sprinkler head. This paragraph shall not limit the Agent’s ability to impose additional charge, penalties or sanctions for damage or
destruction of fire safety equipment. Refusal to leave a building during a fire alarm, refusal to produce proper identification upon
request of the Agent, refusal to cooperate with a reasonable request by the Agent, emergency personnel, or police officials acting in
performance of their duties is prohibited.
The following are also prohibited:
- Decorative items including but not limited to: fishnets, parachutes and large wall or ceiling coverings; halogen lamps/lights;
combustible decorations on doors (covering more than 50% of the door), in hallways or in elevators, including live-cut trees; lighter
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fluid; gasoline, motor and engine oil or propane; the act of setting items aflame; and discharging a fire extinguisher except in the
event of a fire.
- Electrical cords attached to a ceiling or wall, that run under carpet or are taped to floor. Communication cords (cable,
telephone) running across the floor must be secured to avoid tripping hazards. Floor areas must remain uncluttered to avoid tripping
hazards.
- Extension cords and adapters are prohibited. Multi-plug power strips with overcurrent and surge-protection properties and
reset switches must be used instead of extension cords but must not be plugged into each other (they must be plugged directly into a
wall outlet). String or theme lighting is prohibited unless there are three wires (one wire is a ground) and the strand is plugged directly
into a wall outlet. Plugging into another set of lights is prohibited.
Furniture. Resident shall take good care of the furniture and agrees to maintain the furniture and return it to the Agent at the
termination of this Contract in as good a condition as received, with reasonable wear and tear expected. Residents shall not
disassemble any existing furniture or fixtures, and existing furniture shall not be removed from the Resident’s assigned apartment
without written permission from the Agent. No oversized and/or heavy furniture is permitted in any apartment unit, including, but
not limited to, all types of lofts, wood structures, bars and waterbeds, all of which are strictly prohibited. The use of both temporary
and permanent hot tubs is prohibited.
Guest Policy. All non-Resident guests (which include parents and family members) must be signed-in and signed-out by the host
Resident. All non-Resident guests must have valid photo identification, such as a school ID card, state-issued ID card, state-issued
Driver’s License, or passport. Non-Resident guests under the age of 16 must be accompanied by a parent or legal guardian and may
not stay overnight, unless prior approval is granted by The Towers Office. Non-Resident guests may not use the premises, unless
accompanied by the Resident. Non-Resident guests may not use the premises if the Resident is on vacation or is for any other reason
not present. All non-Resident guests must be accompanied always while in common areas of the building (i.e., lounges, seminar
room, etc.) by the host Resident. Resident hosts may not leave their guest(s) unaccompanied in suite for more than 4 hours.
Residents may not give their key card or room key to any non-Resident guest. Residents who have allowed non-Resident guests
access by providing them with a key or access card may be considered in default of the License Agreement.
The total number of people in any given suite (including residents of the suite and their signed-in non-Resident guests) should not
exceed ten (10) people, even if the additional people are also residents of The Towers. No guest may stay as overnight guest more
than three nights within a seven-day period, regardless of the host Resident. An Overnight guest is considered any person that is not
signed-out by midnight or is signed-in between the hours of midnight and 8:00AM. The behavior of guests is subject to the same
regulations to residents, and it is the responsibility of the host Resident to ensure that their guests understand their obligations. The
host Resident will be held accountable for the behavior of his/her guest, and The Towers reserves the right to remove non-resident
guests from the property, if they are non-compliant with The Office of Housing and Residence Life, The Towers’ Rules and
Regulations, and/or CCNY/CUNY policies.
Harassment and Intimidation. Conduct that infringes upon the rights of others to a quiet, academic living environment is not
acceptable under any circumstances and is cause for disciplinary action and removal from The Towers. Such conduct includes, but is
not limited to, intentionally or recklessly causing physical or psychological harm or injury, or threatening physical or psychological
harm or injury to any person, including assault/battery, intentionally or recklessly provoking and/or engaging in physical fights or
harassing any person verbally abusing others and/or intimidating others (including university officials and student staff acting in
accordance with their duties) in such a way as to seriously or repeatedly interfere with that person’s academic pursuits, sleep, and/or
other personal pursuits. This includes malicious pranks and issuing threats in person, nuisance and/or prank calls, via white boards, via
third party, via telephone, letters, emails, instant messages, text, Twitter, Facebook, Tumblr, Instagram, Snapchat or any other means.
Hazardous Substances and Weapons. Fire and safety regulations strictly prohibit the use, manufacture, or storage of any fireworks,
explosives, flammable liquids, cans or compressed gasses, poisons, highly combustible substances, chemicals, or any substance
designed to injure others or damage property, in any apartment, hallway, or about the Premises. The storage or use of gasoline or
electrical powered vehicles or engines regardless of their state or dismantlement in the apartment is likewise prohibited. Setting
materials on fire, possession or use of flammable or highly combustible materials is prohibited.
State Law strictly prohibits the possession or use of any weapons, fireworks, or explosive devices in the Premises or about the
Property. No weapon of any kind is permitted in the Premises. In the event the Agent discovers that Resident is in possession of a
weapon, the Agent shall have the right to immediately notify the police. Prohibited weapons include but are not limited to knives,
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razors, metal knuckles, blackjacks, hatchets, bows, arrows, nunchakus, foils or any explosive or incendiary device. Items used for a
class which can be considered a weapon are not allowed within the building.
Identification Checks & Building Entry. Valid photo ID (such as a school ID card, government-issued ID card, state-issued Driver’s
License, or passport) must be presented when entering the building. Failure to produce proper identification upon request will be
considered a violation of the Reasonable Request policy. Entry and exit must occur through designated doors. It is also a violation to
jump over the turnstiles. It is a violation of policy to prop external doors with any item.
Implied Consent. Residents are responsible for all activities that occur within their living space (apartment or room) or if they are in
the presence of a policy violation. By failing to report behaviors or items that violate the policies and regulations of The Towers, the
Resident has demonstrated an implied consent for the violations. Residents are responsible for taking an active role in ensuring that
inappropriate behaviors or items do not exist in their living space (apartment, suite, or room) or building. It is the Resident’s
responsibility to report behaviors that violate The Towers policy to a staff member. Passive participation in events that violate policy
will not be tolerated and in determining responsibility, may be viewed as equal to active participation. Residents will be considered in
violation of policy if they fail to report and then remove themselves from activities or situations which violate The Towers rules and
regulations.
Keys and Access Cards. Keys and Access Cards are the property of the Owner and must be returned at the end of Resident’s
occupancy. A mailbox key replacement fee of Fifty Dollars ($50.00) per key will be billed any key not returned or for those requiring
replacement during the term of Resident’s occupancy. An access card replacement fee of Ten Dollars ($10.00) per card will be billed
for access cards not returned or for those requiring replacement during the term of Resident’s occupancy. Resident shall not
duplicate keys. Resident may request a receipt for all keys returned to the Agent. Possession of residence-hall keys and access cards
is limited to students with valid housing contracts. Students who share their key or access card may be considered in default of their
housing agreement and may face disciplinary action.
Lock-Out Policy. If Resident is locked out of his/her suite/room, Resident can come to The Office of Housing and Residence Life from
Monday through Friday, 9:00 AM until 5:00 PM, to request a lock-out. After 5:00 PM and on the weekends, Residents should proceed
to The Towers Welcome Desk to request a lock-out.
Students are required to carry their access card at all times. Students who do not have their access card will be buzzed out of the
building as a courtesy. However, upon return, student must come to the Towers Office (during business hours) or have the RA on
Duty called; this will count as a lock-out.
The 1st five (5) Lock-outs are FREE of charge. If a student has an excess number of free lockouts (6 or more times a semester) the
resident will be charged $50 and every subsequent lockout from that point forward.
*If a staff member is dealing with an emergency they will respond to the lock out as soon as possible.
*Resident also must have proper photo ID for residency verification purposes.
Maintenance and Care. Resident shall not erect any exterior wires, aerials, signs, satellite dishes, etc., about the Premises or the
Property. Resident shall not install or modify any fixtures without the written consent of the Agent. Resident shall not lay contact
paper on any shelves or walls and agrees to use non-damaging products to hang personal effects on walls. Resident shall not paint or
wallpaper the apartment or suite or any fixtures without the written consent of the Agent. Resident acknowledges acceptance of the
apartment unit in its present condition, agrees to maintain the apartment and return it to the Agent at the termination of this
Contract in as good condition as when taken, reasonable wear and tear excepted.
Resident, at own expense, shall keep the apartment clean and fit for habitation and shall be responsible for all damage to the
apartment including but not limited to furnishings, walls, floor, ceiling, screens, sprinkler system, appliances, plumbing, heating, air
conditioning, and ventilation systems as a result of Resident’s neglect, including that of Resident’s guest(s) or invitees, regardless of
whether the neglect was an affirmative act which caused the damage or failure to act in order to prevent damage. Damage to the
common areas will be assessed solely to the Resident when the Resident or the Resident’s guest has been identified as the
responsible party, otherwise all Residents who use the common area will be billed a pro-rata share of the damages. Additional
charges may be assessed for the inappropriate disposal of objects (tampons, sanitary napkins, etc.) in toilets.
Students may not alter or add attachments to their rooms. Prohibited attachments include but are not limited to: locks, outside radio
and television antennae, additional wiring, window shades or awnings. Removing screens from windows is prohibited. Students will be
charged for reinstallation and subject to judicial action.
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If the premises require repairs by the maintenance department, maintenance requests can be filled out online at
www.ccnytowers.com. A username and password are required to access the maintenance area of The Towers website and can be
obtained at the time of occupancy. Maintenance Emergencies must be reported to The Office of Housing and Residence Life during
regular business hours or to The Towers Welcome Desk if it is after-hours or on the weekend.
Move-In / Move-Out Procedures. Resident will be given access to an online Room Condition Report (RCR) upon receipt of their keys.
The Resident is to note any existing damages or conditions which need repair or replacement. Resident will have three (3) days from
the receipt of the key to the Resident’s unit to complete an online RCR, which will be review by The Office of Housing and Residence
Life. In the event the Resident does not return the Room Condition Report within three (3) days, the Office of Housing and Residence
Life may refuse to accept the report, and the Resident shall forfeit all right to claim that damages to the unit were evident prior to
Resident’s move-in. The Office of Housing and Residence Life shall inspect the Premises and common areas upon Resident
surrendering the premises and common areas, and any damage thereto which is deemed by the Agent to have arisen during the
Resident’s occupancy and use of the Premises. Resident is not required to be present at the time of the move-out inspection;
however, the Resident may request an inspection appointment for a joint inspection by Resident and The Office of housing and
Residence Life. Such appointment must be requested according to The Towers’ office staff notices prior to move-out, and all the
Resident’s possessions must be removed by the time of the inspection. Resident shall surrender the premises and common areas in a
clean and sanitary condition.
Noise. Excessive noise is not allowed, and courtesy hours are always in effect. Noisy or disruptive behaviors which interfere with
another person’s or a group’s free exercise of academic or personal pursuits or their ability to sleep or study, including music,
television, or other electronic equipment playing at high volume, excessive yelling, music practice, violations of established floor/hall
quiet hours, large gatherings, and other types of noise are prohibited and will not be tolerated. If a student has a problem with noise,
the student is encouraged to talk to the other student(s) who are creating the noise. If noise continues, then the student should
contact The Office of Housing and Residence to request assistance. Quiet hours may be extended by hall staff before and during
examination periods and/or as necessary.
Parties and Events. Parties are not permitted. Floor lounges and other common areas must to be reserved for use for an event.
Whether in apartments, suites, bedrooms, or other gathering spots, social gatherings must not a) become too large for the host
Resident(s) to exercise responsible control over the behavior of Residents and guests, b) expand beyond the boundaries of the
apartment or reserved common area, c) be open to all or advertised in any way, or d) violate the Guest Policy. The Office of Housing
and Residence Life and CCNY Public Safety, if necessary, will intervene and instruct the host(s) to end the event when gatherings:
• Result in excessive noise, damage or destruction, fighting or other disruptive behavior
• Exceed the normal boundaries, with persons gathering in hallways, stairwells, lounges, entrances, and other common
areas

