GRADUATE STUDENHANDBOOK

WELCOME!

On behalf of the Housing Assignment Services Staff, we would like to we
you to Graduate Student & Family Housing at the University of Delaware!

On the following pages, you will find information to help you make Ne\
your home. Whether you haveréd in Graduate Student and Family Hous
for a significant period of time or are new to the area, we hope that you
find this information useful and informativesrom Graduate Student ar
Family Housing specifics to community resources, this guilleserve as ¢
quickreference tool to help lead you in the proper direction.

Please let us know if you have topics that you would like to see us addr
future printings. Should you have any questions or need assistance, ple:
not hesitate to cotact us. We look forward to working with you during yt
residency at the University of Delaware.

Housing Areas

You will be living in either th&raduateHouseor the Conover Apartments Single graduate students live iretbraduate
House. The Conover Apartments house single graduate studentsrathtional students, and students with families.

Conover Apartments Graduate House

The Conover Apartments consist of two buildings
Conover East and Conover Wesivhich face each othel
and are separated by a parking lot. Conover has 16 t
bedroom apartments and 32 odAsedroom apartments,
equally distributed between the east and westles. Four
are wheelchair accessible, two in each building. E
resident receives one key and an access card. The
opens the exterior door to your building and the laund
room. The key opens your apartment door and yc
mailbox. Laundry facilés are located in the two-L
shaped corners of each building. Storage areas

. The Graduate House is located at 183 West Main Str
located in each laundry room.

This threestory, airconditioned louse accommodates
sevensingle graduate students in separate bedrooms &
is very accessible to campus. Common areas include
kitchen, dining room, livingoom, and three bathrooms.
A lowcost laundry facility is available on the first floc
Residents are responsible for cleaning the common ar
of the house. Window treatments are provided for tt
entire house. An area rug, sofa, love seat, chair, Bn
and end tables furnish the living room. Each bedroon
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study desk, and chair.




IMPORTANT NUMBERS

In Case of Emergency (Fire, Police, Ambulance)
Campus Police
Poison Control

Apartment Maintenance Requests
Housing Assignment Services

UD Directory/Information

Information Technologies (IT) Help Center

911
(302) 8312222
(1-800) 2221222

(302) 8311141
(302) 8313676
(302) 8312000
(302) 8316000

Conover Apartments/Graduate House Apartment Manager

Chondra Almeida

Phone: (302) 831986

NOTEIf caling from a campus phone, you must dial 9 before enteangutsidenumber.

HOUSING STAFF

Chondra Almeida

The Apartment Manager, Chondra Almeida, resides
Conover West 12, and is responsible for the Conac
Complex and the Graduate House. The Apartm
Manager handles the day-day responsibilitief the
Graduate Student & Family Housing areas. Unles
concerns a repair, the Apartment Manager shot
typically be the first person you contact should you he
a question or a concern.

Martha Bailey

Martha Bailey is a Records Analyst with Hous
Assignment Services. Martha handles many of the twe
month housing issuede@ses etc.). She is the person yo
spoke with when inquiring about housing. If th
Apartment Manager is unable to answer your questiol
then you should contact Marthe&Shecan bereached by
phone (302 8313676)or email (mmbailey@udel.edu).

Karen DeMonte

Karen DeMonte is the Assistant Director of Housing Assignnenic8s. Part of her responsibilities includes the ove
coordination of the Graduate Student & Family Housing areas. Karen can be coitaeiedilat kdemonte@udel.edu.

Should you need to contact the Apartment Manager, follow these guidelings:

1. Call your Apartment Manager in Conover West 1£382)837-1986 first.

ON-CALL

2. If your need is not of an emergency nature, leave a voicemail messaggjwit
the Apartment Manager. All phone calls will be answered within 24 hoJis C OV E RAG E
unless noted differentlpn the Apartment Manager's voice mail messags
(for example, he/she might be going away for the weekend).

3. If your need is aEMERGENC#®¥specially where health and safety are at risk, please call Public Safety firstZ2831
They are trained thhandle emergencies and can respond quickly to your needs.

NOTENOo one is orcall during University holidays (Thanksgiving, Winter, and Spring Recess
Special instructions will be provided at those times.




