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STUDENT STAFF IN HALL ON-DUTY RESPONSIBILITIES 
 

Outline of Responsibilities While On Duty 

 Explain and enforce regulations of the hall and college. 

 Take responsibility for fostering security in the hall. 

 Attend any programs or hall council meetings going on in the hall. 

 Monitor and maintain general order in the hall. 

 Make referrals to appropriate College staff of any and all issues relating to security, safety or other 

matters of importance to the College - passing information to Area Coordinator, All-Campus Area 

Coordinator On-Duty (x3333), Public Safety (x3666), etc. 

 Maintain written summary of evening activity using the duty report form and turn it in to the Area 

Coordinator by the next morning. 

 Submit required incident reports (CIR, injury report, fire alarm). 

 

Hours 

Duty hours are 7:00 p.m.-7:00 a.m. you need to be in the hall and available by phone. 

 

On-duty staff members may not leave the hall.  If the on-duty staff member is not going to be in his/her room, 

he/she should notify the Hall Receptionist of the room number and phone number at which he/she will be 

available and leave a note on his/her door stating where he/she can be reached.   

 

Rounds 

On weekdays on-duty staff members are responsible for making a round when they come on duty, at least one 

additional round after that, and a final round at around midnight.  On weekends, they should make rounds as 

necessary-at least four, the last round beginning no earlier than 1:00 a.m.  Hall receptionist and residence life 

staff members should not be on rounds at the same time. 

 

Things on-duty staff members should do on rounds: 

 Check to make sure all main doors are locked at 8:00 pm 

 Walk through every floor of the building noting any disturbances or infringements of rules-"correct" 

these situations, call on other staff members, or Area Coordinator when necessary. 

 Check all public spaces - lounges, computer room, vending areas, floor lounges, laundry rooms, and 

kitchens - make sure stoves are off, note who’s using it, and any cleanliness problems in the Duty Log. 

 Check all bathrooms when possible. All bathrooms should be checked during the last round on weekend 

duty nights.  Knock and announce for co-gender bathrooms. 

 Public relations. Stop and talk to people (those you don't know as well as those you do). 

 Talk with other JCs/RAs concerning corridor/floor conditions. 

 Check all fire doors to make sure they are locked and that the outside lights above are turned on. 

 Close and lock any open windows on ground floor or other accessible public areas. 

 Call the Hall Receptionist when you go on or come back from doing rounds. 

 Respond to complaints from residents.  Note these in the Duty Log. 

 Record all of the evening's events in the Duty Log. 

 Report maintenance concerns on Maintenance Report and the Duty Log. 
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Duty Logs 
Duty Logs are a record summarizing the evening’s proceedings.  Observations of hall happenings and any 

action taken by a staff member while on duty are recorded on these forms and passed to the Area Coordinator 

the following morning.  They should be specific on these reports.  Reporting that the hall was "quiet" does 

not accurately describe an evening of duty in a residence hall.  Any personal comments or messages to staff 

should not be placed on this report.  Never make things up to be funny – duty logs are official records of the 

college and should be treated as formal documents. 

 

Keys 
The staff person on-duty should constantly have their sequence keys in their possession.  At no time should 

these keys be handed to another resident or any other person.  Sequence keys are not to leave the building.  

Any misuse of these keys will be severely dealt with. 

 
1. Staff members may open a room door with a master key for a resident who has become locked out of his/her own 

room.  The staff member must go get the master key, sign it out, go to the resident's room, unlock the door, and then 

return the master key to the lock box. 

 

2. Staff members are not permitted to keep a master key in their room at any time.  When staff members use a master 

key, they must return the key immediately to the lock box after use. 

 

3. Before a staff member uses a master key, he/she must sign out the key in the office.  Date, time out/in, and reason for 

use must be specified when checking a key in or out. 

 

4. If a master key is lost or misplaced, the Area Coordinator should be notified immediately.  The student responsible 

will be held financially responsible for replacement of all keys. 

 

5. Staff members on duty need to sign out the master key when they begin each round and must return it to the lock box 

at the end of each round. 

 

Appearance and Courtesy 
While on duty, staff members must appear appropriate and presentable.  Bare feet are not permitted. 

 

Courtesy is an important aspect of a student staff member’s job.  They should get to know residents.  

Learning names and faces is important so the residents see that they are friendly individuals.  Staff will be 

placed in situations in which they will need to enforce rules and regulations; however, much of the success 

that staff on duty will experience can be directly attributed to the attitude and skills, which they display in 

performing this role.  Fall training deals with the important and difficult matters of attitude, skills, and 

techniques involved in being successful at this position, especially when dealing with policy and boundary 

issues.  The manner in which staff members handle the contact they have with residents will determine much 

of their effectiveness.  To function effectively, the entire hall staff must maintain good communication and 

consistency.  They shouldn’t assume that questions will resolve themselves - they should ask for information 

or assistance.  On-duty staff play an important role in promoting the overall security of the hall.  The on-duty 

staff member who accepts and role models the responsibilities well by using diplomacy, confidence, and 

good judgment will instill a positive image not only within the hall and among its residents, but within the 

College community as well. 

 

Attending programs and/or Hall Council meetings 
You are expected to attend Hall Council at a minimum of one time per month and be present at the majority 

of hall-wide programs to support each other.  Be supportive and positive regarding the Hall Council and all 

groups you will work with in the hall.  By attending hall council there should be better cooperation between 

the student staff and hall council. When on duty you are required to attend all programs sponsored for the 

hall residents on that evening. 
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 HEALTH CARE PROCEDURES 
 

If there is a life-threatening emergency, immediately call 9-911 and request an ambulance.  

Calmly provide complete, accurate information. 

 

Primary Care Provider 
A registered nurse practitioner staffs the Student Health Service in partnership with the Northfield Hospital 

and Clinics.  The office hours are Monday-Friday from 9:00 a.m. to 11:30 a.m. and 1:00 p.m. to 4:00 p.m.  If 

a student feels they require the services of a physician, the student should contact Allina Health Northfield 

Clinic and arrange an appointment.  The college health care program does not cover any appointments at 

Allina. 

 

After Hours Care 
Should students need to see a physician at a time when the campus health service is closed, Allina Health 

Northfield Clinic offers urgent care services Monday through Thursday 7:30am to 6:30pm, Friday 7:30am to 

5:00pm and Saturday 8:00am to 2:00pm. If students are seen at Allina Health Northfield Clinic or Urgent 

care they will be treated as a private patient and will be charged by clinic for the visit. 