Pets. The presence of any animals or pets on the Premises or the Property is prohibited, apart from fish. No fish tank shall exceed a
ten (10) gallon capacity. Visiting pets are prohibited. Any student found to possess a pet of any kind other than fish will be subject to
disciplinary action and will be required to immediately remove the pet from the premises. Service and emotional support animals are
permitted with the prior written notification and documentation of need submitted to The Office of Housing and Residence Life
and/or the CCNY Office of Student Disability Services, in accordance with the Americans with Disabilities Act.
Reasonable Request. Resident or guests, shall, upon demand by The Office of Housing and Residence Life Staff, CCNY Public Safety, or
any other identifiable legal or staff entity attempting to procure information, provide valid identification such as Student ID card,
Driver License, or any other government issued ID. Resident and guests shall also adhere to all reasonable requests made by staff.
Providing false or misleading information and/or failure to comply with the directives of university personnel acting in accordance of
their assigned duties is a violation of residence-hall policy This includes but is not limited to: failure to evacuate from a building during
a fire alarm; failure to prepare a room as instructed for facility maintenance, housekeeping or the pest control contractor; failure to
abide by posted regulations and failure to complete mandated sanctions for violations of Housing and Residence Life policy.
Renovation and Repair. The Agent reserves the right to reassign resident to another apartment in the event there is a need to provide
for renovation or repair of the Premises or the Property. If renovations or repairs become necessary, every effort will be made to
minimize the inconvenience to the Resident and, whenever possible, advance notice will be given to the Resident of the nature and
time of the work which will be done. Resident shall not withhold license fee payment due to renovations or repairs.
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Roommate/Suitemate Vacancy. Residents with vacancies in their room, suite or apartment are prohibited from moving into the vacant
space. Vacant spaces may be allocated to new residents at any time. Residents should make every effort to keep the space neat, clean
and orderly. Roommate/suitemate spaces may be randomly inspected by department staff to ensure the room is prepared for a new
resident. If vacant areas in a room and/or common areas in a suite or apartment are not move-in ready for new residents, disciplinary
action may be taken, and each resident of the assigned area may be billed at least $50 for housekeeping staff to clean the area.
Intentional deterrence of new roommates and suitemates by any means is not permitted. Residents who engage in this practice could
face disciplinary action including but not limited to administrative relocation and/or loss of housing privileges.
Smoking. Consistent with New York State Laws and CUNY Tobacco-Free Policy governing public facilities and the CCNY campus
facilities, The Towers is a smoke-free community. Smoking is not allowed in apartments, suites, stairwells, lobbies, common areas,
hallways, offices, front patio, side patio, back patio, and is prohibited in all other public and private areas within The Towers. In
accordance with CCNY Tobacco-Free Policy, smoking outside the building on Towers premise is also not permitted. This policy applies
to all tobacco and tobacco products, vaporizers, hookahs and e-cigarettes.
Solicitation and Posting Signs. Solicitation and/or canvassing of any kind, without the prior consent of the Agent, is not permitted in
the Premises or about the Property. No sign, signal, advertisement, illumination, painting, poster or flyer of any kind shall be placed
in any window or other part of the Premises without the written approval of the Agent.
Sports Equipment. Use of any sports/recreational equipment except in designated areas is prohibited. The use of equipment
prohibited within the premises include, but are not limited to, roller blades, scooters, bicycles, skateboards, footballs, soccer balls,
basketballs, baseballs, volleyballs, lacrosse equipment, field hockey equipment, nerf balls, hover boards and Frisbees. Bicycles are
prohibited from being inside the building and must be stored in exterior bicycle racks only. Bicycles chained to outside furniture
(benches) or light poles will be subject to removal.
Storage Space. There is no storage space for Resident use at The Towers. Under no circumstances are utility or furnace rooms,
entrances, hallways, stairwells or other public areas to be used for storage.
Theft: Theft and/or possession of stolen property is a violation of state law and prohibited by residence-hall policy. Students are
encouraged to report any thefts to CCNY Public Safety. The RA should be notified so that the student may complete and submit a
resident incident report to the Office of Housing and Residence Life.
Transferring Units. The Agent shall not be liable for any personal conflict of resident with any other residents that reside at the
Property or their guests or invitees. Therefore, a conflict between residents does not constitute grounds for termination of this
Contract. However, the Agent acknowledges that there may be valid reasons why a request for transfer to a different unit would be
considered and approved. Any resident desiring a transfer should make a formal written request to The Towers Office, including the
reason for the requested transfer. Space permitting and if the request is valid and practical, the resident will be notified of a new
assignment. To make the transfer process from one unit to another run smoothly, the following policy has been established.
Residents requesting an apartment transfer must comply with the following procedures:
1. Submit a Room Change Request Form to The Office of Housing and Residence Life.
2. Room changes are not permitted during the first 3 weeks of the fall and spring semesters.
3. Upon approval
a) Agree to a specific moving date.
b) Arrange for an inspection of current apartment with The Office of Housing and Residence Life.
c) Agree to pay all license fee payments and damage costs found by The Office of Housing and Residence Life to be
attributable to resident.
d) Enter into a new Contract for the balance of the Contract Term that reflects the bedroom and apartment unit into
which the Resident has moved.
e) Pay a $100.00 transfer fee.
f) Be current on all other charges; no outstanding charges on the resident’s account.
Unauthorized Areas: Students are not permitted in unauthorized areas including but not limited to maintenance rooms, boiler rooms,
mechanical rooms, elevator rooms/shafts, roofs, balconies, ledges, telephone/data closets, and storage rooms/areas.
Unhealthy/Unsafe Conditions: Living conditions that could adversely affect residents’ health and safety are prohibited. Residents are
responsible for maintaining reasonable standards of cleanliness and safety in their rooms and suites, hallways, lounges, bathrooms
and lobby areas, including proper garbage/trash disposal and securing of cable, telephone and electrical wiring. The Office of Housing
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and Residence Life reserves the right to inspect rooms to ensure that residents comply with health and safety regulations, even
outside of announced Health & Safety Inspections.
Windows. Participating in throwing, dropping or causing objects to fall from a window is prohibited. No Resident may hang laundry or
shake rugs from a unit window. Windows may not be used as an entrance or exit, except in the case of an emergency evacuation.
Sitting on window ledges and leaning out of windows and/or hanging or putting things outside of a window are violations of state and
campus fire-safety regulations and is prohibited. If window screens are found damaged the residents of the room will be billed for the
repair. In accordance with NYC law, all windows must have a window stop that prohibits the window from opening more than 4”. All
windows are equipped with this feature. Residents found tampering with this feature are subject to disciplinary action and restitution
for replacement and installation of a new window stop.
Common area furniture is intended for the enjoyment of all Residents. This furniture, including cushions and tables, is not to be
removed from Common areas. Furniture found to be missing will be reported to the police. Missing furniture will be considered
stolen and handled through the police as a crime. Residents are not allowed to bring common area furniture into their room/suite.

Right of Inspection and Entry
Residents must permit the Management or its representatives or designees to enter their units during reasonable hours with
reasonable notice for making inspections, repairs, and for any other purpose deemed necessary by the Management, and always and
without notice during an emergency. Any resident of a unit may give the Management or its representatives or designees permission
to enter the unit without the need to obtain the permission of the other residents of that unit. Management reserves the right to
conduct an administrative search when there is reasonable suspicion of the presence of prohibited items that may be considered a
danger or hazard to the health and welfare of the Resident and greater resident community and/or a violation of law.

Damages
Residents agree to reimburse the Management for any charges that are assessed within 30 days of that assessment, as set forth in the
License Agreement, and if they remain legally in The Towers. Should charges be assessed after the expiration of a resident’s License
Agreement, they will constitute a debt payable by the resident immediately upon demand by the Management. Residents are
responsible for their guests’ behavior and for any charges or damages that result from misbehavior. Residents are required
immediately to report to the Management and the local law enforcement authority any acts of vandalism to any part of their
apartment units. For damages to common areas of an apartment unit, to the extent that the perpetrator is not identifiable, all coresidents will be jointly liable and will be assessed a charge. In addition to monetary damages, intentional or negligent damage to The
Towers complex will be considered cause for termination of the License Agreement... See also Appendix L for a list of damage costs.
FACILITY MAINTENANCE AND CARE2
Modifications, Alterations
Residents may not erect any exterior wires, aerials, signs, or satellite dishes. Residents may not install or modify any fixtures without
the written consent of the Management. Residents may not lay contact paper on any shelves or walls, and residents agree to use only
non-damaging products (such as 3M hanging hooks or poster strips) to hang personal effects on walls. Residents may not paint or
wallpaper their apartments or any fixtures without the written consent of the Management. Residents may not affix any object to any
ceiling area. Residents may not tamper with or allow any object to come in contact with sprinkler heads.
Repairs
Requests for non-emergency repairs should be submitted as follows:
•

2

Work orders may be submitted at any time through the Resident Portal at www.ccnytowers.com.

See Appendix …. For Responses to: Facilities Frequently Asked Questions
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•

•

Maintenance tickets allow you to request that a maintenance technician repair a problem in your apartment. When filling
out a maintenance ticket, please be as detailed as possible. For example, “Dresser drawer is off track” is much more
informative than “Dresser broken”.
Emergency facilities problems may be reported to The Towers Office during business hours or to the Security Desk after
hours or on the weekends.

If the repair is not completed within two business days, log on to www.ccnytowers.com for an update. There may be notes showing
additional information. If the information does not answer your questions, please call The Towers Office to speak with staff: do not
file multiple maintenance tickets for the same repair.
Health and Safety Inspections and Preventative Maintenance
Every other month (or as needed) a preventative maintenance technician will post a notice to enter your apartment in order to
perform preventative maintenance on the apartment systems. Their preventative maintenance checklist includes tasks such as:
changing the air filter, checking the water temperatures of the bathtubs, checking airflow temperatures from the vents, checking the
plumbing for leaks, and other routine mechanical maintenance. When you receive this notice, please make sure that all of these areas
are accessible for the technician.
The Towers also provides a preventative maintenance pest control program. Each apartment will receive preventative pest control
services throughout the year. It is very important that the apartment be clean at the time of this service, so plan to clean the
apartment when you receive the notice of entry. The treatment consists of fast-drying gel bait; no sprays will be used. Please note
that any violations of policies and procedures that are observed by the Maintenance staff may result in disciplinary action.
Health & Safety Inspections will be conducted at four to six-week intervals to that ensure that residents’ care of their units complies
with all health and safety rules and regulations, as described in the Rules and Regulations and License Agreement. Health and Safety
Inspections may include the opening of the kitchen refrigerator and cabinets to ensure proper food storage. Please be aware that any
violations of the policies and procedures included in this Handbook, the Rules and Regulations, and/or License Agreement that are
observed during Health and Safety Inspections may result in judicial action.
Personal Trash
Trash should be disposed of in trash chutes, not in common area trash bins. Residents should refrain from throwing large objects,
electronics, hangers, boxes, etc. down the trash chutes. These items may be placed in the trash rooms. Please breakdown all
cardboard boxes for easier removal. Residents must use recycle bins, and they should inform the Management if such bins are not
available.
Air Quality and Reducing Allergens and Mold
The Management will take a number of steps to ensure good air quality and reduce mold growth in The Towers. Residents need to
cooperate by taking the following steps:
•
•
•
•
•
•
•
•
•
•
•
•

Clean your private bathroom thoroughly with a proper cleanser at least once a week.
Wipe/dry the tub/shower after each use.
Hang wet/damp towels so that they can dry.
Do not let trash accumulate.
Vacuum thoroughly and dust thoroughly, preferably with a damp cloth.
Wash bedding and bath towels every week.
Wipe air vents (filters will be changed by the maintenance staff).
Clean microwaves, stove, refrigerators, and coffee makers on a regular basis
If feasible, use allergy-proof covers for pillows and bedding.
Avoid products that release odors or contaminants, such as spray deodorants or spray cleaners. Consider the use of “green”
(non-contaminating) cleaners.
Clean up spills as soon as they occur.
Wash hands often; sanitize shared room equipment.