MAIL DELIVERY

Mail at the Conover Apartments

USmail is delivered to each apartméstprivate mailbox. OutgoingSJmail can be set on the
shelf under the campus mail box to be pickag by the mail carrier. Campus mail will |
delivered each weekday by the Apartment Manager and will be placed in the wo
mailbox. Outgoing campus mail can be placed in the campus mailbox in the laundry
between Conover West unitscl4 and 5¢ 8. Please note there is a different address for E
and West. Your mailing address is:

For East Conover Residents: For West Conover Residents:

Your Name
Conover Apartments, West
97 Amstel Avenue

Newark, DE 19711

Your Name
Conover Apartments, East
93 Amstel Avenue
Newark, DE 19711

Mail at the Graduate House

USmalil is delivered to the mailbox outside the Graduate House front doorgdg USnail
can be placed in the same box. Residents are responsible for removing the mail from the
mailbox and placing it in each tenant's mail slot in the living room. Your mailing address i

Your Name
183 West Main StreeRRoom Number
Newark, DE 19711

LEASE & CONTRACT
INFORMATION

Mail being sent to your
UD addresshould not
Ay Of dzRS a !
5SSt g NBZ¢
receipt of your mail.
Campus mail (staying
within the University
environment) does not
need a postage stamp.

Problems with
Your Mailbox?

If you cannot access yo
US Postal Service
mailbox, please call the
Operations Center at
(302)831-1141 to report
the problem.

They will make
arrangements for the
mailbox to be repaired

The items listed below are included for the purpose of emphasizing certain policieGratheate Student &
Family Housing Agreemeobntains all the terms of the lease. It is available through the Housing Assigt
Services website, atww.udel.edu/has/gradagreement.html

Apartment Condition Report

When you moved into your apartment, thApartmenti
Manager should have done a thorough w#tkough witt
you and given you a copy of ampartment Condition
Report. This report signifies the condition of the apartrr
upon your arrival as well as the amouoftfurniture locatec
in your living space. Please magere that this report i
accurate, as it will be the basis by which billing is ass:
after you vacate your apartment at the end of your leds
this form is not turned in to the Apartment Managdhe
tenant will be held responsible for any damages.

Rent Payments

Your rent will be charged to your UD student account
month. You are expected to keep your student acc
current at all times. The rent shoule paid by the 5th ¢
each month (ér example, September rent should be
by September b If your student account becomes pz
due, you will incur a $55.00 late fee every month th
balance remains on your student account. For informe
about late fees, seewvww.udel.edu/bill_coll/latefees.html

To view bill payment options, visitww.udel.edu/bill_coll



www.udel.edu/has/gradagreement.html
http://www.udel.edu/bill_coll/latefees.html
http://www.udel.edu/bill_coll

Apartment Renewal

Each spring, our office will send youHousing Intentio
Form This form allows current residents to receive pric
in requesting housing for thaeext academic year.
ensure that your apartment is not reassigned to some
else, it is important to return the form by the deadl
(usually May 1). It is impont&to submit the form even
you will not be returning to University housing. Ple
note that if you request to renew youAgreement, you
deposit will carry over. If you sign up to renew and |
change your mind after May 31, you will not receiv
refund of your deposit.

Dining Services

The University of Delawes
offers many dining option
including a variety of meal pla
Healthy, vegetarian, vegan, &
kosher menu choices ¢
available.  To request furth
information, contact the Dinin
Services Office at (302831-
4033 You may also visit t
Dining Services  website
(www.udel.edu/dining to view
current menus, dining hall hou
and meal plans.

INSPECTIONS

There aragwo types of inspections that will occur in yt
apartment/room over the course of the year. One
focus on your fire extinguisher (if you live in
apartment) and the other on the overall condition
your living space.

Fire Extinguisher Inspection

The University has contracted w
an outside company to check t
fire extinguisher in your apartme
or house once per month to inst
that it is operational. This
required by law, and you do r
need to be present at this time
Unfortunately, we will not be told «
the inspector's schedule.

Early Termination of Lease

At leastthirty days before a resident needs to be releg
from the housing agrement, the resident should come
Housing Assignment Services at 5 Courtney Street
out aRequest for Release from Graduate StudeRamily
Housing form. A list of acceptable and unaccepta
circumstances for bag released from your Agreeme
and the procedure for requestingelease is detailed

www.udel.edu/has/gradagreement.html#release

Parking

A parking permit is required in order to park in front
Conover Apartments or behind the Graduate Ho
Parking permits can be purchased through Pal
Services. The Parking Services officopgen Maday
through Friday from 8AM to BM and is located at 4.
Academy Street. Questions regarding Parking Servict
be answered by callin(g02)831-1184. As a general ru
all vehicles parked on campus must have a permit or
be parked in onef our paid parking areasuch as mete
parking, the visitor parking lot, or parking garager more¢
information, visitwww.udel.edu/PublicSafety

Moving Out

You must schedule a checkout appointment with

Apartment Manager seven days prior tgour date o
departure Please note that failure téollow the checkol
procedure described belownay result in a significa
delay in the refund offour security depositin addition tc
charges that may be incurred for changing your locks.