 

Emergency Care 
If a student is in need of medical care when both the campus health service and Allina Medical Clinic are 

closed, emergency care can be obtained by calling Northfield Hospital emergency room at 507-646-1000.  An 

Area Coordinator should assist in this procedure.  Students will be charged for any emergency room services 

they receive. 

 

Phone Consultations 
Emergency phone consultations with a physician about a student are available to Area Coordinators during 

the hours the campus health service and Allina Medical Clinic are closed.  To speak with a physician, call 

507-663-9000 and identify yourself as a St. Olaf Area Coordinator wishing to speak with a physician on call 

about a student. 

 

Gynecological Care 
Gynecological care is available on campus or with Allina Medical Clinic Nurse Practitioners and Physician 

Assistants.  

 

Inter-Campus Van 

The inter-campus van will adapt its route to include stops at Allina Health Northfield Clinic and the 

Northfield Hospital’s new Center for Sports Medicine and Rehabilitation (also off Highway 3).  The van will 

continue to stop at the Northfield Hospital, St. Olaf, and Carleton.  The van's loop takes approximately 30-40 

minutes. 
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POLICY ON SEVERE ACUTE RESPIRATORY SYNDROME 

(SARS) 
 

Consistent with current guidelines issued by the Centers for Disease Control and Prevention (CDC) and the 

World Health Organization (WHO), St. Olaf College has established the following policies regarding Severe 

Acute Respiratory Syndrome (SARS): 

 

Campus Community 
We want to assure the members of the campus community that we are following the guidelines from the 

CDC, WHO, Minnesota Department of Health, and local health officials to protect the health of faculty, staff, 

students, and visitors.  

 

In accordance with good public health practices, no one should attend public campus events, including 

classes, commencement, athletic events, concerts, etc., with a fever or acute illness. It is especially important 

that faculty, staff, students, and visitors from SARS-affected areas seek medical treatment as soon as possible 

if they develop the symptoms identified on the following website: 

 www.cdc.gov/ncidod/sars/exposurestudents.htm. 

 

The College will include information about SARS to students who come to campus from overseas, and at all 

international and off-campus travel orientation sessions. Students will be provided information on how to 

access community health care resources should they become ill. 

 

In the event of an individual presenting symptoms of the disease, procedures are also in place for appropriate 

college officials to work with local medical providers for immediate reporting, diagnosis, and appropriate 

treatment. 

 

Visitors to the College 
At this time, St.Olaf does not plan to restrict visitors or students from SARS-affected areas from coming to 

our campus. The CDC does not recommend canceling or postponing classes, meetings or other gatherings 

that would include those traveling to the United States from areas with SARS. Importantly, the CDC does not 

recommend quarantine of persons arriving from areas with SARS. People traveling from areas with SARS 

are being screened before they leave those countries, and travel visas are restricted for those with symptoms.  

In addition, U.S. health authorities distribute health alert notices to travelers arriving in the U.S. from areas 

with SARS, to notify them of the importance of monitoring their health closely for a period of 10 days 

following departure, and for persons who develop fever or respiratory symptoms, the need to promptly seek 

medical evaluation. Thus, re-screening persons without symptoms as they arrive on campus is not 

recommended.  

 

College-Related or Funded Travel 
St. Olaf will not authorize or fund travel for its faculty, staff, or students to SARS-affected areas under CDC 

travel advisories. Travel advisories specifically recommend against all non-essential travel to areas where the 

outbreak is occurring. The CDC considers risk in these areas to be much higher because of community 

transmission, inadequate containment procedures or inability of local medical personnel or medical facilities 

to handle medical problems.  Travel advisories are updated daily and change frequently, and can be found at 

the following websites: CDC http://www.cdc.gov/ncidod/sars/ and WHO http://www.who.int/csr/sars/en/.  

 

Continued Monitoring 
Although many questions about SARS remain unanswered, St. Olaf staff continues to monitor the rapidly 

changing information, and how the campus should respond should new threats to the health of our campus 

community arise.  The websites mentioned previously are the best sources of up-to-date information, and if 

you have questions or concerns, we suggest that you check these sources frequently, and talk to your health 

care provider about specific risks that you might face. 

http://www.cdc.gov/ncidod/sars/exposurestudents.htm
http://www.cdc.gov/ncidod/sars/travel_alert.htm
http://www.cdc.gov/ncidod/sars/
http://www.who.int/csr/sars/en/
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EMERGENCY PROCEDURES 
 

If there is a life-threatening emergency, immediately call 9-911 and request an ambulance.  

Calmly provide complete, accurate information. 

 

Area Coordinator Response:  In any serious emergency situation in a residence hall, after dealing with the 

immediate threat to life, the Area Coordinator should contact a member of the Dean of Students Office staff. 

 

1. The appropriate Associate Dean should be contacted for emergencies involving students from their class.  

If the appropriate Associate Dean is unavailable, contact one of the other Deans. 

 

2. The Dean of Students should be contacted if none of the Associate Deans are available. 

 

If the appropriate Associate Dean was not involved in the incident, please leave a message to inform them of 

the situation. 

 

In the following pages, various health care and emergency procedures are outlined.  If the Area Coordinator 

is not involved during the emergency, please contact him/her as soon as possible after the emergency and 

leave information of the situation. 

 

MEDICAL EMERGENCY PROCEDURES INVOLVING HUMAN LIFE: 
 

A determination will need to be made as to whether the accident or illness is of an emergency nature and 

needs transportation by ambulance or whether an alternative method could be used.  If it is a life-

threatening emergency, call 9-911 immediately for an ambulance. 

 

Emergency Transportation of seriously injured or ill students: 
1. Call 9-911 for an ambulance. 

2. Send someone to the front door of the building to direct those summoned for help to the scene of the 

emergency. 

3. Call Area Coordinator or All-Campus Area Coordinator On Duty (x3333). 

4. Call Public Safety (x3666). 

5. A Residence Life staff member should notify the Residence Life Office of the emergency (x3011) as 

soon as possible. 

6. Area Coordinators are to contact the appropriate Associate Dean as soon as possible (x6705). 

 

Students should not use the ambulance service or go directly to the emergency room except in cases of 

emergency.  Ambulance and emergency room service is not covered under the College Health Service.  