If you need advice on good practices in cleaning, such as proper cleansers, ask the RA or The Towers Office staff for help.
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THE TOWERS FACILITIES SERVICES
Mail and Package Service.
Student Mailboxes are located on the 1st floor of The Towers. Mail should be addressed to:
Student’s Name
Apt #
401 W 130th Street
New York, New York 10027
All residents have a mailbox that is shared with their other suitemates. Mail is delivered to resident mailboxes Monday through
Saturday by 7:00pm. All mail and packages must be addressed by name to a Resident of The Towers. Mail received that is not
addressed by name to a Resident will be returned to sender. The Towers will only accept packages/deliveries that come from the
United States Postal Service, FedEx, UPS, DHL, or other authorized shipper. The resident must be physically present to accept all other
deliveries, including items dropped off by a friend or family member, grocery deliveries, and deliveries from retailers.
Residents will receive a Package alert email to the email account registered with Towers. The email will have a package number. The
resident should bring that number along with a photo ID to the Welcome Desk to pick up package. Packages can be picked-up at any
time. Unclaimed packages may be returned after fourteen (14) days.
Laundry
Residents are responsible for their own laundry. The laundry room is located on the 1st floor of The Towers. In case of a machine
malfunction, there is a repair phone number listed in the laundry room, call 800-MAC-GRAY or through the Laundry View System
provided via The Towers Website.
Common Areas
The Towers at CCNY offers a number of common areas for residents to utilize in addition to their own living quarters.
Seminar Room: The Seminar room is a multi-purpose room that may be used for a variety of events. Used primarily for The
Towers events and as a study room, this space also may be reserved for small social gatherings and study groups. You can submit a
space reservation here: http://bitly.com/towersreservation. All events must be sponsored/hosted by a registered CCNY student
organization OR planned in consultation with a Resident Assistant/RHA.
Floor Lounges: Every floor from floors 2-8 has a designated student lounge where residents can interact socially, form study
groups or assemble for informal gatherings. Each lounge has wireless Internet access and comfortable lounge chairs.
Main Lobby Lounge: The lounge area on the first floor is designed for residents to intermingle and relax. Comfortable seating
and a large flat screen television make this an ideal location to watch TV, participate in social programming, or just hang out and catch
a breather late at night.
Community Kitchen: The kitchen on the first floor (located between the main lobby lounge and the seminar room) provides a
facility for students with a culinary passion; it is open to all students. The kitchen includes what you need for cooking meals, including
two full size oven. Students are reminded to turn off the oven after use and to ensure that they leave the kitchen clean and orderly.
Please note that any belongings left after use may be discarded.
Barbecue Area (Side Patio): Two charcoal barbecue grills are available for the enjoyment of residents and their guests.
The following rules apply to the barbecue grill area when being used by resident:
1. Barbecue grills can only be used between the hours of 9am and 8pm
2. Grills must be attended at all times
3. Alcohol and alcohol containers are not allowed
4. Clean up area after use
5. Trash must be discarded in outside receptacle
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6.
7.
8.

Douse charcoal with water to ensure that fire is completely extinguished before leaving area
Please limit noise
Resident uses grills at own risk. Management is not responsible for any injury as a result of barbecue grill use.
Fitness Center: The Fitness Center (located on first floor of building) is available for use by residents and their guests.

Here are our Fitness Center guidelines:
1. It is recommended that user consult with physician prior to starting an exercise program
2. No food or beverages other than water permitted
3. No one under the age of 16 permitted
4. Do not drop weights
5. Wipe off machines and other equipment after each use
6. Management is not responsible for any injury as a result of fitness center use
7. In case of an emergency call 911

Technology Policies
The Towers Internet Service Provider (ISP) is Single Digits. The use of computing resources provided by The Towers (including the
hardwired and wireless service in each living unit) may not interfere with the use of shared computer resources and/or their activities.
Personal routers are also not permitted. If personal routers are found within the suite, The Towers Management has the right to
remove it, at no cost to Towers Management and the Owner. The generation of network traffic that compromises, cripples, or
disables a network resource, propagation of computer worms or viruses, and/or spamming, will not be tolerated. Servers (including
web, ftp, mail, dhcp, sntp, tftp) are not permitted in The Towers. In addition, illegal copying or distribution of music, movies, software
or other files is prohibited. (See Appendix H, File Sharing and Copyrighted Material, and Appendix I, the CUNY Computer Use Policy).

COMMUNICATIONS
The Towers Electronic Communication System
The primary sources for communication of relevant and important information will be through email and letters/mailings delivered to
the resident’s mailbox at The Towers. Residents will be held accountable for all information communicated by the Management and
are responsible for updating contact information and providing a valid email address. Students are prohibited from
blocking/screening emails from CCNY, their home colleges or universities, and/or The Towers’ Office staff.
To register on the Resident Portal follow these steps:
1)
2)
3)
4)
5)
6)

Go to www.ccnytowers.com
Click on the link on the right side of page entitled “Resident Portal.”
Click on “Register Now” link on the bottom left of page.
Fill out your information on the Resident registration page and click “Submit.”
Check your e-mail to retrieve your log-in information. You may want to add the “ccnytowers.com” domain to your Safe List
with your email provider.
Change your password.

You will then be registered on the portal: your home page will show your contract, contact and work order information.
Print Communications
Newsletter: The Residence is a resident newsletter that is published regularly. The newsletter is written by student residents
and student staff and published by The Towers Office. It provides information on upcoming programs, CCNY events, and other
information about policies, procedures, and activities throughout the residence hall. To submit an article, make a suggestion, or
provide feedback, please stop by the Towers Office.
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Posting Announcements: Provisions are made for residents and staff to post announcements. However, it is essential that
these printed announcements be posted in an orderly fashion to prevent The Towers from becoming unsightly and littered. To
accomplish this, there are Bulletin Boards available in public areas for use by residents and the Management. All posting by residents
must be posted on these Bulletin Boards and selected designated areas approved by The Towers staff. All postings have to be
approved and stamped by The Towers Office. Only emergency announcements by staff may be placed in any area other than these
Bulletin Boards. All postings that are not made in compliance with these regulations will be removed and the person(s) who posted
the materials will be sent a warning message.
Wireless Internet Access
Wireless internet is available throughout the entire building for all residents and their guests. To connect to the network:
• From your computer click on “Airwaves” network
• Open up a browser
• Your browser will be directed to the “Airwaves” login activation page
• Follow steps to register your compute
Ethernet Internet Access
Residents can also connect to the internet by using a wired connection in their bedrooms by connecting their computer to the blue
Ethernet jack with an Ethernet cable. The LAN network configuration of the computer may need to be updated to reflect the correct
DNS servers.
SECURITY
Residential Security Staff
The Towers has a courtesy officer overseeing the Welcome Desk 24 hours a day, 7 days per week in order to assist in safety and
communicating emergency issues to appropriate parties. The Towers courtesy personnel will monitor guest and resident traffic. The
Towers courtesy officer staff will work cooperatively with The Towers Office staff, CUNY and CCNY Public Safety Offices, and New York
City police, fire and emergency services.
Escort Service
CCNY Public Safety will provide escorts for The Towers residents. Shuttle buses run through campus and to The Towers and subways.
Shuttle bus schedules are posted on a television in the Towers lobby. After the regular shuttle service, or for emergencies between
regular services, a Public Safety Escort will be available to provide transportation to the subway. Please call (212) 650-6911 in order to
request an escort during emergencies or non-shuttle times.
FIRE SAFETY
Equipment:
All rooms and apartments are equipped with smoke detectors. Each suite or apartment is equipped with a sprinkler system. Several
fire alarm pull stations are located on each corridor. This equipment is checked monthly to ensure that it is in good working condition.
Also, if the smoke detector in your room beeps because of a weak battery, please submit a work order through the Resident Portal.
Any person, who sets off a false alarm, interferes with the operation of the alarm system, or damages or removes any part of the
alarm system, fire extinguishers, smoke detectors, sprinkler systems, or removes an exit sign is subject to severe disciplinary sanction.
For the sake of emphasis, the following prohibitions related to fire safety are repeated:
•
•
•
•
•

No open flames, such as candles, incense, kerosene lamps, or any incendiary devices are permitted.
The storage or use of flammable substances is strictly prohibited.
Electrical appliances with exposed heating elements are prohibited. All appliances must be U.L. approved.
The use of multi-outlet plugs is prohibited, except those with built-in circuit breakers.
Motorcycles, motor scooters, and other internal combustion engines are not permitted inside or adjacent to residence halls
or apartments, except in approved parking lots.
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•
•
•
•

Bicycles may not be kept in hallways or stairwells, attached to fire equipment, or placed in any manner that interferes with
exit from the building.
Smoking is prohibited in all CCNY facilities, including the residence hall.
Residents must ensure that there is no interference with the ceiling sprinklers in their area or in common areas.
Under no circumstances may smoke detectors be removed or disabled.
Candles/Holiday Decorations:

Holiday and other celebrations that typically involve the lighting of candles and/or string lighting may be observed, with permission of
the Management, only in a common area downstairs visible to Security, and only if conducted in a manner that does not trigger fire
safety systems. Examples of such events include, but are not limited to the lighting of the Menorah during Hanukah, lighting of the
Kinara during KWANZAA, or the lighting of Christmas trees during Christmas. These rules apply to such occasions:
• Candles, incense, or other open flames are not permitted, even as decorations. This includes birthday, Shabbat, yarzeit and
holiday candles.
• Garbage bags or other flammable material may not be used for decorations.
• Room/apartment/suite and individual lights may not be covered for any reason.
• Artificial trees made of aluminum or any other metal may not be wired with tree lights, and live trees are prohibited.
• Residence hall entrance doors, doors and windows in other public areas, and doors in student rooms may be decorated in a
manner that does not deface or damage property or create a fire hazard. No more than 50% of doors may be covered at any
time. Material that is difficult to remove or might result in damage, such as artificial snow, is not permitted.
• Decorations that violate any established policies are prohibited.
• Empty alcohol bottles may not be used as decorations of any sort.
• All lights or other decorations must be approved by the RA for your area.
• Extension cords may never be used.
• Any structures or decorations that do not meet the standards set by The Towers Office and the Fire Marshal will be taken
down immediately. If the required changes are not made, the Towers Office reserves the right to remove all structures from
the room and bill the resident responsible for the cost of removal. Failure to remove or redesign items may result in
disciplinary action.
Fire Alarms/Evacuation Procedures:
To comply with state and local fire regulations and for fire safety education, unannounced fire drills are conducted each semester. You
must assume that there is an emergency when the fire alarm sounds. At the sound of the alarm, quickly and calmly exit the building
using the nearest emergency exit and assemble on sidewalk at 132nd and St. Nicholas Terrace at the east entrance. Do not re-enter the
building for any purpose until you are directed to do so by the proper authorities. Failure to evacuate during an alarm may result in
disciplinary action.
Fire Exits:
The fire exits are for emergency use only. These exits are alarmed and monitored. Other than during emergencies, entrance to and
exit from the building is only at the main entrance, which is serviced by security officers. Improper use of fire exits may result in
disciplinary action, up to and including fines and License Agreement termination. Furthermore, roof access is prohibited except during
emergencies. Entering roof at other times may result in disciplinary action, up to and including fines and License Agreement
termination.
Fire or Other Emergency.
Setting or fueling a fire of any size is prohibited. The Resident shall give immediate notice to the Agent of fire, accident, damage, and
dangerous or defective conditions. All Residents must evacuate the Premises during a fire alarm. Falsely reporting a fire or any other
emergency, including bomb threat, falsely reporting a serious injury, or pulling a fire alarm station when no fire is evident is
prohibited. Fire warning devices and safety equipment are to be used only in the case of an emergency.
A fire alarm must be taken seriously, and in the event of a fire alarm, the Resident must proceed in accordance with established
evacuation/fire alarm protocols. Intentionally sounding an alarm in a non-emergency situation or tampering with emergency
equipment (including alarms, extinguishers, signage, smoke detectors, heat sensors, door closures and sprinklers) is a criminal
offense, and the person or persons responsible will be treated accordingly. Tampering with apartment smoke detectors (including
removal of the battery) is prohibited. Residents are also prohibited from touching, tampering with, or hanging anything from their
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sprinkler head. This paragraph shall not limit the Agent’s ability to impose additional charge, penalties or sanctions for damage or
destruction of fire safety equipment. Refusal to leave a building during a fire alarm, refusal to produce proper identification upon
request of the Agent, refusal to cooperate with a reasonable request by the Agent, emergency personnel, or police officials acting in
performance of their duties is prohibited.
The following are also prohibited:
- Decorative items including but not limited to: fishnets, parachutes and large wall or ceiling coverings; halogen lamps/lights;
combustible decorations on doors (covering more than 50% of the door), in hallways or in elevators, including live-cut trees; lighter
fluid; gasoline, motor and engine oil or propane; the act of setting items aflame; and discharging a fire extinguisher except in the
event of a fire.
- Electrical cords attached to a ceiling or wall, that run under carpet or are taped to floor. Communication cords (cable,
telephone) running across the floor must be secured to avoid tripping hazards. Floor areas must remain uncluttered to avoid tripping
hazards.
- Extension cords and adapters are prohibited. Multi-plug power strips with overcurrent and surge-protection properties and
reset switches must be used instead of extension cords but must not be plugged into each other (they must be plugged directly into a
wall outlet). String or theme lighting is prohibited unless there are three wires (one wire is a ground) and the strand is plugged directly
into a wall outlet. Plugging into another set of lights is prohibited.

