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Damages (also see Common Area Damages)

  When a student checks into an assigned room, she/he 
accepts responsibility for its condition. The student will complete 
a Room Condition Report (RCR), which will then be filed until the 
end of the year that the student moves out.   
 Upon signature, the RCR becomes a record for the condition of 
the room when she/he assumed occupancy. This report is  
compared to the condition of the room at the time of checkout.  
It is expected that students thoroughly assess their room carefully 
when they move in. 
 Roommates will share equal responsibility for damages to  
furnishings, including doors and windows, when specific  
responsibility is in question. 
 Tape marks, glue, toothpaste and self-adhesive plastic hooks on 
varnished or painted surfaces, as well as nails and screws in these 
same surfaces, cause damage for which residents will be billed. 
 The Department of Housing and Residential Programs will 
charge the occupants of a room for any restorative services (e.g., 
tape removal, wall washing and/or painting, surface refinishing on 
room doors, desk, dressers, bookshelves, closets, etc.). Click here 
for specifics.    

 
Room Damage Fees:  

 A minimum restorative damage charge of $5 per person will be 
assessed for these damages. The use of poster putty is strongly  
recommended as opposed to tape.

 Appeals: 

 Every resident has the right to appeal any bill received.  Appeals 
to bills must be made in writing within 14 days of the posted date 
on the bill by emailing the Department of Housing and Residential 
Programs at housing@millersville.edu. 

 The appeal should address the following: 

1. Describe, from your point of view, how the bill originated 
(what happened that caused us to bill you, in your view). 

2. Describe your reasons for believing this bill should be waived 
or reduced in amount and the specific adjustment you think 
is appropriate. 

Decorations

 Decorations can make the accommodations more home-like 
and attractive, but this added beauty and comfort can easily be 
destroyed or turn to tragedy by a resident’s failure to recognize and 
take necessary precautions to prevent potential safety  
hazards. Remember that a resident’s safe actions may well  
protect the lives of not only themselves and their roommate,  
but also other residents within the residence hall. 
 While there is opportunity for students to express  
individuality in decorating rooms, the following guidelines are to 
be followed in the interest of preventing fires and preserving  
our facilities:

•	 Decorative	string	lights	are	prohibited	unless	they	are	LED	
lights with the following restrictions:

  - Limit of no more than 50 LED lights on a string.   
Avoid creating trip hazards.

  - The LED light string must be in good visible condition, 
and there must be a UL label on the string.

  - Do not place LED light strings on sprinkler heads or other 
fire-safety apparatus, on walls, around door frames 

    or from the ceiling. Strings can be placed around windows.
  - No more than two LED light strings should be plugged 

into one another.

•	 The	possession	and	use	of	candles,	incense	and 
oil-burning lamps is prohibited.

•	 Highly	flammable	materials,	such	as	hay,	straw,	Spanish
   moss, cloth ceiling coverings, etc., are prohibited.

•	 Hanging	flammable	objects	across	the	width	or	length	of	the	
room is prohibited.

•	 Obstruction	of	the	doorway	and/or	window	by	furnishings	
or barriers is prohibited.

•	 Students	may	not	paint	their	rooms.

•	Windows	and	door	exterior	–	if	residents	decorate	their	
room windows or door, they should give consideration to 
the uniqueness of the University and the diverse population 
it serves. The Housing and Residential Programs staff will  
contact students regarding inappropriate or offensive 
objects and decorations in the windows or on the  
door exterior.

 Holiday Decorations:

•	 All	electrical	cords	should	be	checked	for	frayed	parts,	loose	
connectors, etc., and must be UL approved.

•	 Candles,	incense,	gas	or	oil-fired	lanterns,	and	any	device	 
producing an open or enclosed flame are not allowed.

•	 All	decorative	materials	should	be	intrinsically	flameproof	or	
fire retardant, or so rendered by treatment with  
solutions. Flameproof decorating paper is available  
commercially and should be used in all cases.

•	 Holiday	decorations	must	be	removed	before	Winter	Break.

 Decorations in Public Areas/Rooms:

•	Windows	or	door	exterior	–	if	residents	decorate	their	room	
windows or door, they should give consideration to the 
uniqueness of the University and the diverse population it 
serves. The Housing and Residential Programs staff will  
contact students regarding inappropriate or offensive 
objects and decorations in the windows or on the  
door exterior.