Students are responsible for the costs incurred for using the ambulance or emergency room services.  Area 

Coordinators and Student Staff cannot lend their vehicles or transport students to facilities. 
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Non-Emergency transportation of injured or ill students: 
Staff should help students find one of the various alternatives available for transportation. 
 

1. The Inter-campus Van leaves from the Buntrock Commons at regular intervals.  The van stops at the 

Health Service and the library on campus; it then proceeds to the Carleton campus, and then to the Allina 

Medical Clinic.  Van hours of operation are 7:00 a.m. - 6:00 p.m. weekdays, and no service on weekends. 
 

2. Northfield Taxi Company: 507-645-4447 

 Monday-Saturday 6:30 a.m. - 1:30 a.m. 

 Sunday 6:30 a.m. - 12:30 a.m. 
 

3. Public Safety, x3666, will transport non-emergency injured and ill students after Northfield Taxi and the 

inter-campus van have ceased operation. 
 

If at all in doubt about who to call, contact the Area Coordinator or Public Safety to aid in assessing the 

situation! 

 

In the event of any non-medical emergency: 
1. Contact the Area Coordinator. 
 

2. If unable to contact the Area Coordinator, contact the All-Campus AC On-Duty (x3333). 
 

3. If unable to contact either of the above, call Public Safety at x3666.  In the event of an emergency, call  

9-911 immediately. 
 

4. When reporting the emergency, calmly state your location, name, position, and describe the situation. 
 

5. Send someone to the front door of the building to direct those summoned to help to the scene of the 

emergency. 
 

6. The staff member responding to the situation should notify the Residence Life Office of the situation 

(x3011) as soon as possible.  During evenings and weekends leave Pamela a message (x3321) or at home 

(507-334-0085). 

 

Use of Staff Vehicles 
Residence Life Staff members are not to transport students in their own vehicles.  St. Olaf staff who transport 

students in their vehicles, even in the line of duty, do so at their own risk.  Your assumption of responsibility 

to take a resident in a privately-owned vehicle to the hospital may not be covered under the College's liability 

insurance policy. 

 

INTOXICATED STUDENTS 
 

If a problem situation occurs with an intoxicated student, refer to an Area Coordinator for assessment.  Make 

sure that a seriously intoxicated student receives appropriate medical attention, but under no circumstances 

should you or any other St. Olaf student staff member (including students) accept responsibility for the care 

of an intoxicated resident.  Area Coordinators with Public Safety Officer, SOEMTs and Northfield EMTs 

make the determination if someone needs to seek further medical treatment.   

 

Symptoms of Alcohol Poisoning 

 Person in unconscious or semi-conscious and cannot be awaken. 

 Cold, clammy, pale, or bluish skin. 

 Check to see if breathing is slow, less than eight times per minute, or irregular, with ten seconds or more 

between breaths. 

 Vomiting while “sleeping” or passed out, and not waking up after vomiting. 
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If a person has any of these symptoms, he or she is suffering from acute alcohol intoxication. 
1. Get help.  Call Area Coordinator or Public Safety.  If person is not breathing, call 9-911. 
 

2. Do not leave the person alone.  Turn the victim on his/her side to prevent choking in case of vomiting. 
 

3. Always be “better safe than sorry” if you are not sure what to do.  Call your Area Coordinator and if you 

can’t reach them, call the Area Coordinator on Duty (x3333) for help. 

 

PSYCHOLOGICALLY DISTRESSED STUDENTS 
 

Staff members should seek to effect a voluntary referral to the St. Olaf Counseling Center, located at Boe 

House, x3062. 
 

 Monday - Friday 8:00 a.m. to noon 

  1:00 p.m. to 5:00 p.m. 
 

Call the Area Coordinator, All Campus Area Coordinator on Duty, or Public Safety for additional support, if 

needed, or for emergencies after hours.  They will determine if someone from the Counseling Center should 

be called.  In all cases of psychological distress, be sure to contact your Area Coordinator as soon as possible 

to inform him/her of the situation.  Area Coordinators are to contact the appropriate Associate Dean as soon 

as possible.  The Dean will make the determination of whether to contact someone from the Counseling 

Center.  Area Coordinators are not to contact the Counseling Center staff directly. 

 

Attempted Suicide 
1. If medical emergency: 

a. Dial 9-911. 

b. Contact Public Safety (x3666) 

c. Contact the Area Coordinator.  If the Area Coordinator is not available, contact the All Campus Area 

Coordinator (x3333). 

d. Send someone to the front door to direct support to the scene of the attempted suicide.  The Area 

Coordinator should contact the appropriate Associate Dean. 

e. The hospital personnel or the Dean of Students Office will notify the parents or next of kin.  Do Not 

Release Any Information About The Case To Anyone Except Members Of The Dean Of 

Students Office. 

 

2. If not a medical emergency: 

a. Give appropriate assistance, if needed. 

b. Contact the Area Coordinator immediately.  If the Area Coordinator is not available, contact the All-

Campus Area Coordinator (x3333) on duty or Public Safety (x3666).  If a student cannot be left 

alone, please ask someone else to contact the Area Coordinator while you remain with the student.  

Area Coordinators are to contact the Dean on Call (x6705) as soon as possible. 

 

DEATH RESPONSE 
 

In the event of a student death, Area Coordinators are to call the Associate Dean of Students Director of 

Residence Life immediately.  The Associate Dean will activate the college's death response plan, which 

includes immediate response of the College Pastor, members of the Counseling Center, and the Dean of 

Students Office Staff to those floors/corridors affected.  The Dean of Students Office will notify family and 

notify others in the college community. 
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ST. OLAF SEXUAL MISCONDUCT POLICY / RESPONSE 
 

As an employee of St. Olaf College you have a responsibility to assist the college in preventing and 

responding to sexual misconduct.  If you suspect any conduct has occurred which may be sexual misconduct, 

as an employee of the College we have an expectation that you will promptly notify the Dean of Students 

Office.  Violation of this policy will result in discipline, up to and including dismissal from the college or 

termination of employment. 

 

What Constitutes Sexual Misconduct 
Sexual misconduct can occur against both males and females, regardless of sexual orientation, race, class, 

religion, age, or disability.  Sexual misconduct at St. Olaf is defined as “any sexual contact made with 

another person without his or her consent.”  Sexual misconduct may be perpetrated against unknown victims, 

or may occur when the victim knows his or her assailant, such as in the case of "acquaintance" or "date" rape.  