THEFT PREVENTION AND PERSONAL SAFETY
Personal Safety Precautions
•
•
•
•
•
•
•
•

Do not walk or bike alone after dark; walk with friends or in a group, call for an escort or ride the shuttle buses. Call (212)
650-6911 for curb-to-curb service by Public Safety.
Walk in well-lit and well-traveled areas.
Constantly be aware of your surroundings.
Know the locations of the nearest blue light emergency phones.
Be wary of persons you don’t know.
Report suspicious persons or activity to the police.
Have a cell phone available.
Let your roommate, a friend, and/or family member know your whereabouts.

Apartment Safety Precautions
•
•
•
•
•
•
•
•
•
•

Keep your apartment and bedroom door locked at all times, even if you or one of your roommates is home.
Carry your keys with you at all times.
Make sure doors close and latch behind you.
Report suspicious persons to the police and to your service desk.
Report damaged or malfunctioning doors, locks, etc. to the service desk.
Report “salespeople” or “solicitors” to your the Towers Office staff; they don’t belong in the building.
Escort your guests at all times.
Don’t prop doors open; don’t allow people to enter the building behind you, even if you think they may be a Towers resident.
This kind of “tailgating” is how many criminals gain entry to apartment buildings.
Use your peephole to determine who is knocking on your door.
Get to know your neighbors and watch out for one another. If you see or hear anything suspicious, or witness any illegal
activity, notify the police immediately.

Neither the Management nor CCNY is responsible for loss or damage to personal property of residents. We encourage you to carry
personal property insurance. If applicable, you should check your parents’ policy to see if your property is covered in your room or
apartment unit. Report all thefts, vandalism, or attempted thefts to the CCNY Department of Public Safety and your RA and/or The
Towers Office.
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MEDICAL AND WEATHER EMERGENCIES
Medical Emergencies:
•

•
•
•

•

•

Dial 212-650-7777. CCNY Public Safety will send a first responder, who will assess the situation and take the appropriate
action. The Towers Security Desk officer is located at the entrance of The Towers and will be present for the first responder’s
arrival and direct the responder quickly to the emergency site.
If an emergency occurs in the hall, please do not crowd the area or panic.
The Management’s staff cannot transport residents for emergency treatment.
The Management will collect emergency cards from each resident, which will include emergency contact information,
insurance information, and relevant medical history information that may be critical to allow timely and accurate treatment
in an emergency.
Student Refusal of Ambulance. As a resident member of The Towers community, you will be expected to comply with the
directives of CCNY officials in performance of their duties. The Henderson Rules, as implemented by CCNY, specify that failure
to comply with reasonable directives from CCNY Staff and/or Public Safety is a violation of those Rules, and failure to comply
may result in disciplinary action. The ambulance crew may determine that an involuntary transport is necessary depending
on the degree of emergency.
Return to Campus after the medical emergency: the resident must check-in with The Towers Office staff member who is on
duty immediately upon return to The Towers.
How to Respond to Possible Mental Health Emergencies:

If you became aware of a resident or guest who is threatening to commit or is attempting to commit suicide, or who seems severely
distressed or anxious, or who is threatening harm to others, please take the following steps IMMEDIATELY:
During business hours Monday through Friday, 9 a.m. to 5 p.m.
1.

Call the Towers Office at (917) 507-0070 or the Security Desk at (917) 507-0011 or, if the situation places the student in
imminent bodily risk or risks the safety of others, contact 911 IMMEDIATELY.

After Business Hours and Weekends
1.
2.

If the situation places the student in imminent bodily risk or risks the safety of others, contact 911 IMMEDIATELY.
If it is not an emergency, contact the RA on call and he or she will contact a Towers Office staff member to assess the
situation.

The CCNY Director of Health and Wellness and a Towers Office staff member will determine if transportation to a New York
City hospital is necessary.
In an emergency situation, The Towers Office or a staff member from the CCNY Office of Student Affairs will contact a
student’s parents, legal guardians, or other designated emergency contacts, unless such persons are unavailable, or a mental
health professional determines that it would be detrimental to the student’s mental health to make such contact(s). The
Management will consult with the CCNY VP for Student Affairs or designee on all student conduct that may be connected to a
mental health issue.
See Appendix A for a list of the CCNY Health and Wellness Center services.
Emergency Weather Conditions:
In the event of emergency weather conditions such as a tornado warning or hurricane, emergency procedures will be issued by The
Towers Office.
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APPENDIX A
Student Health Services and Counseling Center
IF YOU ARE A CCNY UNDERGRADUATE STUDENT THE FOLLOWING SERVICES ARE PROVIDED TO YOU AS A REGISTERED STUDENT:
Office Hours: Monday through Friday from 9:00a.m. - 5:00p.m.
Services provided are immunization clearance, distribution of over the counter medication, and appointments with the physician and
crisis counseling sessions.
Nurses Hours are: Monday-Friday 9:00a.m. – 5:00p.m.
Tuesday 10:00 a.m. – 6:00 p.m.
Physician Hours: Monday 1:00p.m. – 5:00 p.m.
Tuesday 2:00p.m. – 6:00 p.m.
Thursday 1:00 p.m.- 5:00 p.m.
Physician services include health screening and setting up a treatment plan, plus writing prescription drugs. Also included are
responding to first aid crisis injuries and providing appropriate referrals as well as physical exams for the fitness center. All
prescriptions, x-rays, and lab test are ordered and paid for by the student. Please call 212-650-8222 or walk-in to the WCC to make
your appointment with the nurse or physician or a therapist for crisis counseling. If you must cancel your appointment, please call the
number above.
Additional services include:
FREE IMMUNIZATIONS, including MMR (required of all undergraduate students),
PPD, Hepatitis B and Flu vaccinations;
A WOMAN’S HEALTH COMPONENT, offering free pregnancy testing, STD education and contraception education and referral;
REFERRALS FOR HIV TESTING;
FREE PSYCHOTHERAPEUTIC COUNSELING by trained professionals who assist you to come up with your own solutions, activities and
plans to deal with issues and problems in your life. Counseling in the Center is limited to short-term or crisis counseling service; the
WCC also provides referrals to outside therapists and training institutes for long-term psychotherapy at a reduced rate.
IF YOU ARE A TOWERS RESIDENT the following services are available to you:
Towers residents are eligible to use the mental health counseling services at the Wellness and Counseling Center. The available hours
will be posted in The Towers during the academic year. Please call 212-650-8222 when you want to make an appointment or walk-in
emergency services are also provided. The Wellness and Counseling Center is located in the Marshak Building, Room J-15.
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APPENDIX B
CCNY CONTACTS

3

OFFICE
Admissions/ Enrollment
Adult and Continuing Education
Architecture Dean’s Office
Athletics
Bookstore
Bursars Office
Business Office
Campus Ministry
Career Center
Cohen Library
Education Dean’s office
Engineering Dean’s office
Finance, Office of VP for
Financial Aid
Gateway Academy
Help Desk Computing
Humanities Dean’s Office
Honors Center
ID Office
Information Desk
International Students Office
Mail and Duplicating
Metropolitan Food Services
President’s Office
Provost’s Office
Public Safety
Registrar
Science Dean’s office
Science Library
Social Science Dean’s office
Sophie Davis’ Dean’s Office
Student Affairs
Student Life & Leadership Dev.
Student Newspaper (The Campus)
Student Newspaper (The Paper)
Student Support Services
Undergraduate Student Govt,
WCCR Radio Station
Wellness & Counseling Center
WHCR 90. 3 FM

LOCATION
A 101
SH 10
SH 103
MR 20
NA 1/103
A 103
NA 1/210
NA 1/210
NA 1/116
NA 2/310
NA 6/204
ST 142
A301
A 104
NA 1/220
NA 1/505
NA 5/225
NA 4/150
NA 1/204
NA 1/203
NA 1/107
MR 024
NA 2/104
A 300
A 206
NA 4/201
A 102
MR 1320
MR 29
NA 6/141
HR 01
A204
NA 1/210
NA 1/119
NA 1/118
NA 6/148
NA 1/109
NA 1/108
J-15
NA 1/513

4

TELEPHONE
6977
7596
7118
8228
7109
7218
5010
5866
5327
7155
5345
5435
7309
5819
6115
7878
8166
6917
5902
5338
8106
6781
6771
7285
6638
69116
7853
6849
7625
8155
8420
5426
5002
8177
5081
6825
5020
8171
8222
7147

5

3

3
4
5

For complete listing of CCNY contacts see CCNY web site directory
See inside cover of Handbook for CCNY campus map and identification of buildings
All phone numbers are 212-650-xxxx
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APPENDIX C
Towers Management Staff
Title

Name

Primary Email

Office Phone

Dir, Housing &
Residence life

Seth Grossman

sgrossman@cocm.com

917-507-0070

AD, Housing

Atiya Patterson

apatterson@ccny.cuny.edu

Office Coordinator

Vanessa Bishop-Pointer

vbishop@cocm.com

917-507-0070
917-507-0070

AD, Operation
AD, Res Life

James Warren
TBD

jwarren@ccny.cuny.edu>
TBD

Maintenance
Supervisor

Stivet Salcedo

ssalcedo@cocm.com

Marketing Assistant

Davian Ellis

dellis@cocm.com

Senior Resident
Assistant

Parantap Saha

parantap@gtest.ccny.cuny.edu

Resident Assistants
Rm # First Name

Email

111A Taylor Burgos

Taylor1@gtest.ccny.cuny.edu

212A Mia Chin

Mia@gtest.ccny.cuny.edu

312A Alessandro Mercado

Alessandro@gtest.ccny.cuny.edu

407A Ian Rohac

Ian@gtest.ccny.cuny.edu

415A Lily Fremaux

Lily@gtest.ccny.cuny.edu

512A Shelly Zou (Sophie & Honors) shelly@gtest.ccny.cuny.edu
612A Tanja Miketic

Tanja@gtest.ccny.cuny.edu

712A William Dadario

William@gtest.ccny.cuny.edu

812A Tiana Howell

Tiana@gtest.ccny.cuny.edu

1011A Sahil Kumar

sahil@gtest.ccny.cuny.edu

26

917-507-0070
917-507-0070
917-507-0070
917-507-0070
917-507-0070

APPENDIX D
TRANSPORTATION AND ACCESS ROUTES
CCNY SCHEDULED VEHICLE SERVICE AND ESCORT SERVICE CCNY PEDESTRIAN ROUTES
VEHICLE SERVICE:
CCNY offers bus service 24 hours a day 7 days a week. All residents of The Towers are eligible
for this free service; you only need to show your ID card.
During the heaviest travel periods, there are scheduled CCNY bus routes. These routes will transport residents to and from the
Towers and the major buildings on the campus and to the major subway stops feeding the campus. During less heavily traveled
periods, there are vans that provide similar service. To get to the bus stop from the Towers’ front entrance/exit, walk north on the
rd

pathway prepared for you to 133
Towers.

and St. Nicholas Terrace. The bus also will drop you off at that stop when you return to the

The schedule for the bus and the van service is posted on the CCNY web site and copies are available at The Towers front desk. This
schedule will give you the times the vehicles arrive at their scheduled stops at campus buildings and subway stations.
In addition, any resident who has special needs not accommodated by these scheduled stops should call CCNY Public Safety at 212650-6911 to request a special escort service, which will respond to your call within 10 minutes to take you to or from a campus
building to The Towers or to a subway station.
THE COLLEGE URGES RESIDENTS OF THE TOWERS TO MAKE FULL USE OF THIS SERVICE, WHICH HAS BEEN SCHEDULED TO
ACCOMMODATE YOUR CONVENIENCE AND YOUR SAFETY.
PEDESTRIAN WALKWAYS
While we urge residents to make full use of our vehicle/escort service, we have lighted pedestrian walkways with Security
Officers at key points. Current recommended pedestrian walkways will be posted on the Towers and the CCNY websites. All campus
buildings are accessible from Convent Avenue. There are numerous places on our campus where you may relax, study, socialize
out of doors, including the NAC Plaza, the grassy area south of the Administration Building next to the Marshak Building fitted
with tables, and the quad area across from Shepard Hall. Wireless service is available in most areas. CCNY HAS A BEAUTIFUL
CAMPUS AND WE WANT YOU TO ENJOY IT!