•	 All	hanging	decorations	in	corridors	must	be	fire-resistant/ 
fireproof materials.
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•	 Decorations	may	not	be	hung	from	or	in	the	way	of	fire	
alarm equipment (this includes smoke detectors, sprinklers, 
etc.). This applies to hallway and room decorations.

  
•	 Exit	lights	and	fire	extinguishers	must	always	 

remain visible.

•	 Fire	doors	must	remain	free	of	paper	and	any	obstruction	at	
all times.

•	 Decorations	may	not	be	placed	so	as	to	obstruct	access	to	a	
hall, stairwell or exit.

•	 Candles	(including	decorative)	shall	not	be	permitted	at	 
any time. 

•	 Decorative	collections	of	alcohol	containers	shall	not	be	 
permitted at any time.

•	 Covering	the	floor	or	walls	with	black	plastic	bags	is	 
not permitted.

•	 Live	trees,	branches	or	wreaths	made	from	live	trees	may	
not be used in decorating student rooms or corridors (this 
includes cornstalks and leaves).

•	 Student	room	doors	may	be	decorated	as	long	as	materials	
are not draped or hung so as to create an imminent fire  
possibility. Peepholes and room numbers should be visible 
at all times.

•	 Extension	cords	are	not	to	be	used	from	student	rooms	into	
the corridor or hallways at any time.

•	 Decorative	string	lights,	strobe	lights	and	fog	machines	are	
prohibited except for LED lights. See “Decorations” for 
restrictions/requirements.

Entry and Search

 The University reserves a reasonable right of entry into your 
room to assure proper maintenance and repair, to ensure the 
health and safety of all residents, and/or to investigate, when  
reasonable cause exists, that a violation of Housing and 
Residential Programs policies or other University, state or  
federal regulations is occurring within the room. The complete 
policy on room entry and search can be obtained from the 
Judicial Affairs Office.

ID Cards

 Students must carry their ID with them at all times!  
Each Millersville University student is issued a permanent ID 
card, which carries the student’s picture on it. A valid ID card  
carries with it certain privileges, such as use of the library,  
admittance to dining halls, admittance to various activities and 
so forth. For residential students, the Millersville University ID 

allows them access to the residence hall in which they live.   
 In the event a student moves from one building to another, the 
Department of Housing and Residential Programs will update the 
student’s ID to allow access to their new location and eliminate 
access to their old location. Students have 24 hours to move after 
they have completed the paperwork for a room change.  
 During that period of time, the student will have access to 
both buildings. After 24 hours, access to the “old” building will 
not be possible except as an escorted guest of a resident. 
 For security reasons, each student ID card is for their use only 
and must not be loaned to other people. Violators jeopardize the 
security of other residents and are subject to University and/or 
civil disciplinary action.

Keys

 Students are urged to carry their key at all times and to lock 
the door to their room. The room key should never be used by 
anyone other than the student it belongs to. Disciplinary action 
may result from the improper use of keys. 
 If a student’s key is lost or stolen, they should immediately 
contact a staff member in their residence hall building, and the 
staff member will order a lock change. The student will be billed 
for the new key and the lock core change (see Room Damage 
Fees for the cost of a key lock core change); the lock change is 
mandatory and is made to protect the student from unwanted 
intruders. The exception is Shenks and Reighard. The cost for 
a replacement key card or room key is $25 if lost, or $40 if not 
turned in. 

Lockout Policy

 Students are urged to carry their key at all times and to lock 
the door to their room. The room key should never be used by 
anyone other than the student it belongs to. Disciplinary action 
may result from the improper use of keys. 
 If a student’s key is lost or stolen, they should immediately 
contact a staff member in their residence hall building,  
and the staff member will order a lock change. The student  
will be billed for the new key and the lock change; the lock 
change is mandatory and is made to protect the student from  
unwanted intruders. 
 If the students lock themselves out of their room, they should 
proceed to the hall office, and the staff member on duty will 
escort them to their room and unlock their door. If a staff  
member is not on duty, please call the Housing Office between 
8:00 a.m. and 4:30 p.m., or contact University Police.   
 Residents are responsible for their own room key.  
Unfortunately, however, it is not uncommon for students to  
accidentally lock themselves out of their room. Therefore, the 
assistance of a Housing and Residential Programs staff member 
may be needed in the event of a lockout. 

 The policy for lockouts is as follows.

1. No charges will be assessed for students who lockout  
themselves out the first 3 times. 