Sexual misconduct is unacceptable regardless of the relationship between the perpetrator and victim. 

 

Sexual misconduct can range in degree from the touching of another's intimate body parts without consent, to 

penetration without consent.  In some cases, an individual under the influence of alcohol or drugs at the time 

of a sex act may be found to have not been capable of voluntary or competent consent.  In addition, the 

existence of a prior sexual relationship between the victim and the perpetrator never justifies a sexual 

misconduct.  The lack of consent by either person constitutes sexual misconduct. 

 

If a sexual misconduct is reported to an Area Coordinator, the Area Coordinator should do the following: 

1. Assess physical and emotional stability. 

 Encourage the victim to receive counseling for support.  They can contact: 
  

 Family or friend 

 RA/JC/SHC  

 College Counseling Center  x3062  

 SARN (Sexual Assault Resource Network)  x3777  

 Between 8:00 p.m. - 8:00 a.m.  

 Appropriate Associate Dean  x3615  
 

 The above-mentioned can go with a victim to the hospital and act as an emotional support.  Victims 

should be encouraged to seek professional counseling and/or contact a sexual assault crisis center to help 

them cope with the incident and provide support.  Female and male support is available upon request at 

all levels.  Public Safety or the Northfield Police Department will assist with these calls. 

 

 Encourage the victim to receive a medical exam.  Encourage the victim not to bathe, douche, change 

clothes, clean up, or in any way destroy evidence.  A medical exam is needed to treat all injuries, 

sexually transmitted diseases, and possible pregnancy.  It is important for a victim's health and also for 

possible criminal prosecution.  Even if a victim does not go to the hospital immediately, it is still 

important to obtain a medical exam later for treatment of injuries, sexually transmitted diseases and 

pregnancy.  Public Safety or the Northfield Police will provide transportation to the nearest medical 

facility. 

 

2. Encourage the victim to report the incident to the appropriate Associate Dean or to Public Safety and the 

Northfield Police.  They can provide information regarding their legal rights and help them in reporting 

the incident if they choose to do so.  At the request of the victim, Public Safety will contact the 

Northfield Police Department and inform them that a sexual misconduct has been reported to the college.  

Public Safety will also provide prompt assistance to the victim by notifying law enforcement officials 

should the victim wish to make the initial report herself or himself.  Reporting the incident does not mean 

a victim has to file charges but makes it easier should they decide to do so in the future.  They can also 

assist the victim in receiving a medical exam. 
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3. Encourage the victim to report the incident immediately to the Northfield Police and St. Olaf Public 

Safety or the Dean of Students Office.  If the name of the alleged assailant is shared, the sexual 

misconduct will be investigated for possible disciplinary action.  The college may, in certain 

circumstances, be obligated to take disciplinary action against the accused regardless of the victim’s 

wishes. 

 

4. Contact the the Associate Dean of Students Director of Residence Life to let her know that a sexual 

misconduct has been reported.  Even if a report of misconduct has not been made to you, let the 

Associate Dean of Students Director of Residence Life know if you have reason to believe a sexual 

misconduct may have occurred.  

 

Mandatory Reporting 
Most St. Olaf employees are mandatory reporters.  This includes student staff: Student Hall Coordinators, 

Resident Assistants, Junior Counselors, and professional staff.  This means that if an employee is told of an 

incident of assault or harassment the employee must notify their supervisor or appropriate college personnel.  

SARN is not a mandatory reporter.  

 

Student staff members must tell either the Area Coordinator or Associate Dean that an incident involving 

sexual misconduct occurred; the name of the victim is not required.  The only exception to this policy would 

be student staff members who are working in the capacity of a SARN (Sexual Assault Resource Network) 

advocate. 

 

On-Campus Prevention and Support Services 
The Dean of Students Office, Public Safety, and SARN provide information and programming upon request 

to educate students on sexual misconduct.  The college will support any victim of sexual misconduct by 

working with the student in any capacity necessary; such as contacting the academic adviser and professors, 

providing transportation to the hospital, providing alternative classes or housing if feasible and necessary to 

avoid contact with the assailant, and by providing counseling services through the College Counseling Center 

or SARN 

 

Because of the traumatic nature of sexual misconduct, survivors are strongly encouraged to seek professional 

help.  On-campus counseling services available at the Counseling Center are confidential and free.  Any 

student may use any of the on-campus support mechanisms available without choosing to press charges or 

file a formal complaint.  It is important that survivors seek psychological support as well as medical attention.  

Even though the actual incident is over, a victim may suffer from a variety of difficulties commonly 

experienced after an incident of sexual violence or coercion. 

 

Area Coordinators 

Area Coordinators have been trained in crisis intervention, counseling, and support services…but by law are 

not a confidential source. 

 

Dean of Students (x3615 or x3023) 

The Dean or one of the Associate Deans can support a victim through this crisis and help him/her decide 

whether to contact family members, whether to take time off from school, and other options available. 

 

Northfield Police (507-645-4475) or (911) 

The police will interview the victim and gather information and evidence in an attempt to identify the person 

responsible in the event of stranger assault. 

 

Public Safety (x3666) 

Public Safety will assist you by contacting the support person of the victim’s choice if so desire, providing 

transportation, working with the Police Department, and discussing other options. 

 

Confidential Sources: 
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Confidential sources will not file a report for investigation.  Other resources are required to follow up if the 

identity of the alleged assailant is known, but will do so with respect and privacy of those allegedly involved 

with the incident. 

 

Counseling Center (x3062) 

An appointment can be arranged to see a professional counselor to help a victim through the crisis over the 

long term. 

 

Northfield Hospital (507-646-1000) 

The hospital provides medical assistance and conducts physical exams.  It is recommended that a physical 

exam be administered to a victim of a sexual misconduct in order to gather and preserve possible evidence in 

a timely fashion, as well as testing for possible sexually transmitted diseases.  The staff will also direct 

victims to local resources and victim assistance.  

 

SARN (x3777) or (x3062 between 8:00 a.m. - 8:00 p.m.) 

This student run group of state certified sexual assault advocates are on call from 8:00 p.m. to 8:00 a.m. daily 

to offer confidential services.  SARN advocates can outline options, accompany victims through the crisis, or 

just be there to listen.   