27

APPENDIX E
The Towers Office, CCNY and CUNY Conduct Policies and Procedures
In addition to adherence to the aforementioned policies and procedures, CCNY, CUNY, and all other student residents are expected to
abide by all federal, state, and local laws. Violations of applicable laws may result both in administrative action by the Management
and/or CCNY or other college, and in criminal investigations and proceedings, at the discretion of the Management and the relevant
college officials.

CONDUCT VIOLATIONS: PROCEDURES
DISCIPLINARY PROTOCOL
All resident students alleged to have engaged in conduct that violates the policies described in this Handbook or other Towers Rules
are subject to discipline according to the procedures described herein and/or the procedures contained in this Appendix. The
Management will address most disciplinary issues of The Towers residents for violations of The Towers Rules, including the policies
enumerated in this Handbook. However, the Management will consult with the CCNY VP of Student Affairs concerning residents who
are CUNY students whose conduct also violates the Henderson Rules (Appendix F), other CCNY or CUNY rules and regulations, or law.
In cases involving severe offenses, the Management will refer those residents either to the CCNY Office of Student Affairs, or, in the
case of residents who attend other CUNY colleges, to the Office of Student Affairs of their home colleges, for disciplinary action under
Article XV of the Bylaws of the CUNY Board of Trustees.
The Management will address disciplinary issues of non-CUNY students, but will also inform the appropriate official at those students’
home colleges of the conduct at issue and the ultimate resolution of any disciplinary action taken against the student.
In addition, CCNY and other CUNY students whose conduct presents a direct threat of harm to themselves or others, or substantially
interferes with the working or learning environment of others, and whose conduct appears to be connected to a mental health or
other medical issue, will be referred to the CCNY Office of Student Affairs or the Office of Student Affairs of their home colleges, as
applicable, who may address the students’ conduct under CUNY’s medical withdrawal policy (Appendix G).
CUNY RESIDENCE HALL DISCIPLINARY PROCEDURES
I.

Introduction

These procedures are intended to apply to all CUNY- owned and/or - operated residence halls (referred to as “CUNY
residence halls.”) CUNY- owned buildings refers both to buildings operated by CUNY as the owner and those owned by CUNY but
operated by a private company on behalf of CUNY. CUNY- operated buildings are buildings for which CUNY is responsible for the
management of the building, regardless of whether CUNY owns the building. The purpose of these procedures is to protect the health
and safety of the entire residence hall community. These procedures provide for discipline of students who live in residence halls who
violate the rules governing student conduct applicable to CUNY students. At the same time, these procedures are designed to ensure
that the due process rights of student residents accused of engaging in inappropriate conduct are respected.

II.

Applicable Rules of Conduct

All students who live in CUNY residence halls are expected to behave lawfully and responsibly. They are expected not to
engage in conduct that threatens or causes harm to others or interferes with the working or learning environment of others. All
resident students must comply with local, state and federal laws, including the Henderson Rules (N.Y. State Education Law,
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Article 129-A) and with CUNY and College policies. In addition, each CUNY residence hall should have written rules that are distributed
to residents governing appropriate conduct in the residence hall. Students who violate their residence hall’s rules concerning behavior
in the residence hall will be subject to discipline under these residence hall disciplinary procedures.
To the extent that the conduct at issue also violates local, state or federal law (including the Henderson Rules) or other CUNY
or College policies, a student will be subject to discipline under Article XV of CUNY’s Bylaws (“Article XV”) as an alternative to
disciplinary proceedings invoked under these residence hall procedures. In cases in which the conduct is serious and the sanction
might involve suspension or expulsion from the University, rather than a sanction solely relating to future conduct and tenure at the
residence hall, Article XV procedures should be invoked instead of residence hall disciplinary procedures. Further, in all cases involving
a possible violation of CUNY’s Sexual Misconduct Policy (cases involving alleged sexual misconduct, including cases of sexual
harassment, gender-based harassment, or sexual violence), the cases must be reported to the applicable CUNY College’s Title IX
coordinator for applicable interim measures, investigation and potential discipline under Article XV.
Further, if a student’s conduct threatens harm to him or herself or others or substantially disrupts the learning or working
environment of others, and is connected to a mental health or other medical issue, that conduct should be addressed under CUNY’s
Medical Withdrawal and Re-entry Policy and Procedures (“Medical Withdrawal Policy”).
III. Emergency Situations
A.

Emergency interim removal

If a resident’s behavior presents an immediate, severe and direct threat to him or herself or others (by evidencing a
likelihood of harm to him or herself or others), or is substantially disrupting the learning or working environment of others, the
Residence Hall Director (“RHD”) may remove the resident from the residence hall for a period not to exceed seven business days,
pending the results of administrative proceedings or, where mental health issues are present, psychological evaluation. The RHD must
consult with the College’s Chief Student Affairs Officer or designee and Chief of the Department of Public Safety or designee before
deciding on and effectuating such removal unless the situation presents an immediate danger. If the need for removal is immediate,
the RHD must consult with the above-referenced College officials as soon as practicable following such removal.

The fact that a resident has threatened to commit or attempted to commit suicide, however, may not, in and of itself, be
used as the basis for an emergency interim removal. In such a circumstance, the RHD should contact the College’s Chief Student
Affairs Officer or designee, who shall arrange for the resident to be referred to a mental health professional under the Medical
Withdrawal Policy for an assessment of whether the resident presents a direct threat to him or herself or others.
Following an emergency interim removal of a student, the next step in the applicable and appropriate process (either under
these procedures, the Medical Withdrawal Policy, or Article XV) should be taken as soon as soon as practicable, and in no event later
than the time deadlines outlined in the applicable policy.
B.

Emergency interim relocation

A student may be relocated from one area of a residence hall to a different location in that building or, if applicable, to a
different building in the complex. Room relocation may also be imposed as an interim measure under CUNY’s Sexual Misconduct
Policy.

This relocation may be made permanent or temporary until a permanent space is located by the residence hall staff. The
interim relocation shall become immediately effective without prior notice whenever there is evidence that the student’s continued
presence in the current residence poses a significant disruption to other persons or property or to the stability and continuance of
normal housing functions.
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Following an emergency interim relocation of a student, the next step in the applicable and appropriate process (either
under these procedures, the Medical Withdrawal Policy, or Article XV, including in cases involving alleged sexual misconduct) should
be taken as soon as soon as practicable, and in no event later than the time deadlines outlined in the applicable policy.
IV. Disciplinary Procedures in the Residence Hall
A.

Role of the Residence Hall Director

Each residence hall, whether managed directly by a CUNY college or by a private management company, will have a director
(“RHD”), whose responsibilities will include oversight of the residence hall internal disciplinary process. The RHD may conduct
investigations of complaints, mediation conferences, and disciplinary hearings under these procedures. If the RHD is involved in the
investigation or attempted mediation of a case, he or she may not also adjudicate the case if it goes to a hearing. In that event, the
RHD shall designate another residence hall professional staff member to conduct the hearing.

B.

Complaint and Investigative Process

A complaint of a violation of a residence hall, College or CUNY policy may be submitted by anyone, including resident
advisors (“RAs”), residence hall staff, or other staff or students including guests in the residence hall. The complaint must be in writing.
Intentionally providing false information is a serious offense that will subject a person providing such intentionally false information to
disciplinary action. Further, retaliation of any kind against witnesses or other participants in the investigative process is strictly
prohibited and may result in separate disciplinary action.
If the complaint involves sexual misconduct because it alleges harassment, gender-based harassment, or sexual violence, the
case must be reported to the applicable CUNY College’s Title IX coordinator for investigation and for potential discipline under Article
XV. In all other cases, the complaint should be submitted to the RHD or designee for investigation, with a copy provided to the
College’s Chief Student Affairs Officer. The RHD or designee will assess the incident and identify any alleged policy violations. If he or
she determines that policies may have been violated, he or she will investigate by interviewing witnesses and gathering relevant
documents. Investigations should be completed within thirty days, except that they must be completed within seven days if the
student has been removed from the residence hall under the emergency interim removal procedure or if the student has been
relocated within the residence hall or complex under the emergency interim relocation procedure.

After the investigation has been completed, the RHD or designee will determine if residence hall, CUNY and/or College policy
was violated. If so, and if the matter is not referred to the College’s Chief Student Affairs Officer, the RHD or designee will refer the
incident for informal mediation through the residence hall’s procedures. Alternatively, in the event of a determination (in consultation
with the College’s Chief Student Affairs Officer) that the matter presents a serious violation of CUNY and/or College policies (including
but not limited to the Henderson Rules) for which the appropriate sanction might involve suspension or expulsion from the University,
the RHD or designee will refer the case to the College’s Chief Student Affairs Officer for all further action under Article XV of CUNY’s
Bylaws or, if applicable and appropriate, the Medical Withdrawal Policy.
C.

The Mediation Process

The first step in the mediation process ordinarily should be a meeting between the accused student (“respondent”) and the
RHD or designee. In cases involving minor infractions, a policy clarification notice letter may be sent in lieu of initiating the mediation
process. Should the student wish to contest the policy clarification letter and engage in mediation instead, the student must send a
written request for mediation to the RHD within five business days from receipt of the policy clarification letter.
The RHD or designee will conduct the mediation conference. At the conference , the findings of the investigation will be
discussed with the student with an effort toward resolving the case. There are three potential outcomes to mediation. First, the case
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may be resolved by mutual agreement, which may include the imposition of sanctions for violations of policy (if a student admits
responsibility for such violations). Second, if no agreement is reached, the matter may proceed to a formal disciplinary hearing under
these procedures. Third, if the student effectively demonstrates that the investigation’s findings are incorrect, the allegations may be
dismissed as unfounded.
Failure to attend an assigned mediation conference may result in the student being charged with an additional violation of
residence hall rules and the scheduling of a disciplinary hearing.
D. Disciplinary Hearing
1.Notice to Students
Notice of the charge(s) and the time and place of the hearing must be sent to the student’s college e-mail address and, by
regular mail or hand delivery, to the student’s residence hall address or by regular mail to the student’s other current resident
address, if the student is no longer living in the residence hall (or, if unknown, the student’s permanent home address). The notice
must contain a summary of the student’s procedural rights at the hearing, as listed below. The student should be given a minimum of
seven calendar days notice of the date of the hearing.
2. General Rules
In general, the model for the disciplinary hearing is an administrative proceeding, not a criminal or civil trial. Accordingly,
criminal or civil trial procedures and rules of evidence do not apply. As long as the student rights outlined in this policy are observed,
the Hearing Officer will have considerable discretion with respect to procedural requirements so as to facilitate a fair and expeditious
decision.
Hearings will be closed to the public, except that an open hearing may be held, at the discretion of the presiding
adjudicator(s), if requested by the respondent. The case against the respondent will be presented by the RHD or designee. The RHD
may serve as the Hearing Officer for the case if he or she were not involved in the investigation or attempted mediation process. In
the event of prior involvement in the case by the RHD, a residence hall or student affairs professional staff member with no prior
involvement will be the Hearing Officer.

The Hearing Officer will inform the respondent of the charges, the hearing procedures, and his or her rights. The student
shall then be asked for a plea of “responsible” or “not responsible.” If the student pleads “responsible,” he or she will be given an
opportunity to explain his or her actions and to discuss the appropriate sanction, if any. If the student pleads “not responsible,” the
hearing will proceed to determination on the student’s culpability. The Hearing Officer will determine whether the student is
responsible by reviewing the evidence presented and applying a preponderance of the evidence standard.

