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As the Management Team responsible for your Residence experience, we would like to officially welcome 
you to the Conestoga College Residence. Our mission is to provide you with an environment that supports you 
through this transition in your life, aids in your educational and social development and provides some fun 
along the way. 

Living in Residence is a unique experience that will help you to learn more about yourself. You will have the 
opportunity to meet a diverse group of people and you will become part of a dynamic community through 
Residence involvement. In addition to your fellow students, you will meet Residence staff members who are 
available to help and guide you throughout the year; we are committed to being a positive influence in both your 
social and academic life. We will work hard to ensure that your stay with us will be an unforgettable experience, 
where you will meet many new people and create many good memories that will last you a lifetime. 

Whether this is your first time living in Residence, or you are a faithful returner, we want to make this year a 
memorable one. Our team of highly trained, enthusiastic and experienced Resident Advisors (RAs) are on staff 
and available to you when you need them. They are here as your mentors, event planners and to ensure the 
safety and security of all residents. In addition, our trusted Residence Services Representatives (RSRs) are 
available 24/7 so there is always someone to talk to if you are in need. 

Our entire team of Managers, RSRs, RAs, Housekeepers and Maintenance are committed to your success as a 
student of Conestoga College. Conestoga Residence looks forward to meeting you and the opportunity to 
shape your Residence experience! 

We would like to personally extend to you our best wishes for the upcoming school year, 

Conestoga College Residence Management Team 
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YOUR CONTACT INFORMATION 

Your contact information is: 

IMPORTANT DATES 

Fall Semester 2017
 
Early Move In Day at Residence: August 27, 2017 
Move In Day: September 7, 2017 
Student Success Week Term 1: October 23 – October 27, 2017 
Residence Closes for Holidays: December 16, 2017 

Winter Semester 2018
 
Residence Re-opens for 2nd Semester: January 7, 2018 
Student Success Week Term 2: February 26 – March 2, 2018 
Residence Move Out Day: April 28, 2018 

Summer Semester, 2018
 
Summer Residence Move In Day: May 6, 2018 
Summer Residence Move Out Day: August 18, 2018 

*Please be advised that these dates are subject to change. 
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RESIDENCE  SECURITY  &  PERSONAL  RESPONSIBILITY   
 
  The  Residence  offers  great  security fr om  the  moment  you pass  through the  controlled  main  entrance,  until  
you slide  your  keycard  into  your  suite  door  to  let  yourself in.  All  of the  common  areas  are  under  video  
surveillance  and  we  have  staff  on  duty 2 4 ho urs  a  day.  At  Conestoga  Residence,  keeping  a  safe  and  secure  
environment  is  also  the  responsibility o ur  residents.  All  the  safeguards  and  rules  put  in  place  by  the  
Residence  Management  Team  and  Conestoga  College  are  for  your  safety a nd  protection.  We  believe  the  safety  
and  security o f our  students  and  staff  is  paramount.  To  that  end,  we  highlight  below three  areas  where  we  
rely o n  you to  help  keep  our  Residence  community s afe.  

Guests  and Visitors  
  We  require  that  all  visitors  of the  Residence  be  signed  in  prior  to  entry  and  provide  a  valid  piece  of photo-
identification  (Conestoga  Residence  does  not  accept  a  health card  as  a  form  of photo  identification).  Please  
note  that  your  guests’  photo  identification  may  be  held  by  Residence  Staff  in  a  secure  location  during  your  
guests  visit.  Residents  are  responsible  for  their  guests  and  must  be  with them  at  all  times.  Upon  departure,  
visitors  must  be  signed  out  so  we  know they  have  left  the  building.  

Suite  Door  Safety   
  Each suite  is  equipped  with  a  fire  rated  door  that  serves  as  a  barrier  if  a  fire  ever  occurred  in  Residence.  The  
suite  door  must  be  kept  closed  in  order  to  allow  for  this  barrier  to  work.  Staff will  remind  residents  to  close  their  
suite  door  while  doing  their  rounds  or  close  any  unlocked  door  as  required.  You  must  have  a  valid  room  access  
key  to  enter  the  wings  of  the  building  and  your  key  will  only  grant  you access  to  your  own  room  and  the  
common  areas.  The  Residence  and  Conestoga  College  are  not  responsible  for  the  loss  of  any  valuables  and  
keeping  a  closed  door  will  ensure  this  doesn’t  happen  as  well.  