 

Student Health Service (x3064) 

Located in the Administration Building, the nurse practitioner can describe your health options concerning 

sexually transmitted diseases and pregnancy.  A referral can also be made to a physician at the Allina 

Medical Clinic.   

 

Hope Center (1-507-332-0882 or 1-800-607-2330) 

This advocacy program for victims of sexual assault and relationship violence has a 24-hour crisis line (1-

800-607-2330).  It offers various support groups, legal advocacy and community education programs among 

its many services. 

 

RIGHTS OF VICTIMS OF SEXUAL MISCONDUCT 
 

Victims of sexual crimes are entitled to certain rights under Minnesota law.  Those rights, described in the 

"Crime Victims' Bill of Rights," include special provisions pertaining to court proceedings, prohibitions 

against employer retaliation against victims, and the right to request that restitution be considered as part of 

the disposition of the criminal charge.  In addition, victims of sexual crimes also have certain rights provided 

by the Crime Victims Reparations Board and the Office of the Crime Victims Ombudsman. 

 

The Crime Victims Reparations Board provides for monetary compensation to crime victims under certain 

circumstances as provided by law.  The Crime Victim Ombudsman receives complaints from crime victims 

concerning possible violations of their rights by the criminal justice system or by victim assistance programs. 

 

Crime Victims Reparations Board Crime Victims Ombudsman 

100C 444 Cedar St. 121 7
th
 Place E. Ste. 420 

St. Paul, MN 55101 St. Paul, MN 55101 

(651) 282-6256 (651) 296-3848 

St. Paul, MN 55104 1-800-657-3506  
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Criminal Charges, College Procedures, and Community Awareness 
A victim of sexual misconduct should report the incident to the Northfield Police Department and Public 

Safety or the Dean of Students Office.  At the request of the victim, Public Safety will contact the Northfield 

Police Department and inform them that a sexual misconduct case has been reported to the College.  In 

addition, Public Safety will provide prompt assistance to the victim in notifying law enforcement officials 

should the victim wish to make the initial report herself or himself. 

 

Campus Crime Alert Notification 
The St. Olaf Public Safety Department will notify the St. Olaf community when a sex offense (forcible or 

non-forcible) is reported to their office or the Dean of Students Office, so that the community can take the 

appropriate steps to prevent this type of crime in the future.  The name of the victim will not be released by 

Public Safety in any notifications to the community members while informing them of information 

pertaining to the offense.  The college will strive to balance its concern for the welfare of victims of sexual 

misconduct with its duty to warn members of the St. Olaf community when serious crimes are reported. 

 

If the alleged assailant is a student and the victim elects to have an administrative hearing on the incident, the 

Dean of Students Office will be contacted to determine the appropriateness of the situation for a hearing.  If 

the assailant is an employee of the college, complaints should be directed to the Director of Human 

Resources who will determine the appropriateness of a hearing.  If a hearing is held, normal administrative or 

other hearing procedures will be followed.  The victim will be permitted to have her or his attorney or other 

support person present during any campus hearing on the incident at which she or he appears.  In addition, 

unless contrary to law, the victim will be given notice of the outcome of any campus disciplinary hearing 

concerning the incident.  

 

If the hearing conclusion finds the sexual misconduct to have occurred, the assailant will be subject to 

discipline, up to and including discharge or expulsion.  In the event a hearing is not held, campus authorities 

will investigate and resolve the sexual misconduct complaint through other channels, and incidents of sexual 

misconduct will be responded to with discipline up to and including discharge or expulsion. 

 

St. Olaf College will promptly assist and cooperate with law enforcement agencies in investigating, 

collecting, and preserving evidence pertaining to misconduct incidents, and the college will further preserve 

for a victim or complainant materials relevant to any campus disciplinary hearing to be held. 
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ST. OLAF SEXUAL HARASSMENT POLICY / RESPONSE 
 

As an employee of St. Olaf College you have a responsibility to assist the college in preventing and 

responding to sexual harassment.  If you suspect any conduct has occurred which may be sexual harassment, 

as an employee of the College we have an expectation that you will promptly notify your Area Coordinator 

and/or the Colleges’ Department of Human Resources.  You also have a right under this policy to report any 

sexual harassment you experience as an employee or student of the College.  Sexual harassment by students 

or employees of the college of students or employees of the college is strictly prohibited.  Violation of this 

policy will result in discipline, up to and including dismissal from the college or termination of employment. 

 

What Constitutes Sexual Harassment 
For the purposes of this policy, sexual harassment includes unwelcome sexual advances, requests for sexual 

favors, sexually motivated physical contact or other verbal or physical conduct or communication of a sexual 

nature when submission to such conduct is: 

 

 a condition of employment or education; or 

 a basis for an employment or educational decision affecting your job; or 

 interfering with your academic or job performance; or 

 creating an intimidating, hostile, or offensive educational or work environment. 

 

Some examples of conduct that may be sexual harassment under this policy include: 

 use of offensive or demeaning terms which have sexual connotations; 

 objectionable physical proximity or physical contact; 

 repeated, unwelcome invitations to social engagements; 

 jokes, cartoons, pictures, or stories which have a sexual content. 

 

On-Campus Support Services 
The college takes sexual harassment complaints by students, faculty, administration, and staff very seriously.  

If at any time you are being sexually harassed or become aware that a student or employee at the college may 

be experiencing sexual harassment by a student or by an employee of the college, you should notify Roger 

Loftus, Director of Human Resources, or any Associate Dean of Students.  Inquiries can be made without 

disclosing specific details such as names and places.  However, if the college believes harassment may be 

occurring, the college will act in accordance with all legal obligations to investigate and resolve the problem, 

and in doing so, complete confidentiality may become impossible. 

 

Seek college assistance even if you are unsure that what you are experiencing is sexual harassment.  Do not 

allow sexual harassment to jeopardize your rights and opportunities for work or education.  The college 

wants to resolve sexual harassment issues, but cannot do so unless reports are received.  If you have 

questions about this policy and how it affects you, please contact Roger Loftus. 
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ALARMS, SMOKE, AND FIRE 
 

There are three fire emergency situations that may occur that will require a response from a staff member.  

They are: Sounding Alarms, Smelling Smoke, and Seeing Fire or Smoke. 