If the respondent does not attend the hearing, and does not present a reasonable excuse for non-attendance to the RHD or
designee, the hearing may be held in the student’s absence. The Hearing Officer will consider the evidence and make a determination
based on the evidence available. The absence of a student may give rise to an inference of responsibility, but may not be treated, by
itself, as sufficient to demonstrate responsibility by a preponderance of the evidence.
3.Summary of Student Procedural Rights at the Hearing
•The right to a confidential, closed hearing.
•The right to present the student’s version of the incident.
•The right to present witnesses and documentary evidence on the student’s behalf.
•The right to cross-examine witnesses presenting evidence at the hearing.
•The right to receive copies of documents introduced into evidence at the hearing.
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•The right to be represented by legal counsel or an advisor at the student’s expense; the advisor does not act as an advocate for the
resident and is not authorized to address the Hearing Officer. The advisor must indicate relevant professional affiliation (if any), as
well as name and relationship to the respondent. RAs are not permitted to serve as advisors to respondents. The process will not be
delayed due to the unavailability of an advisor.
•The right to take written notes during the hearing, but not to use recording devices. The RHD’s office, however, will be responsible
for recording the hearing, and must make a copy of that recording available to the student upon request.
•The right to a written decision based on a preponderance of the evidence.
•The right to appeal a determination after a hearing.
4. Witnesses
The respondent and the residence hall staff member presenting the case each may present witnesses. Witnesses may
participate in the process by answering questions posed during the hearing or by providing a signed statement. Witnesses will be
asked to affirm that their statements are truthful. Questions may be posed to witnesses by the Hearing Officer, the respondent, and
the professional staff member presenting the case against the student.

5. Documentary Evidence
Respondents may introduce documentary evidence on their behalf at the hearing. CUNY adheres to federal law, the Federal
Education Rights and Privacy Act (“FERPA”), which governs the permissible release of “education records.” Education records include
records relating to students’ residency in residence halls. Except in emergency situations or for other good cause, requested copies
will be provided to a respondent prior to a disciplinary hearing on that student’s case. However, redactions will be made to the copies
if required by law.
6. Determination
a. Responsibility
Once all of the evidence is presented, the hearing will be adjourned for the Hearing Officer.to make a determination. A
student will be found responsible for a violation of residence hall rules if the case against the student was demonstrated by a
preponderance of the evidence. In other words, the evidence must demonstrate that it was “more likely than not” that the
respondent was responsible for a violation.
A written decision will be issued and appropriate sanctions, if any, imposed, within ten calendar days from the date of the
hearing. The decision will be sent by the RHD by regular mail to the respondent’s residence hall mailbox or delivered by hand to the
respondent’s room and to the student’s college e-mail address. In the event that the respondent is no longer residing in the residence
hall, the RHD will send the decision to the student’s new address, or, if unknown, to the student’s permanent home address.
b. Educational Requirements and Sanctions
Students who are found responsible for a violation(s) may be subject to one or more educational requirements and/or
sanctions. Respondents may also agree to educational requirements and/or sanctions in order to resolve a case during the mediation
process. The following is a list of possible requirements and sanctions.
Educational requirement: Mandate that the student complete an educational program relevant to the violation, with the possibility of
imposition of sanctions if the student fails to complete the program.
Warning: Written notice that the student has violated a rule and that continuation or repetition of the wrongful conduct may result in
more severe disciplinary action.
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Housing Probation: Imposition of a sanction that is deferred for a period of time and then expires, unless the student continues or
repeats the wrongful conduct.
Loss of Privileges: Exclusion from participation in privileges for a specified period of time, including possible exclusion from certain
areas of the residence hall.
Relocation: Interim or permanent relocation to another room/location within the hall.
Restitution: Reimbursement for damage to or misappropriation of property. It may also include restoring the property to its original
condition, engaging in activities related to personal and/or academic growth and reflection, and/or providing service to the residence
hall community.
Denial of Renewal: Denial of renewal option for future residence at the hall.
Residence Hall Suspension: Exclusion from the residence hall for a specified period of
time, after which the student is eligible to return. It may also include specified conditions for re-admission. The student will have no
access to the building during the period of suspension.
Residence Hall Dismissal: Permanent separation of the student from the residence hall and termination of a student’s housing or
license agreement, as applicable. Following dismissal, the student will have no access to the building.
c.

Appeal

Students found responsible for violations after a disciplinary proceeding may submit a written appeal (via their email account
or by regular mail) to an Appeal Officer within ten calendar days of the date of the decision. The Appeal Officer shall be the RHD, as
long as he or she was not involved in an earlier stage of the proceedings at the Hearing or Mediation, and did not conduct the
investigation. If the RHD had involvement with the case at an earlier stage, he or she should designate a staff member to decide the
appeal. If there are no residence hall staff members who have not been involved in an earlier stage of the proceeding or investigation,
the appeal will be decided by the College’s Chief Student Affairs Officer or designee. If the sanction imposed is suspension or dismissal
from the residence hall, the appeal shall be made directly to the College’s Chief Student Affairs Officer or designee and not to the RHD
or other residence hall staff member, even if they were not involved in the case at an earlier stage.

Unless the student has been subject to emergency interim removal or the written determination after the proceeding
states that the student presents a direct threat to him or herself or others (by evidencing a likelihood of harm to him or herself or
others), or is substantially disrupting the learning or working environment of others, the student may not be removed from the
residence hall while his or her appeal is pending.
The appeal should include a written statement outlining the specific issues for which review is sought, and the grounds upon
which exception is taken to the determination. Grounds for appeal are limited to the following:
•There is evidence that was not available at the hearing which, had it been available, would in all reasonable likelihood have produced a
different finding on the student’s responsibility for the alleged violation(s).
•The factual findings are “clearly erroneous” based on the evidence presented.
•There was a substantial procedural irregularity.
•The sanctions imposed are grossly disproportionate to the violation.
.
The Appeal Officer may either schedule a meeting with the student or decide the appeal solely on the content of the letter.
The Appeal Officer may alter the findings if they are clearly erroneous, may reduce the sanctions imposed if they are disproportionate
to the violation, and/or, in some cases, may remand for additional fact-finding to be made at a hearing. A determination on the
Appeal should be issued within ten calendar days from the date of receipt of the appeal, and it should be mailed by regular mail or
hand- delivered to the resident’s residence hall address (or the resident’s current address, if no longer living in the residence hall, or, if
unknown, to the resident’s permanent home address) and the resident’s college e-mail address. The Appeal Officer’s determination
shall be final and not subject to further appeal.
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APPENDIX F
SEXUAL HARASSMENT GUIDELINES
Policy Statement
It is the policy of The City University of New York to promote a cooperative work and academic environment in which there exists
mutual respect for all University students, faculty, and staff. Harassment of employees or students based upon sex is inconsistent with
this objective and contrary to the University’s non-discrimination policy. Sexual harassment is illegal under Federal, State, and City
laws, and will not be tolerated within the University.
The University, through its colleges, will disseminate this policy and take other steps to educate the University community about
sexual harassment. The University will establish procedures to ensure that investigations of allegations of sexual harassment are
conducted in a manner that is prompt, fair, thorough, and as confidential as possible under the circumstances, and that appropriate
corrective and/or disciplinary action is taken as warranted by the circumstances when sexual harassment is determined to have
occurred. Members of the University community who believe them to be aggrieved under this policy are strongly encouraged to
report the allegations of sexual harassment as promptly as possible. Delay in making a complaint of sexual harassment may make it
more difficult for the college to investigate the allegations.
A. Prohibited Conduct
It is a violation of University policy for any member of the University community to engage in sexual harassment or to retaliate
against any member of the University community for raising an allegation of sexual harassment, for filing a complaint alleging
sexual harassment, or for participating in any proceeding to determine if sexual harassment has occurred.
B. Definition of Sexual Harassment
For purposes of this policy, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other
oral or written communications or physical conduct of a sexual nature when:
1. submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment or
academic standing;
2. submission to or rejection of such conduct by an individual is used as a basis for employment or academic decisions
affecting such individual; or
3. such conduct has the purpose or effect of unreasonably interfering with an individual's work or academic performance or
creating an intimidating, hostile or abusive work or academic environment.
The City University of New York
Policy Against Sexual Harassment
Sexual harassment can occur between individuals of different sexes or of the same sex. Although sexual harassment most often
exploits a relationship between individuals of unequal power (such as between a faculty member and student, supervisor and
employee, or tenured and untenured faculty members), it may also occur between individuals of equal power (such as between
fellow students or co-workers), or in some circumstances even where it appears that the harasser has less power than the
individual harassed (for example, a student sexually harassing a faculty member). A lack of intent to harass may be relevant to,
but will not be determinative of, whether sexual harassment has occurred.
C. Examples of Sexual Harassment
Sexual harassment may take different forms. Using a person's response to a request for sexual favors as a basis for an academic
or employment decision is one form of sexual harassment. Examples of this type of sexual harassment include, but are not
limited to, the following:
- requesting or demanding sexual favors in exchange for employment or academic opportunities (such as hiring,
promotions, grades, or recommendations);
- submitting unfair or inaccurate job or academic evaluations or grades, or denying training, promotion, or access to any
other employment or academic opportunity, because sexual advances have been rejected.
Other types of unwelcome conduct of a sexual nature can also constitute sexual harassment, if sufficiently severe or pervasive
that the target does find, and a reasonable person would find, that an intimidating, hostile or abusive work or academic
environment has been created. Examples of this kind of sexual harassment include, but are not limited to, the following:
- sexual comments, teasing, or jokes;
- sexual slurs, demeaning epithets, derogatory statements, or other verbal abuse;
- graphic or sexually suggestive comments about an individual's attire or body;
- inquiries or discussions about sexual activities;
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- pressure to accept social invitations, to meet privately, to date, or to have sexual relations;
- sexually suggestive letters or other written materials;
- sexual touching, brushing up against another in a sexual manner, graphic or sexually suggestive gestures, cornering,
pinching, grabbing, kissing, or fondling;
- coerced sexual intercourse or sexual assault.
D. Consensual Relationships
Amorous, dating, or sexual relationships that might be appropriate in other circumstances have inherent dangers when they
occur between a faculty member, supervisor, or other member of the University community and any person for whom he or she
has a professional responsibility. These dangers can include: that a student or employee may feel coerced into an unwanted
relationship because he or she fears that refusal to enter into the relationship will adversely affect his or her education or
employment; that conflicts of interest may arise when a faculty member, supervisor, or other member of the University
community is required to evaluate the work or make personnel or academic decisions with respect to an individual with whom
he or she is having a romantic relationship; that students or employees may perceive that a fellow student or co-worker who is
involved in a romantic relationship will receive an unfair advantage; and that if the relationship ends in a way that is not
amicable, either or both of the parties may wish to take action to injure the other party.
Faculty members, supervisors, and other members of the University community who have professional responsibility for other
individuals, accordingly, should be aware that any romantic or sexual involvement with a student or employee for whom they
have such a responsibility may raise questions as to the mutuality of the relationship and may lead to charges of sexual
harassment. For the reasons stated above, such relationships are strongly discouraged.
For purposes of this section, an individual has "professional responsibility" for another individual at the University if he or she
performs functions including, but not limited to, teaching, counseling, grading, advising, evaluating, hiring, supervising, or making
decisions or recommendations that confer benefits such as promotions, financial aid awards or other remuneration, or that may
impact upon other academic or employment opportunities.
E. Academic Freedom
This policy shall not be interpreted so as to constitute interference with academic freedom.
F. False and Malicious Accusations
Members of the University community who make false and malicious complaints of sexual harassment, as opposed to complaints
which, even if erroneous, are made in good faith, will be subject to disciplinary action.