Room Keycard  
  Upon  check in  you will  be  given  a  keycard;  keep  this  with you at  all  times  as  it  is  your  access  into  Residence,  
your  room,  and  common  areas.  Residence  Managers  and  staff  are  not  responsible  for  letting  you into  your  
room  if  your  keycard  is  misplaced.  Residents  are  responsible  for  the  cost  of replacing  lost  keycards;  these  are  
$20.00 e ach.  If you are  locked  out  of your  suite,  you will  need  to  contact  the  front  desk or  your  roommate  to  
gain  access.  Residence  Staff  and  Security  reserve  the  right  to  see  your  key c ard  while  you are  in  the  building.   
 
  Please  do  not  lend  your  keycard  to  anyone!  This  is  a  security v iolation  which will  leave  you subjected  to  
disciplinary s anctions.  

LIVING IN  RESIDENCE  

Healthy  Living  
  In  a  Residence  environment  it  is  much easier  for  communicable  diseases  to  spread.  Here  are  some  strategies  
to  help  you stay h ealthy  and  avoid  catching  some  of the  germs  that  may  be  prevalent  from  time  to  time:  

▪ Keep  up  to  date  on  your  immunizations   
▪ Wash your  hands  frequently   
▪ Don’t  share  drinks o r  cigarettes   
▪ Limit  your  contact  with others  when  you are  ill   
▪ Get  plenty o f rest   
▪ Eat  a  balanced  diet  &  live  a  balanced  life   
▪ Maintain  a  clean  suite   
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Allergy  Alert  
  Although  Residence  cannot  provide  a  peanut  free  facility,  we  make  a  concerted  effort  to  provide  peanut  free  
zones  in  designated  areas  throughout  the  Residence  building.  Residents  should  be  aware  that  these  zones  operate  
on  an  honour  system  and  anyone  with an  allergy  is  strongly  encouraged  to  communicate  with their  community  
members.  

Living  With Your  Roommate  
  Many r esidents  come  to  college  with great  expectations  of their  roommate.  Hopefully t his  outlook will  be  
true  and  more  often  than  not,  we  find  that  it  is;  however,  stress  levels  have  a  tendency t o  increase  during  
certain  times  of the  year  (i.e.  exams)  which can  cause  patience  to  thin.  It  is  important  to  be  aware  and  
appreciate  these  stressful  times  as  you and  your  roommate  may e ndure  some  rough spots  together.  It  is  very  
important  that  you communicate  early s o  you can  begin  to  understand  each other  and  develop  trust.   

Discuss Issues That  will  Affect  Both of You   
▪ Cleanliness  
▪ Room  Temperature   
▪ Study &   sleep  habits   
▪ Music  preferences  and  volume   
▪ Sharing  personal  belongings   
▪ Overnight  guests   

Things to Remember  
▪ Keep  communication  lines  open   
▪ Be  willing  to  compromise  
▪ Give  your  roommate  the  respect,  consideration,  and  understanding  you  want  in  return  
▪ Discuss  problems  as  they  arise  with your  roommate,  not  with other  residents  
▪ If things  change,  be  sure  to  let  your  roommate  know. It   is  normal  for  your  ideas,  feelings,  or  even  

habits  to  change  - situations  change  too.  
▪ Ask your  RA for  help  if  you need  it.  

Roommate  Conflict  
  If you  have  spoken  with  your  roommate  and  are  still  experiencing  challenges,  we  recommend  that  you speak  to  
your  RA.  They  are  equipped  to  help  give  you  some  direction  or  help  mediate  the  conflict.  If  this  step  is  
unsuccessful,  please  feel  free  to  come  to  the  front  desk  and  speak  with  a  Residence  Manager.  

Room Inspection  
  When  you take  occupancy o f your  room  you will  receive  a  Room  Inspection  Form,  which you will  complete  
on  your  move-in  day.  When  you move  out,  you will  be  charged  for  all  dirty,  damaged,  and  missing  furniture,  
fixtures,  and  equipment  within  your  suite  that  you have  not  listed  on  the  Inspection  Form,  so  it  is  in  your  own  
best  interests  to  conduct  a  thorough inspection.  Make  sure  you take  pictures  of the  suite  condition  for  your  
own  records  and  be  sure  to  add  as  much detail  in  the  comments  section  as  possible.  

Insurance  
  You are  responsible  for  arranging  adequate  insurance  coverage  for  all  of your  belongings.   The  Residence’s  
Insurance  Policy d oes  not  cover  damage  to  or  loss  of your  personal  items.  We  recommend  you purchase  
insurance  for  your  belongings.  