 

Sounding alarms: 
1. Whenever an alarm sounds, the assumption should be that there is a fire. 

2. Help clear the hall of residents. 

3. Report to the area outside the front door to be assigned duties by the person on duty.  Some staffs meet at 

the front desk or office depending on what is right by the front door. 

 

Smelling smoke: 
1. When a staff member smells smoke, the source of that odor should be sought.  Staff are never to 

endanger themselves or others in investigating.  If in doubt about the source of smoke, evacuate the 

building and call for assistance. 

2. If no smoke is seen, the Area Coordinator or Public Safety should be called to report the odor.  Area 

Coordinators are to contact Public Safety and other staff as necessary to continue to seek the source of 

the odor. 

3. If smoke is seen during the investigation, the procedures in the next section are in effect. 

 

Seeing fire or smoke: 
1. Pull the fire alarm. 

2. Call 9-911 to report the fire. 

3. Call Public Safety, x3666. 

4. Clear the immediate area of residents.  Give special assistance to persons who are ill or injured. 

5. Meet the staff and the On-Duty person in an area outside the front door. 

6. Make certain a staff member meets the Fire Department at the main entrance to the building to direct 

them to the specific area of the fire. 

7. The Fire Department will determine when the staff should turn off the alarm system and when residents 

may re-enter the building. 

8. Area Coordinators should notify the Associate Dean of Students Director of Residence Life as soon as 

possible.  If unable to reach, the Dean of Students should be contacted. 

9. Area Coordinators should complete a Fire Alarm Report and forward to the Associate Dean of 

Students Director of Residence Life on the next business day. 

 

 Even if the fire is small and has been put out, the fire must be reported to Public Safety as an "out" 

fire. 
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If on duty and the alarm sounds: 
1. Go immediately to the front desk.  If the Area Coordinator is not present, you are in charge of the 

building during the alarm. 

 

2. Call the Area Coordinator and then Public Safety, x3666. 

 

3. Assign the staff who report to the desk to clear the floors of residents and check for pulled alarm stations 

or fire.  When staff report back, assign them fire doors to stand by outside to insure residents are not 

entering the building until the all-clear is given. 

 

4. If there is a fire, follow steps above in "Seeing Fire or Smoke." 

 

5. If the fire has been put out, Public Safety will assess and give the all clear to enter the building. 

 

6. If only a pulled alarm, send a staff person to reset the pulled station and the fire box alarm panel. 

 

7. After Public Safety has given the all-clear, send a staff member to all outside fire doors to allow residents 

back into the building. 

 

8. Leave a message for the Area Coordinator to let him/her know there was a pulled fire alarm during the 

evening. 
 

 Note:  Under no circumstances should you place your own safety in danger.  If it is not possible to aid in 

the evacuation without endangering personal safety, you should leave the building immediately.  Under 

no circumstances should you or any student attempt to fight a fire if personal safety is at risk. 

 

9. Area Coordinators should complete Fire Alarm Report and forward to the Associate Dean of Students 

Director of Residence Life on the next business day. 

 

BOMB THREATS 
 

1. Call Public Safety at x3666 and the police to respond to the given location. 

 

2. The police decide whether to evacuate the building.  If a decision to evacuate is made, the police on the 

scene should identify a safe destination so that can be included in the announcement. 

 

5. Unless you are given other instructions by Public Safety officers or by police officers, evacuate room by 

room in person, so that panic is avoided, safe exit routes are used, and essential scans for foreign objects 

are made by residents before leaving. 

 

6. Staff should aid in keeping residents from entering building until the police gives the all clear. 

 

7. The Associate Dean of Students Director of Residence Life or the Associate Director of Residence Life 

should be notified as soon as possible; if unable to contact them, contact the Dean on Call. 

 

ELEVATORS 
 

Passenger elevators are located in Mohn, Larson, and Ytterboe Halls.  Mohn and Larson each have two 

elevators, while Ytterboe only has one. Overcrowding or tampering with controls or doors may cause 

elevator to malfunction.  Whether or not the elevator is occupied will determine the appropriate action.  

Public Safety and staff should not try and open the elevator. 
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If an elevator is occupied: 
Residence Life staff members are not to attempt evacuation of people trapped in elevators.  Get 

assistance immediately.  Attempt to have one staff member stay at the floor closest to where the elevator has 

stopped.  Instruct passengers to stay calm and inform them that help is on the way.  If malfunction occurs 

during business hours, call the Physical Plant, x3280, indicating the nature of the problem and the location.  

If malfunction occurs during weeknights or on weekends, call Public Safety, x3666, they will make a 

determination if outside assistance is needed. 

 

If there are injuries to the occupants of the elevator, or complications that would imperil the occupants of the 

elevator, notify the Associate Dean of Students Director of Residence Life or the Associate Director of 

Residence Life immediately. 

 

If an elevator is unoccupied: 
If an elevator is malfunctioning, hall staff should attempt to shut off the elevator by using the appropriate 

keyed switches in the elevator car.  Once the elevator has been shut off, appropriate signs should be posted 

indicating that the elevator is out of order.  If, for some reason, the elevator cannot be shut off in the above 

manner, call Physical Plant (x3280) during business hours or Public Safety (x3666) at other times and they 

will contact someone to come in and shut off the elevator. 
 

FACILITY MALFUNCTIONS 
 

Normally, facility malfunctions such as problems with room heating units, dripping water etc., should be 

reported on the Student Report of Residence Hall Problems form posted in your hall.  However, sometimes 

on the weekends and evenings, facility malfunctions occur such as running toilets and blown circuit breakers.  

If malfunctions occur on weeknights or the weekends, call Public Safety and they will make a determination 

if assistance is needed and who to call.  If these things occur during the workweek, please contact the 

Physical Plant, x3280. 
 

PARENT CONTACTS 
 

No Residence Life Staff, including Area Coordinators, are to contact parents of students unless specifically 

requested to do so by a member of the Dean of Students Office staff or by the student him or herself.  For any 

medical or emotional reason, appropriate medical personnel will make the determination if parents should be 

called and will do the calling. 
 

If approached by parents for health emergency information on a son or daughter, Area Coordinators may 

offer the health information requested.  Tell the parents that the appropriate Associate Dean will be their 

contact person during the emergency, give them the Associate Dean's number or offer to have the 

Associate Dean call them. 