During the cleckout appointment, gur apartment will b
inspected, and the key and access card will be colle
Please notehat ALL personal belongings and debris (tr
etc.) must be removed from your apartment and stor
area (don't forget the refrigerator)Any excessive cleanil
and or trash removal that has to be done will be deduc
from your security deposit. Housing Assignment Ser
is not responsible for any belongings left in
apartment or storage area.

If there is no damage billing, the key andcess card a
returned, and all rent has been paid, then the seci
deposit should be refunded to you withithirty days o
checkout. However, if you have any outstan
University balances with any department, the sect
deposit will not be refuded directly to you. It may |
refunded to your student account.

We strongly suggest that you contact the post offict
have your mail forwarded, and update your address ir
Student Information System (SIS) as well.



http://www.udel.edu/has/gradagreement.html#release
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General Inspection

Once per semesteryour Apartment Manager will be entering your apartment to conduct a general inspection
inspectionwill occur betwen the hours of noon and M. The purpose of this inspection is to inventory Unive
furniture, create work order requests for apartment deficiencies, and to ensure that University policies and pro

are being properly followed.

hBuld the Apartment Manager have a concern with policy violations related to

apartment, you willbe notified While the Apartment Manager will make an effort to let you know in advance ¢
inspection, this will not always be the case (once again,do not need to be present). Should you wish to be prese
the apartment when the inspection is undertaken, please contact your Apartment Manager prior to the d:
inspections are scheduled to begin.

The University isrequired by law to conduct two fire alal

F I R E ALAR I\/I evacuations each semester. Public Safety is responsible for the
and making sure that all evacuation procedures are followed.

residents are not given advance notice of the drills, they shoul

& D R I L LS no longer thanl15 minutes. All drills will occur after 3PM and befc

7PMto ensure that there is as littleisruption as possible.

Evacuation is mandatoryWwhen your fire alarm sounds, you must leave the buil
immediately and stay 200 feet away from the entrance to your building. All &
must be treated as if they are real. Public Safety will notify you whempdérmissibl
to re-enter theliving spae.

SPRINKLER SYSTEM

The state of the arfire alarm/suppression system in the building combines smoke detection with a sprinkler :
for maximum protection of life and property. Please do not cover up or place any item in front of the dete
sprinkler heads, as this will impede their @fion. A sprinkler head will activate if enough force or stress is p
against the unitso never hang items from the head or piping or strike the head with any object. Sprinkler v
not clean and cannot be shut off quickly. Sprinklers are dedignly to go off in the location of the emergenc!

suppress the fire. When one

From damage to apartment:
to odors to allergies, pets
present a large problem fol
tenants. Keeping pets in

Universityowned buildings is
prohibited, unlessthe pet is
needed for a person with ¢
disability. Tenants found tc
be in possessionf a petwill

be charged for fumigation o
the apartment and also face
dismissal (while still being hel:
financially accountable for the
remainder of the Graduate
Student & Family Housing
Agreemen}.

goes off, it does not set off the rest of the system.

IMPORTANT:

P EST CO N T R O Keeping pets in Universit

owned buildings is

prohibited unless the pet
& P ETS P O L I < needed for gperson with ¢

disability.

Due to the fact that all of our living spaces have some type of kitchen (comn
personal), pests and other creatures will undoutite find their way into ot
buildings. We ask that you do your part by confining foods to your living/dining
Also, please do not leave food out in the open for long periods of time.

Should you experience a problem with pests/insects, we ask thatnptify Facilitie:
at (302)831-1141 immediately. Please do not wait for the problem to get w
before notifying our offices. Prompt notification will help us keep pests from tra\
to other living spaces.




MAINTENANCE & REPAIRS

The Facilities Operations Center takes repagquests. Skille
tradespeople and others within the University are given work assignr
as repair needs are called in by residents or University staff. Since
are many buildings and more than 7,000 people livingcampus, not a
work orders arehandled immediately. They are prioritized depen
upon the type of work and the severity of the problem. In general,
work orders are completed within ten working days.