G. Procedures
The University has developed procedures to implement this policy. The President of each constituent college of the University,
the Senior Vice Chancellor at the Central Office, and the Dean of the Law School shall have ultimate responsibility for overseeing
compliance with this policy at his or her respective unit of the University. In addition, each dean, director, department
chairperson, executive officer, administrator, or other person with supervisory responsibility shall be required to report any
complaint of sexual harassment to the individual or individuals designated in the procedures. All members of the University
community are required to cooperate in any investigation of a sexual harassment complaint.
H. Enforcement
There is a range of corrective actions and penalties available to the University for violations of this policy. Students, faculty, or
staff who are found, following applicable disciplinary proceedings, to have violated this Policy are subject to various penalties,
including termination of employment and/or student expulsion from the University.
Effective October 1, 1995
(Revised January 1, 2005)

35

APPENDIX G
FACILITIES FREQUENTLY ASKED QUESTIONS
We have collected the most frequently asked facilities questions for your reference. This information will help you set up your
apartment and maintain it throughout the year.
How should I hang pictures on the wall?
The goal is to minimize damage to the walls. We have found best for this purpose are 3M Command Adhesive (TM)
products, tacks and picture hanger hooks. Do not use screws, nails (except finish nails), tape, adhesive pads, or putty of any
kind.
Why can’t I hang anything from or near the sprinklers?
The sprinklers are extremely sensitive and may go off if jostled or tampered with. If this happens, your apartment will flood
within seconds. So be respectful of this equipment.
What should I do if my phone doesn’t work?
If you think there might be a problem with your phone, first make sure it is plugged into the correct jack. The phone line jack
is white and the Ethernet jack is blue. If that doesn’t solve the problem, submit a maintenance request.
What should I do if my cable doesn’t work?
First check that your cable cord is securely attached to your TV and the wall jack. If that does not correct the problem, please
contact our cable service provider Single Digits at 877-778-WAVE or www.airwave-networks.net/towersCCNY to submit a
service request.
What should I do if my apartment has a pest control problem?
Most importantly, clean your apartment, as pests usually result from unsanitary conditions, such as improperly stored food,
or organic residue in your garbage can. If the problem persists, submit a work order. The maintenance staff will have our
pest control company treat your apartment on their next weekly visit. If possible, capture a sample of the pest to show to
the pest control company for accurate identification and treatment.
What should I do if an outlet in the bathroom or kitchen does not work?
This is probably due to water contacting the required GFT outlet. There are two GFI buttons on the outlets in these areas: a
test button and a reset button. If an outlet doesn’t work, push the reset button. If the outlet still does not work, submit a
maintenance request.
What should I do if I lose power in an area of my apartment?
If there is a power outage in the apartment, you should find the breaker box, which is a metal insert in your wall in the
kitchen or hallway. There are two columns of switches in the breaker box. Each switch in a column should be facing the
same direction. If one switch is out of alignment, flip it back so that it is properly aligned. If all of the switches are aligned
correctly, locate the switch that matches the specific area where the power outage exists (e.g. the bathroom or kitchen) and
flip that switch to the opposite position and then to the correct position.
Will the maintenance staff change light bulbs for me?
Yes, the maintenance staff will change light bulbs on all apartment fixtures.
What should I do if my toilet is clogged?
If you do not have a plunger, you can check one out from the security desk. Pump the plunger into the toilet to create
suction, then release the plunger, and repeat those actions until the obstruction is cleared. If your toilet is overflowing, turn
the valve on the lower left-hand side of the wall behind the toilet clockwise until it stops. Use something to soak up the water
before it flows to the apartment below. See section below on maintenance emergency to determine how to report this
problem.
Why does my water need time to warm up?
The hot water circulation system for these buildings is very large. If there is not a lot of usage it can take time to pull the hot
water to your apartment.
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What is a maintenance emergency?
A maintenance emergency is one in which the safety of a resident is jeopardized or when basic life needs are not provided.
In case of a maintenance emergency, the RA will activate the 24-hour on-call system and a staff member will come in to solve
the problem.
Situations that would be considered emergencies are:
❖ All toilets in unit are clogged
❖ Heating doesn’t work and temperature outside is under 45 degrees
❖ Air conditioning doesn’t work and temperature outside is over 95 degrees
❖ Unit door will not lock
❖ No electricity in unit
❖ Flooding
❖ Refrigerator/freezer is not cooling food to safe temperatures
❖ Broken window (both panes)
❖ Inoperable smoke detector
Situations that are not maintenance emergencies, but would be handled as soon as possible the next day include:
❖ Clogged toilet in a unit where another toilet works.
❖ No hot water
❖ Stove doesn’t work
❖ Heating doesn’t work and temperature outside is over 45 degrees
❖ Air conditioning doesn’t work and temperature outside is under 95 degrees
❖ Bedroom door won’t lock
❖ Clogged shower
❖ Electricity out for one or two items
❖ Smoke detector low battery indicator is sounding
Situations that are not emergencies and would be dealt with in priority order include:
❖ Blinds don’t go up/down
❖ Water drains slowly
❖ Broken towel rack
❖ Light bulb needs to be changed
What can I do to avoid being billed for damages when I move out?
There are several steps that you can take to keep your apartment in good condition so that you will be eligible for a security
deposit refund at the end of your lease:
❖ Clean your apartment at least once a week. Pay special attention to vacuuming the carpets, cleaning the toilets,
bathtubs, sinks, tile floors, stovetop, drip pans, microwave, refrigerator, and countertops. It is wise to set up a
cleaning rotation between all residents to ensure a clean apartment at check out.
❖ Keep your walls in good condition: hang only one or two pictures per wall using the methods recommended above,
do not place furniture directly against the walls, and make sure that your bed sheets and bedspreads do not mark
the walls.
❖ Put a mattress pad or mattress cover on your mattress to protect it from stains.
❖ Prevent damage to the apartment and do not install additional items such as shelves, hooks, over-the-door hooks.
Follow the instructions in your move-out letter to prepare your apartment for move-out. Be sure to coordinate your moveout preparation with your roommates, since common area issues are billed to all residents of the apartment.
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APPENDIX H
Appliance Quick Reference Guide
This guide provides you with helpful tips for using your apartment’s appliances safely and efficiently. If you have any other questions
about your appliances, you may wish to download the user’s Handbooks from the internet – they are very helpful to have handy!
Appliance

Do
Put a protective cover of aluminum foil on
your drip pans to make cleaning easier.

Don’t
Heat oil at a high temperature – it may
catch fire.

Clean the drip pans, hood filter, stovetop,
and oven regularly.

Use water to attempt to extinguish a
kitchen fire.
Leave the stove unattended while in use.

Microwave

Purchase and maintain a fire extinguisher
in your kitchen.
Clean the microwave regularly.

Refrigerator/Freezer

Use microwave-safe dishes.
Clean the refrigerator regularly.

Stove

Put items containing metal or aluminum
foil in the microwave.
Overload shelves or door storage.
Block bottom front vent in freezer.

DAMAGES4
Avoiding damage charges.
Please complete the Room Condition Report you receive at check in and submit it to the Management office within three business
days of your check in. To complete the form, log onto The Towers Residential Portal and document any damage that currently exists
in your unit. Be as specific as possible using numbers, dimensions and descriptions. For example, if your kitchen counter has a scratch
in the laminate, you might write “2 inch scratch near sink” in the move in column in the kitchen section next to “counter”. If you have
any questions about how to complete the form, please contact your Resident Assistant for help. This Report will be used when you
move out so we don’t charge you for any pre-existing damages in your apartment.
If there are any items that need correction in your room, please submit a maintenance ticket requesting the repair. Maintenance
tickets can be submitted via www.ccnytowers.com through the Residential Portal. If you have not yet received an email with your
username and password, contact the service desk to submit the maintenance ticket.

3
4

For complete listing of CCNY contacts see CCNY web site directory
See inside cover of Handbook for CCNY campus map and identification of buildings
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List of Common Damages.
Following is a list of common damages and the associated charges. The list is necessarily incomplete, as many damages must be
handled on a case-by-case basis. All payments are due with the month’s rental installment following notification to you of the
charges. No charges will be assessed without fully considering reasonable wear and tear as well as the move in condition described
on the Room Condition Report.
Screen Replacement .................................................................................................................................. $30.00
Screen Re-installation ................................................................................................................................ $10.00
Smoke Alarm Replacement ....................................................................................................................... $75.00
Smoke Alarm Re-installation ..................................................................................................................... $25.00
Space Heater Replacement………………………………………………………….. ....................................................... $50.00
Hollow Door Replacement ......................................................................................................................... $180.00
Steel Door Replacement ............................................................................................................................ $400.00
Window Glass Replacement (size varies) ................................................................................................. $170.00
Blinds Replacement.................................................................................................................................... $25.00
Minor Wall Repair (Includes holes and nicks which can be patched
or stains which can be covered. Major repairs or stains will be handled
on a case-by-case basis.)............................................................................................................................ $45.00
Minor Ceiling Repair (Major repairs or stains will be handled on a
case-by-case basis.) .................................................................................................................................... $90.00
Light Fixture Cover Replacement .............................................................................................................. $25.00
Upholstered Furniture Cleaning ................................................................................................................ $45.00
Carpet Replacement, per bedroom .......................................................................................................... $600.00
Carpet Replacement, common area ......................................................................................................... $900.00
Carpet Cleaning, per room ........................................................................................................................ $50.00
Kitchen/Bathroom Flooring Replacement ................................................................................................ $300.00
Counter Laminate Replacement................................................................................................................ $350.00
Removal of foreign objects From Plumbing ............................................................................................. Varies
Garbage/Trash removal (per box/bag) ..................................................................................................... $15.00
Door Knob Replacement ............................................................................................................................ $165.00
Wall plate Replacement ............................................................................................................................. $10.00
Microwave Replacement ........................................................................................................................... $255.00
Refrigerator Replacement ......................................................................................................................... $500.00
Stove Replacement .................................................................................................................................... $400.00
Refrigerator Shelf Replacement ................................................................................................................ $30.00
Ice-Cube Tray……………………………………………………………………….. ............................................................... $5.00
Toilet Replacement .................................................................................................................................... $280.00
Toilet Seat Replacement ............................................................................................................................ $20.00
Towel Rack Replacement ........................................................................................................................... $20.00
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Toilet Paper Holder .................................................................................................................................... $20.00
Excessive toilet plunging due to disposal of items (pads,
tampons, excessive toilet paper, etc) that should not be flushed………………….. .................................. $50.00
Bedroom Cleaning (vacuum carpet, clean out drawers, clean out closet,
dust blinds, clean windows, clean window ledges, dust furniture)......................................................... $100.00
Bathroom Cleaning (wipe down fixtures and vanity, damp mop floor,
clean tub, clean toilet, wipe down walls, wipe down door) .................................................................... $100.00
Living Room Cleaning (vacuum carpet, dust furniture, clean window
ledges, clean windows, dust blinds, wipe down baseboard, disinfect furniture) ................................... $100.00
Kitchen Cleaning (damp mop floor, wipe down all surfaces, wipe
down laundry door and washer/dryer, clean out cabinets and drawers) .............................................. $200.00
Appliance Deep Cleaning ........................................................................................................................... $50.00
Full Kitchen Deep Cleaning (includes kitchen cleaning and deep
cleaning of all appliances) .......................................................................................................................... $240.00
Drip Pan Replacement ............................................................................................................................... $30.00
Stove Top Burners Replacement……………………………………..……………... .................................................... $50.00

Dresser Replacement ................................................................................................................................. $345.00
Desk Replacement...................................................................................................................................... $370.00
End Table Replacement ............................................................................................................................. $150.00
Coffee Table Replacement ........................................................................................................................ $160.00
Entertainment Center Replacement ......................................................................................................... $250.00
Living Room Chair Replacement................................................................................................................ $375.00
Sofa Replacement ...................................................................................................................................... $585.00
Dining Table Replacement ......................................................................................................................... $275.00
Dining Chair Replacement ......................................................................................................................... $90.00
Bed Frame/Springs Replacement .............................................................................................................. $225.00
Desk Chair Replacement ............................................................................................................................ $150.00

Mattress Replacement ............................................................................................................................... $300.00
Pool Stick Replacement……………………………………………………………. ............................................................$30.00
Pool Table Felt Replacement………………………………………………………. ........................................................ $400.00
Board Game Replacement………………………………………………………… .......................................................... $25.00
*Charges are subject to change at any time without notification.
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EMERGENCY PREPAREDNESS5
Emergency Preparedness
Although we hope emergencies won’t happen, it is best to be prepared. The Towers at CCNY staff will do their best to help you, but
you need to do your part as well. Follow the three steps below and you’ll be ready!
Make a Kit
You should have a few emergency supplies stashed away in case of an emergency. If you have a car, you should have two kits, one in
your apartment and the other in your automobile. These kits should include: water & food (non-perishable), can-opener, first aid
supplies, flashlight/batteries, battery-powered AM/FM radio, corded telephone, and medication or any other special item you can’t do
without.
If you are evacuated to a campus emergency location, you will only be able to bring minimal belongings, so be sure that you have the
following supplies accessible to be quickly packed at all times: clothing, pillow/blanket, towel & soap, toothbrush/toothpaste, shower
shoes, medicine, flashlight, padlock, phone card, snacks, something to do (books, games, etc).
Make a Plan
If an emergency occurs, you want to know what your resources are, and have a plan ready. Keep the following issues in mind when
drafting your personal emergency plan:
•
•
•

If you had to evacuate campus for a few days, where would you go in the local area?
Do you have an out-of-state contact to help you communicate to your family members? It may be easier to make
a long-distance phone call than to call across town if local circuits are busy.
Will The Towers staff be able to contact you with updates about the situation? Make sure you keep your
emergency contact information up-to-date with the The Towers Management Office.