 

TORNADOES 
 

We are in Rice County, although we are extremely close to the Dakota County line.  Tornado emergencies 

are classified in two categories:  Watch and Warning. 

  

Tornado Watch:  A watch means the necessary weather conditions for a tornado exist in the area.  

When the campus is in a tornado watch you should be prepared for an emergency.  It may be important to 

notify staff that the campus could expect sever weather and should be prepared.  There are no outdoor 

warning sirens for a watch.  Public information will be available via radio and TV.  The following are 

the Emergency Broadcasting AM stations for watch information:  
 

  WCCO 830 AM KYMN 1080 AM 

  (The Cities) (Northfield) 

 Tornado Warning:  A warning means that a tornado or high winds have been sighted or detected on 

radar.  An alert signal will be sounded over the Northfield siren system.  When this siren is heard, all 
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residents and employees should seek protection inside the building away from doors and windows.  

A basement area is preferred and usually offers best protection.  If no basement area exists, seek 

shelter in a lower level, interior hallway with doors to private rooms closed.  Stay tuned to the 

Emergency Broadcasting AM Stations listed on previous page.  Do not leave a protected area until 

the warning expires.  As a staff member, it is your responsibility to direct residents to a protected 

area. 

 

 The following are locations where students and staff can take shelter in particular halls.  Signs are posted 

in these locations: 

 

Ellingson - basement and storage room 

Hilleboe - storage room, 1st floor hallways with doors closed 

Kittelsby - storage room, ground floor with doors closed  

Hoyme - storage room, 1st floor hallways with doors closed 

Kildahl - storage room, ground floor with doors closed 

Larson - ground level hallways, storage rooms, overflow into stairwells 

Mellby - basement hallway with doors closed, storage room 

Mohn - basement with doors closed, storage room, overflow into stairwells 

Rand - laundry rooms with doors closed, individual bathrooms on lower levels 

Thorson - basement by south stairwells 

Ytterboe - interior hallways on ground floor, pod area on ground floor, conference 

room 

 

WEAPONS AND AMMUNITION 
 

Guns, ammunition and weapons are prohibited in the residence halls.  Staff who encounter such items in 

private rooms or public areas need to assess the situation quickly.  If the person in possession of the arms 

appears rational, instruct the person that the items must be removed from the hall immediately.  Storage for 

such items is available by contacting Public Safety, x3666.  Any student displaying intoxicated or irrational 

behavior and in possession of weapons is an immediate danger to the safety of the community.  Call Public 

Safety immediately for assistance. 
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RESIDENCE HALL FIRE ALARM SYSTEMS 
 

The following description will help the Area Coordinator in locating and resetting the Fire Alarm Systems in 

the ten halls on campus.  Hoyme, Ellingson, and Hilleboe/Kittelsby have similar systems.  Larson, Mellby 

and Mohn have similar systems.  Kildahl, Rand, Thorson and Ytterboe have individual systems which are 

unique in respect to the individual hall. 

 

Ellingson / Hoyme 
When an alarm is pulled, check halls, stairwells, and lounges to find the pulled alarm.  Part of the red plate 

will extend out from the wall.  In order to reset the pull part, use a screwdriver to turn the screw on top of the 

switch plate, one quarter turn.  The plate hinges out from the bottom.  Push the toggle switch inside to the off 

position (down). 

 

If it took 5-10 minutes to find the pulled switch, the system may have deactivated itself.  In order to reactivate 

the system, locate the fire alarm box in the Mechanical Room, which has a telegraph-like bar with a black 

knob on the end (lower left-hand quarter of box).  Place the bar on the post so that the bar is horizontal.  

(Caution: the bar will be HOT).  The system is now reset. 

 

Hilleboe / Kittelsby: 
When an alarm is pulled, check halls, stairwells and lounges to find the pulled alarm.  Part of the red plate 

will extend out from the wall.  To reset in Hilleboe, use a special two prong screwdriver to turn the screw on 

the front.  In Kittelsby, use a regular screwdriver.  Both screwdrivers are kept at the desk.  Put the toggle 

switch inside to the off position.   

 

Next, go to the firebox in the Kittelsby Trunk Room and make sure the bar in the lower left hand corner is 

horizontal.  If it took 5-10 minutes to find the pulled switch, the system may have deactivated itself.  In order 

to reactivate the system, locate the firebox, which has a telegraph-like bar with a black knob on the end of it, 

the time limit cutout.  Place the bar on the post so that the bar is horizontal.  (Caution: the bar will be HOT). 

If the alarm is still sounding, it will now stop.  The system is reset. 

 

Kildahl: 
Once an alarm is sounding, the location can be found by the series of blasts.  The series are as follows: 

 

4-1-1 1st floor SE 

4-1-2 1st floor NE 

4-1-3 1st floor SW 

4-1-4 Pop Machine Area 

4-1-5 Rec. Room 

4-2-1 2nd floor NE 

4-2-2 2nd floor SE 

4-2-3 2nd floor SW 

4-2-4 Entry Level 

4-3-1 3rd floor NE 

4-3-2 3rd floor SE 

4-3-3 3rd floor SW 

 

To reset the fire alarm for Kildahl hall you should start by waiting for the alarm to sound an even tone.  

Obtain a key to open the green fire door located in the entry to the rec. room area at the base of the main 

stairwell.  Go open the fire door, when you open the fire door, the light switch is directly to your right on the 

same wall as the door.  As you walk in, you will notice a red firebox mounted on the wall to your right.  

Directly below that box is a red button to reset the fire alarm.  Push the button and the alarm will stop.   

 

Larson / Mellby/ Mohn 
The Larson fire panel is located to the south wall by the rear entryway.  The Mohn fire panel is located on the 

ground floor by the back door.  The Mellby fire panel is located by the front door in the entryway.  The keys 

necessary for resetting the system are located in the master key box in the AC office.  A small silver key 

(Arrow H&H) is used on the fire panel with a gold key (Simplex B) is used to reset the pull station.  Both 

keys are located on the master key chain.   

 

Resetting the Fire Panel:  Retrieve the keys from the AC office and go to the fire panel.  Read the panel 

screen which will tell the location of the alarm and the cause (pull station, smoke detector, heat sensor).  
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Someone should be sent to that location (with the B key if it’s a pull station) someone else should insert the 

small key into the fire panel, gain access to the controls, and silence the alarm by hitting the “Silence” button.  