Extended Stay  –  Summer  Term  
  During  the  Summer  Semester  the  Residence  is  open  to  the  general  public  for  accommodation.  It  is  procedure  at  
this  time  to  move  all  students  to  designated  student  floors.  Therefore,  if  you are  living  on  another  floor  by t he  
end  of the  Winter  Semester  you will  be  required  to  move  for  the  Summer  Semester.  In  your  Move-Out  
Package  (due  in  mid-March),  you will  be  required  to  fill  out  a  Spring  Move  Out  Form  that  will  allow you to  
transfer  your  security d eposit  to  the  summer  term.  If accepted,  you will  be  required  to  fill  out  the  Summer 
Acceptance  Package.  
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RESIDENCE  SERVICES  

Maintenance  Services  
  Our  Maintenance  staff  takes  great  pride  in  ensuring  that  our  building  is  always  meeting  our  high standards.  
Our  Maintenance  staff  are  very will ing  to  assist  with anything  in  your  suite  or  the  building  that  may b e  in  
poor  condition,  needs  fixing  or  repair.  We  encourage  you to  complete  a  Maintenance  Requisition  if  you notice  
anything  of this  nature.  

Creating  a  Maintenance  Request  
  You are  able  to  fill  out  a  Maintenance  Requisition  right  from  the  comfort  of your  suite;  Here’s  how:  
 

Log  onto  the  My H ousing  Portal  with your  username  and  password*
  
http://myhousingportal.ca/StarRezPortal_Conestoga
   

Click on  the  “Maintenance” tab  
Follow the  simple  steps  to  create  your  request  

 
Note:  If you have  forgotten  your  username  or  password,  stop  by t he  Front  Desk for  some  help  on  retrieving  
them.  
 
  You  can  check  the  status  of  your  request  by  logging  back  onto  the  Portal  and  viewing  your  submissions.  
Maintenance  staff  will  try  to  get  to  your  request  as  soon  as  possible.  Please  note  that  by  creating  a  Maintenance  
Requisition  online,  you  consent  to  having  a  Maintenance  member  enter  your  suite.  Requests  are  typically  
completed  Monday  through  Friday  from  9:00am  to  4:00pm.  If you  (or  your  roommate)  are  not  present  at  the  
time  of the  repair,  a  note  will  be  left  in  your  suite  to  let  you  know  we  were  there.  

Housekeeping  Services  
  Our  Housekeeping  team  is  very h appy t o  be  able  to  welcome  you to  the  Residence   
community.  Our  great  team  of Housekeepers  work hard  at  providing  you with a  clean  home  and  a  place  that  
is  comfortable  while  you complete  your  post-secondary  education.  On  top  of cleaning  hallways,  lounges  and  
other  common  areas  throughout  our  building,  our  Housekeepers  are  happy t o  be  able  to  offer  a  light  
housekeeping  service  once  every t wo  weeks in   your  suite.  
 
  We  want  to  emphasize  our  focus  on  maintaining  high quality c leanliness  standards  in  a  building.  Please  
ensure  you pay c lose  attention  to  the  housekeeping  calendar  so  you know when  housekeeping  will  be  coming.  
On  those  days,  preparing  your  suite  will  ensure  the  highest  level  of service  to  your  bedroom  and  common  
areas.  

Preparing for Your Housekeeping  Services  
▪ Take  out  garbage  
▪ Clear  your  kitchen  and  bathroom  floors  of belongings  
▪ Clear  off  your  kitchen  and  bathroom  counters  
▪ Clear  off  your  kitchen  table  
▪ Empty o ut  your  kitchen  and  bathroom  sinks  
▪ Clear  shower  of shampoos,  soaps  

Housekeeping  Service  Details  
▪ Clean  floor  in  kitchen  and  bathroom  
▪ Clean  kitchen  and  bathroom  counters  
▪ Clean  kitchen  and  bathroom  sinks  
▪ Clean  kitchen  table  
▪ Clean  bathroom  mirror  
▪ Clean  toilet  
▪ Clean  bathtub/shower  
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Housekeeping  Services  Exclusions  
▪ Moving  belongings  
▪ Cleaning  bedroom  area,  microwave,  or  fridge  
▪ Cleaning  rooms  that  are  not  kept  up  to  standard  

 
We  truly hope  you make  the  most  out  of our  housekeeping  services  and  anticipate  that  it  will  make  living  in  
Residence  all  the  more  comfortable.  