If there is something in your apartment/room that needs to be repai
pleas call(302)831-1141. You will be asked specific questions as to
the problem is so that we may send the appropriate University pers:
to repair the problem. Unless the item to be repaired was dam
through negligence on your part, you will N®& billed for therepair
work. The vast majority akpairs are not billed to the tenant.

If you have work orders that have not received a response withit
working days, we encourage you to contact your Apartment Manag
follow-up on your behalf.September and June are extremely heavy v
order months, and it may take longer for routine repairs to be compl
at these times.

TECHNOLOGY &
COMMUNICATION

Cable Television

As part of your rent, you receive cable television. In order to re
access to all of the cable channels, you must have a-cabtdy televisio
or for older TVs, a converter box. There are more than fifty «
television stations available on the network, including Student Life T
other UD sponsored channels. The University does not have a contre
premium stations (HBO, etc.), nor is @gsible to order premium chann:
at this time. To learmore, go to www.udel.edu/UMS/itv/cable/info.html

Light Bulbs

Your apartment should have worki
light bulbs in all fixtures when vy
move in. Once you have moved in, "
do not make it a practice to rdgce
incandescent  light bulbs. Pleas
purchase them from a supermark
hardware, or housewares store. Shc
your fluorescent bulb need replacit
please contac{302) 831-1141 andthe
Facilitesstaff will replace it.

Computing

To register your computer for internet acce
visit http://www.udel.edu/network. To obtair
AYF2NXYEGAZ2Y 2y (KS
systems, answers to frequently asl
guestions, and computing resources, gc
http://www.udel.edu/help.



http://www.udel.edu/network
http://www.udel.edu/help

TELEPHONE
SERVICES

Telephone Policy

The University provides each reside
hall room/apartment with an activ«
telephone jack. Each student living
University housing must bring
telephone and plug it into this jack i
safety and security reasons. If
resident calls 911 using this Unisiy
phoneline, Public Safety can locate
room andrespond quickly. If a reside
calls from a cell phone, Public Sa
personnel will have a much mc
difficult time trying to locate th
resident Also, University offices u
these phone lines to conta residents
Therefore, voicmail must be set uprad
checked regularly.

Distinctive Ringing

A long ringindicates a call from with
the campus system. Two short ring
indicate an outside call.

Telephone Books

Campus Directory and telephone bo
will be distribued in the middle c
September. Mwark phone books ha
also been given to each apartmel
Should you not receive these or
need another, pleasecontact you
Apartment Manager

MAKING A PHONE CALL

Call a University Office Call a Long Distance Number

Dial 5 + last four digits of number § To call collect, dial 9 + 0 +

phone number. To use a call

Call a UD Residence Hall card, dial 9 and then following t|
calling card instructions. Prepi

D|a| |aSt four dIgItS Of number. Cards can be purchased at

University Bookstore.

Call aLocal Number Long distance callsanbe receive:

Dial 9 + the sevedigit number. in your apartment/room.

VOICEMAIL

If you moved intoa vacant apartment, your voiogil should have bee
reset and will le ready for you to initializelf you are moving into ¢
apartment/room and will have aoommate, you must speak with tr
person to findout the password for the voieeail. You wilalso want to re
record your ougoing message toeflect all apartment occupantsEacl
University student has aldoeen assigned a private voioeailbox separat
from your apartment/room voicemaillnformation on your private voic
mailbox can be found atww.udel.edu/voicemail

Setting Up Your Voicemail

. Dial 4000 from your apartment or room phone.

. Listen to the automated voice for approximately 15 seconds until ¢
to press the pound (#) sign to sep your mailbox.

. Follow the voicenstructions.

. Select a personal identification number (PIN) between four and ten
f2y3ad , 2dz2NJtLb gAff 0SS NBEFSNNB

. Record your name and the name of any roommates.

. Record your personal greeting.

Accessing Voicemail from Your Room
NOTE: Ifyouhave messdgE &2 dz gAff KSENJI I

. Dial 4000 and enter yoyrasscode.
. Press 1 to hear your messages, 2 to save, 3 to gaask0 for help
. Press the star key (*) to end your call.

Accessing Voicemail from Another Room/Off -Campus

. Dial 4000 (oArcampus) or 834000 pff-campus)rom a touchtone phone
. Press the star key (*).

. Dial your voice mailbox number (for example, 8887).