The alarm will remain activated, though the horn will stop, until the system is reset.  In order to reset the 

system, the smoke must be dispersed, the heat cooled, or pull station reset.  After that is done, the individual 

at the fire panel should hit the Systems Reset button and wait until the screen reads “System is normal” at 

which time the key can be removed from the panel and returned to the sequence key box.  *Note: Removal of 

the fire key prior to the system being reset will result in the horn being reactivated. 

 

Resetting a Pull Station:  After locating the pulled station by reading the fire panel, take the B key and go to 

the stated location.  The pull station should have the white handle sticking out from the wall.  Insert the B key 

on the top of the station and turn partway until the pull station is able to be folded down from the wall.  Reset 

the inside switch by flipping it down and then put the white handle back into the pull station and shut it.  Be 

sure to lock the station back to the wall once it’s closed.   

 

Running a Fire Drill:  Pick a pull station and pull the white switch down like activating the alarm for a real 

fire and follow all directions listed above. 

 

Troubleshooting:  If there is a problem with the system, the fire panel will make a loud buzzing noise and 

the trouble indicator light will be lit.  You should call maintenance and have them investigate the problem. 

 

Rand 
Locate the pulled station.  The light board behind the door by the front desk will tell the location of the 

pulled station.  To shut off the alarm, go downstairs to the boiler room (use stairway by the custodial break 

room) and push the "acknowledge" button.  If you have the key to activate the light board behind the door by 

the front desk, then you may also shut off the alarm from there; saving you a trip through the downstairs 

corridor.  The alarm should stop ringing.  Go back upstairs and go to the pulled station.  Open the cover of 

the alarm with a Phillips screwdriver, and reset the toggle switch.  Go back downstairs or behind the door by 

the front desk and press the "reset" button.  

 

If the alarm in the apartment is ringing, someone tampered with a heat sensor.  This may appear on the panel 

in the lobby or the panel in the boiler room.  You can silence it by pushing the “acknowledge” button on the 

panel in the either boiler room or behind the door by the front desk.  You must then find the location of the 

heat sensor and have the Physical Plant replace the damaged sensor.  This does not deactivate the main 

building alarm. 

 

Thorson 
Locate the red fire box in the office next to the keybox. First turn the horn off by flipping the switch (located 

on the right hand side of the box). Next, go through the hall to see which pull box activated the alarm.  The 

box will show a small red or white flag along the bottom.  Each box should be checked carefully, as 

sometimes a vibration can jar the box, setting the alarm off.  Open the box with a triangular allen wrench; 

push the flag up; shut the box; and refasten with the allen wrench.  Return to the office and reset the horn. 

 

Ytterboe 
Go to the Control Panel on the lower level in the entryway by the exit doors on the circle drive.  The Control 

Panel will indicate the area of the pulled alarm or smoke detector.  Go to the pulled station and reset it with 

the firebox key.  Then return to the Control Panel and push the reset system button.  If a smoke detector has 

been triggered, push the reset system button on the Control Panel. 
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EVACUATION PLANS 
 

Following are the shortest evacuation routes from specific locations within each residence hall.  Post these 

routes clearly at each location. 

 

Ellingson Hall 
01 - 06, 20 - 25 Rooms Use WEST stairwell and exit through main door. 

 

07 - 19 Rooms Use EAST stairwell and exit through east fire door. 

 

People in the Recreation Room, Study Lounge, Linen Room, Trunk Room, Vending Machine Area and Area 

Coordinator Apartment should exit via the west door on the ground level. 

 

Hilleboe Hall 
102 - 111 Use SOUTH exit. 

 

205 - 214, 305 - 314, Use CENTER exit. 

405 - 415 

 

202 - 204, 215, 216 Use MAIN exit. 

302 - 304, 315 - 318 

402 - 404, 416 - 417 

501, 502 

 

1st and 3rd floors use LEFT side of stairs, 2nd and 4th floors use RIGHT side of stairs. 

 

Hoyme Hall 
01 - 06, 27 - 30 Rooms Exit by SOUTH stairs. 

 

07 - 12, 23 - 26 Rooms Exit by CENTRAL stairs. 

 

13 - 22 Rooms Exit by NORTH stairs. 

 

Kildahl Hall 
01 - 07 rooms Exit MAIN stairs (towards Skoglund). 

 

08 - 21 Exit EAST stairs (towards Mohn). 

 

22 - 28 Exit MAIN stairs (towards Skoglund). 

 

Kittelsby Hall 
53 - 58, 64 - 69 Use SOUTHWEST ground floor door. 

151 - 155, 167 - 172 

59 - 63, 156 - 166 Use NORTHEAST ground floor door. 

255 - 266, 355 - 366 

251 - 254, 267 - 272 Use MAIN entrance. 

351 - 354, 367 - 372 
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Larson Hall  
01 - 07 Use SOUTH stairs and exit via back fire door. 

 

08 - 13 Use NORTH stairs and exit via front door. 

 

Mellby Hall 
South Corridors Use SOUTH stairs to 1st floor door. 

 

Middle Corridors Use CENTRAL stairs to 1st floor door. 

 

North Corridors Use NORTH (main) stairs to 1st floor door. 

 

Mohn Hall 
01 - 07 Use WEST stairs and exit via front door. 

 

08 - 15 Use EAST stairs and exit via back door. 

 

Rand Hall 
Stairwell Rooms Use fire doors at bottom of stairwell. 

 

3rd Floor Exit through nearest courtyard door. 

 

Thorson Hall 
101-110, 201-210, 301-312, 401-410 Use NORTH exit. 

 

111-117, 212-217, 313-321, Use CENTER Main exit. 

411-421, 501-504 

 

10, 118-128, 218-225, 322-331, 422-431 Use SOUTH exit. 

 

Ytterboe Hall 
12 - 32 Use EAST door (off loading dock). 

 

36, Kitchen, Ground Use GROUND floor main doors. 

Floor Conference Room, 

Rec. & Fitness, 64 – 78, 136 

233 - 246, 336 - 346 

 

110 - 132, 210 - 232,  Use EAST WING South Door. 

310 - 332 

 

First Floor Lounge Use MAIN DOORS First Floor. 

Guest Rooms, Area 

Coord. Apartment, 

164 - 169 

 

173 - 178 Use SOUTH WING East Door. 

264 - 278, 364 - 378 

 