Be Informed…
… about fire alarm procedures
If the fire alarms sound, you must evacuate the building. Exit your apartment and go to the nearest stairwell – don’t use the elevator
if the alarms are sounding! Go down to the first floor, exit the building, and proceed to the assembly point listed in the chart below.
Find the Resident Life staff member assigned to your assembly point and remain at the assembly point until the Resident Life staff
member authorizes you to re-enter the building or directs you to another location.
Interior Assembly Area: CCNY the main theater in Aaron Davis Hall
Exterior Assembly Area: 133rd and St. Nicholas Terrace by the Guard Booth.
… about emergency readiness
You can find more information about emergency readiness at www.ready.gov or www.fema.gov. Help your RA plan a program to
prepare residents for what to do in case of emergency. You’ll learn a lot in the planning and will help your fellow residents learn too!

gs
5
All phone numbers are 212-650-xxxx
is supplementary to detailed information about avoiding and responding to emergencies throughout this Manual, and this Appendix
needs to be used in conjunction with those details.
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APPENDIX I

The Towers at CCNY
Residence Hall Association
Constitution
The resident students of The Towers at City College of New York establish a Residence Hall Association to provide a representative
voice for resident students to further the relationship of residency in The Towers with the social, educational, and cultural mission of
our college experience.
Article One:
Section One:

Name
The name of this organization shall be the Residence Hall Association of CCNY, hereafter referred to as RHA.

Article Two:
Purpose and Responsibility
Section One:
The purpose of the organization shall be as follows:
A. To receive and disseminate information from the Towers residence hall at CCNY.
B. To serve as a forum of exchange for ideas, issues, and opinions of the residence hall community.
C. To support and encourage positive community growth among the residents.
D. To be a liaison between the residents of The Towers CCNY and the Capstone Office of Housing and Residence Life.
E. To sponsor and provide campus programming that promotes the academic, social, and cultural experience of residence
hall students.
F. To uphold and promote CCNY policies applicable to students who reside in The Towers.
G. To uphold and promote the policies established by the Office of Housing and Residence Life.
H. To encourage respect for a diversity of religious, cultural, and personal backgrounds, reflecting residence in The Towers
as a microcosm of a multicultural society.
Article Three: Membership
Section One:
The voting membership of the organization shall be one (1) official representative selected by each floor in
accordance with the hall’s constitution.
Section Two:
Voting members shall not be Resident Assistants during their term of office.
Section Three: All voting members must live in the residence hall or building community they represent.
Section Four:
All other students living in the Towers at CCNY are non-voting members of RHA and are encouraged to attend all
General Assembly meetings and participate in committees.
Section Five:
RHA does not discriminate on the basis of race, sex, religion, color, national origin, physical or mental disability,
health impairment, age, status as a Vietnam era veteran, or sexual orientation.
Article Four:
Responsibility of Voting Members
Section One:
It is the responsibility of all voting members of RHA or designated proxies to attend all RHA General Assembly
meetings and all assigned committee meetings.
Section Two:
It is also the responsibility of all voting members:
A. To represent and vote according to the interests of their respective hall.
B. To act in the best interest of the entire residence hall community.
C. To review, and, if necessary, propose changes to the minutes of General Assembly meetings.
Section Three: All voting members of RHA must serve on at least one (1) of the standing committees.
Article Five:
Executive Board
Section One:
The Executive Board shall consist of the three (3) executive officers and ten (10) floor representatives.
Section Two:
The Executive Board shall plan each General Assembly meeting.
Section Three:
The meetings of the Executive Board shall be held bi-monthly at a specific time set at the beginning of each
semester.
Section Four:
The Executive Board shall be voting members of RHA.
Section Five:
Executive Board members shall not be Resident Assistants during their term of office.
Section Six: Executive Board members shall maintain a cumulative 2.3 GPA during their term of office.

42

Article Six:
Executive Officers and Standing Committee Directors
Section One:
The executive officers of this organization shall be:
A. President
B. Vice President
C. National Communications Coordinator (NCC)
D. Activities Director
E. National Communications Coordinator (NCC Elect)
Section Two:
Elected Positions
A. All elected officers may only hold one (1) elected RHA position at any time during their time of office.
B. Elected positions in other on-campus organizations (this includes USG, etc.) will be evaluated by the Executive Board of
RHA and the advisor on a case by case basis.
Section Three: The general duties of the executive officers shall be to attend and actively contribute to all RHA Executive Board,
General Assembly, and designated committee meetings, if applicable.
Section Four:
Succession and Resignation
A. If the Presidency is vacant, the Vice President shall become President. In the occurrence of a vacated executive office
other than the Presidency and NCC an election shall be held for that vacancy as described in the Elections Code.
B. If the NCC position is vacant, the NCC Elect shall serve as the NCC. In the circumstance there is no NCC Elect at the time
of the resignation of the NCC, there shall be an election for the vacant executive position as described in the Elections Code.
C. In the event of a vacated office, the Executive Board shall fulfill the duties of that
office until the position is filled.
Article Seven: Advisors
Section One:
The duties and responsibilities of the advisors shall be:
A. To act as a resource for all committee work.
B. To act as a resource person to RHA.
C. To serve as an ex-officio member of the Executive Board.
Section Two:
An Assistant Director of Housing and Residence Life and/or designated Staff Member shall be a permanent advisor
to RHA, and serve as its primary advisor.
Section Three: The Director of Housing and Residence Life can remove an advisor
at his/her discretion.
Section Four:
Upon the resignation of an advisor, the Assistant Director of Housing and Residence Life shall accept letters of intent
from any Residence Hall Director, Assistant Residence Hall Director, or Resident Manager and conduct interviews in the usual manner.
Section Five:
The number of additional advisors will be at the discretion of the primary advisor.
Article Eight:
Resolutions and Motions
Section One:
A resolution or motion is passed when the appropriate majority of the
voting representatives cast his/her vote in favor of that resolution or motion.
Section Two:
The President has the authority to veto a resolution or motion based on constitutionality or legality.
Section Three: If a resolution or motion is not approved by the President, the voting representatives have the power to override the
President’s decision with a two-thirds (2/3) vote of the voting representatives, except in cases where the motion or resolution has
been determined unconstitutional or illegal.
Article Nine:
Section One:

Elections
The RHA Elections procedures will be stated in the official RHA Elections Code.

Article Ten:
Amendments
Section One:
Amendments may be proposed in writing by any voting member of the
organization as well as any Executive Board member and must be submitted to the
President before the Executive Board meeting prior to its presentation at a General
Assembly meeting.
Section Two:
The amendment will be presented at the next General Assembly meeting.
Section Three: A vote of three-fourths (¾) of the voting membership is required to amend the Constitution.
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Article Eleven: Bylaws
Section One:
RHA shall be empowered to adopt such Bylaws and regulations as deemed necessary for carrying out its functions
through the procedures established in the Constitution, provided such Bylaws and regulations do not conflict with the Constitution.
Section Two:
Amendments to the Bylaws can be made with an affirmative vote of
two-thirds (2/3) by the voting membership present at any General Assembly meeting.
Section Three: The Bylaws shall go into effect upon adoption of this document.
Article Twelve: Ratification
Section One:
This Constitution shall become effective upon ratification by three
fourths (¾) of the voting membership and the approval of the Residence Hall Director and the Vice President of Student Affairs.
Article Thirteen: Parliamentary Procedure
Section One:
RHA shall follow the current edition of Robert’s Rules of Order
Newly Revised, unless they somehow conflict with another section of the governing
documents.
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APPENDIX J
THE CITY UNIVERSITY OF NEW YORK
POLICY ON DRUGS AND ALCOHOL
The City University of New York (“CUNY”) is an institution committed to promoting the physical, intellectual, and social
development of all individuals. As such, CUNY seeks to prevent the inappropriate use of drugs and alcohol, which can adversely
impact performance and threaten the health and safety of students, employees, their families, and the general public. CUNY complies
with all federal, state, and local laws concerning the unlawful possession, use, and distribution of drugs and alcohol.
Federal law requires that CUNY adopt and implement a program to prevent the use of illicit drugs and abuse of alcohol by
students and employees. As part of its program, CUNY has adopted this policy, which sets forth (1) the standards of conduct that
students and employees are expected to follow; (2) CUNY sanctions for the violation of this policy; and (3) responsibilities of the CUNY
colleges/units in enforcing this policy. CUNY’s policy also (1) sets forth the procedures for disseminating the policy, as well as
information about the health risks of illegal drug and alcohol use, criminal sanctions for such use, and available counseling, treatment,
or rehabilitation programs, to students and employees; and (2) requires each college to conduct a biennial review of drug and alcohol
use and prevention on its campus.
This policy applies to all CUNY students, employees and visitors when they are on CUNY property, including CUNY residence
halls, as well as when they are engaged in any CUNY-sponsored activities off campus.
CUNY STANDARDS OF CONDUCT
The unlawful manufacture, distribution, dispensation, possession, or use of drugs or alcohol by anyone, on CUNY property
(including CUNY residence halls), in CUNY buses or vans, or at CUNY-sponsored activities, is prohibited. In addition, CUNY employees
are prohibited from illegally providing drugs or alcohol to CUNY students and from permitting CUNY students to illegally use drugs or
alcohol. Finally, no student may possess or consume alcoholic beverages in any CUNY residence hall, regardless of whether the
student is of lawful age. For purposes of this policy, a CUNY residence hall means a residence hall owned and/or operated by CUNY,
or operated by a private management company on CUNY’s behalf.
In order to make informed choices about the use of drugs and alcohol, CUNY students and employees are expected to
educate themselves about the physiological, psychological, and social consequences of substance abuse.

CUNY SANCTIONS
Employees and students who violate this policy are subject to sanctions under University policies, procedures and collective
bargaining agreements, as described below. Employees and students should be aware that, in addition to these CUNY sanctions, the
University will contact appropriate law enforcement agencies if they believe that a violation of the policy should also be treated as a
criminal matter.
STUDENTS
Students are expected to comply with the CUNY and college policies with respect to drugs and alcohol. Any student found in
violation may be subject to disciplinary action under Article 15 of the Bylaws of the Board of Trustees, which may result in sanctions
up to and including expulsion from the University.
In addition, any student who resides in a CUNY residence hall and who is found to have violated any CUNY or college policy
with respect to drugs and alcohol may be subject to sanctions under the CUNY Residence Hall Disciplinary Procedures, up to and
including expulsion from the residence hall.
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In lieu of formal disciplinary action, CUNY may, in appropriate cases, seek to resolve the matter through an agreement
pursuant to which the student must see a counselor or successfully participate in a drug and alcohol treatment program.
In accordance with the Federal Educational Rights and Privacy Act (“FERPA”), CUNY may also choose—when appropriate—to
contact parents or legal guardians of students who have violated the CUNY policy on drugs and alcohol.

EMPLOYEES
Any employee found to have violated this CUNY policy may be subject to disciplinary action, in accordance with the
procedures set forth in applicable CUNY policies, rules, regulations, and collective bargaining agreements. Sanctions may include a
reprimand, suspension without pay, or termination of employment. In lieu of formal disciplinary action, CUNY may, in appropriate
cases, seek to resolve the matter through an agreement pursuant to which the employee must successfully participate in a drug or
alcohol treatment program.

RESPONSIBILITIES OF CUNY COLLEGES/UNITS
Each college or unit of the University should make its best efforts to educate employees and students about this policy and
the risks associated with the unlawful possession, use, or distribution of illegal drugs and alcohol. The President of each college or
unit may choose to ban alcohol at on-campus functions or at any particular function. This policy, together with information about the
health risks of illegal drug and alcohol use, criminal sanctions for such use, and counseling, treatment, or rehabilitation programs
available to employees or students, must be distributed annually to all employees and students. The Chief Student Affairs Officer shall
be responsible for the distribution of this material to students, and the Director of Human Resources shall be responsible for the
distribution of the material to employees.
The Vice President for Administration, or person performing the equivalent function at each college or unit of CUNY, shall be
responsible for conducting a biennial review to determine the effectiveness of CUNY’s drug and alcohol program at its college or unit,
and to ensure that sanctions for drug and alcohol violations are consistently enforced. Upon completion, the biennial review must be
sent to the University’s Executive Vice Chancellor and Chief Operating Officer. This biennial review must include the number of drug
and alcohol-related violations and fatalities that occur on the college’s campus or as part of the college’s activities, as well as the
number and type of sanctions imposed as a result of drug and alcohol-related violations and fatalities that occur at the college as part
of its activities.
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