. Press 1 to hear your messages, 2 to save, and 3 to,aandé) for help

. Press the star key (*) to end your call.



http://www.udel.edu/voicemail

UD ALERT

In order to receive all UD Alert
students should make sure that ¢
contact information is correct i
UDSISTo learn more about updati
your contact information, please vi
www.udel.edu/udstudentalert

'5 1T ESNI A& LING 2F GKS ! yAODSNE
major emergency, the system enables the University to broadcast inforn
quickly to the campus community through text messages, voicemail
email. UD Alert will onlype activated during major emergenciessituations
where there is an imminent danger to the safety and welfare of stud
faculty, and staff, or in a situation in which a state of emergency is declal

UNIVERSITY POLICIE

In order to promote the finest educational experience possible, the University of Delaware hassbst@iblig!
standards of conduct for its students and student organizations. Individual students and student orgar
are expected to know and comply with the moés in the Code of Condu@&tudents who violate, attempt f
violate, or aid others iniglating its provisions may face sanctions for their actions. Plzasgiarize yourse
with these policies by thoroughly reading the informationnatw.udel.edu/stuguide

Quiet & Courtesy Hours SAFETY & SECURI

Maintaining an environment that
conducive to study is important. We i

that you abide by the following policie

Noise should be kept to a minirm
between the hours of 8PM and 8/
Sunday through Thursdayand 10PN}
through 10AMon Friday and Saturdz
If you have a family, please be minc
of the noise that children may make.

Courtesy hours are in effect 24 ho
per day. Should a resident have
reason to ask you or your guests to

The safety of all of our residents is a priol
However, we need your assistance in keeping
buildings safe. Pleaseote policies regardir
propped doors, lost keys and access cards,
changes, strangers, and safety training.

Propped Doors

Residents who prop doors open create an opportunity for someone
does not belong in the building to enter. To enhance the safety
residents, an alarm will sound if front doors are propped opBo.not prog

quieter, please honothis request. front doors or individual roomdoors open.

Lost Keys & Access Cards

Should you lose your key or access card, please notify the Apartment Manager immediately. You will be givi
key or card for up to 48 hours. If you think you may have lost your key or card in a public area (and not just r
it), please askor an immediate lock change from thgartment Manager. The costs for a new lock, key, and a
card will be charged to your account. If you have lost the key and card to your building and apartment, yo
charged for the core change as wellraplacement keys for the new core. The lost card will be deactivated and
one reissued at your expense. If the lost card is returned withedays, the cost of reptang the card will be waivec

For personal safety, when kegsd identification are lost together, an emergency core change must be initiay
contacingthe Apartment Manager or University Police. The charge for an emergency core change done afte
Monday¢ Friday and on weekends is $10llowing the emergey core change, keys will be available to resider
the Department of Public Safety, 413 Academy Street. Each student who lives in the apartment must
ARSYUATAOFGA2Y Ay 2NRSNJ 12 NBOSAGS i &lbres§ @ dha@DSIQdtrek
screen before giving the student the key. A key will be given only to the student who has signed the Graduatt
and Family Housing Agreement. Family members will not be able to pick up the key.

NOTEIf you notice any individuals who do not belong in the building, please contact Public Safety immed



http://www.udel.edu/udstudentalert
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Fire Extinguisher Safety Training

To help keep earyone safe in campus housing)
new residents are required to attend a F
Extinguisher Safety Training session held at
General Services Building. You can view the sch
at http://www.udel.edu/ehs/ehstrainsched99.htr
Please select a session to attend that is convel
for you and remember to sign in. Attidance i
required within the first four months of residing
Graduate Studen& Family Housing.

IMPORTANT!

A microwave oven is not provided by the University.
may obtain your own ttough local stores such as \AMart
or Kmart. The microwave must be 700 watts or less.

TROUBLESHOOTING GUIDE

Problem

Heating, air conditioning, plumbing, pests, or appliance
Cannot access US postal mailbox

Internet connection

Telephone, cable, or TV

Intercom

Lost key or access card

Contact
Facilities
Facilities

IT Help Center
IT Help Center

Facilities

Apartment Manager

Phone Number
(302)831-1141
(302)831-1141
(302)831-6000
(302) 8316000
(302)831-1141

(302)837-1986

Useful Phone Numbers
& Resources

The remaining pages of tl
booklet contain many phor
numbers, addresses, and
of information which ma
prove useful to you during yo
stay at the University
Delaware. It is recommend
that you print or bookmar
these pages, so that you m
access them easily wh
needed. You should also re
through these resources no
to familiarize yourself with &
of the services that Ul
Newark, and the state

Delaware have to offer you
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