Front  Desk  Services  
  The  front  desk is  open  24 ho urs/day  to  answer  questions  and  address  concerns.  Vacuums  and  plungers  are  
available  for  use  by s igning  them  out  at  the  front  desk. Y ou must  present  valid  photo  identification  in  order  to  
sign  out  any e quipment.  These  items  are  available  on  a  first  come,  first  serve  basis  and  are  limited  in  quantity.  

Laundry  
  Laundry  cards  can  be  purchased  for  $5.00  through  the  on-site  reload  machine.  This  card  is  yours  for  the  duration  of  
your  stay  in  residence,  including  future  years.  It  is  your  responsibility  to  put  money  on  your  card  which  can  be  done  
using  the  machine  in  the  laundry  room  or  online.  Each  time  you  do  a  wash  or  a  dry,  $2.00-$2.50  will  be  deducted  
from  your  card’s  balance  depending  on  the  settings  chosen.  Please  be  considerate  of  others  by  removing  your  
clothing  promptly  after  completion,  cleaning  the  lint  trap,  and  by  not  using  multiple  washers  and  dryers  at  one  time.  
Please  note  that  the  Residence  is  not  responsible  for  any  lost  or  stolen  items  of  laundry  left  unattended.  

Parking  
  Residents  can  purchase  a  parking  pass  from  Parking  Services  at  Conestoga  College.  For  more  information  
regarding  parking  rules/regulations  please  visit  www.conestogac.on.ca/parking-services.  

Kitchen  
  You have  access  to  the  common  kitchen  24 ho urs  a  day.  Please  make  sure  that  you leave  the  kitchen  in  the  
same  condition  as  you found  it  in  to  ensure  others  may b enefit  as  well.  Failure  to  do  say m ay r esult  in  
privileges  being  revoked.  

Lounges  
  These  are  common  areas  available  for  use  by  all  residents  and  their  guests.  Each Lounge  offers  different  
furnishings  to  suit  varying  tastes.  Take  some  time  to  explore  your  new home  and  see  what  it  has  to  offer.  
Absolutely n o  glass  or  alcohol  is  allowed  in  any o f the  common  areas.  Furniture  should  not  be  removed  from  
the  Lounges  for  any  reason  and  the  lounge  area  must  be  left  clean  and  free  from  garbage.  

Fitness  Rooms  
  You can  access  the  fitness  room  on  the  4th floor  using  your  keycard  24 ho urs  a  day.  

Vending  
  Coin  operated  vending  machines  are  located  in  the  Residence’s  1st  Floor  Lounge.  Check them  out  when  you need  
a  quick  snack  or  refreshment!  

Garbage  &  Recycling   
  Students  are  responsible  for  removing  their  own  garbage  from  their  suite.  The  garbage  drop-off  is  located  outside  
the  back  door  of  the  Residence  in  the  shed.  If  the  compactor  is  closed  or  is  full,  please  place  garbage  in  the  overflow  
bins  located  to  the  side  of  the  compactor.  
 
  Recycling  is  located  outside  the  back door  of Residence;  The  recycling  bin  is  marked  with “Cardboard  and  
Recycling” and  ALL  recycling  can  be  placed  into  this  blue  bin;  Here  is  what  you can  recycle:  
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Television  
  All  rooms  come  equipped  with cable  TV fo r  your  enjoyment.  When  you move  in,  there  will  be  a  TV  remote  in  
the  bedroom  as  well.  If the  TV   
remote  is  lost  or  damaged  you will  be  subject  
to  a  $20.00 fe e.  If your  remote  requires  programming  please  contact  Front  Desk for  assistance.  

Internet  
  Internet  access  is  available  in  each bedroom  and  is  included  with your  Residence  fees.   
Wi-fi is  also  available  throughout  the  Residence  on  the  open  network  called  “conestoga”;  
Note:  The  entire  building  is  covered  for  wireless  internet  as  well  as  wired  ports.   Using  the  data  jacks  is  
recommended  for  compatible  devices  to  ensure  the  best  connection  possible.  The  Internet  connection  provided  
at  the  Residence  is  an  extension  of the  Conestoga  College  Internet  connection  and  is  therefore  subject  to  
Conestoga  College’s  Acceptable  Use  Policies;   As  such,  this  is  an  educational  network  and  there  are  limitations  
placed  on  file  sharing  and  BitTorrent  activities.  

Telephone  
  Residents  are  able  to  make  long  distance  calls  to  Canada  and  the  United  States  free  of  charge  from  the  phone  
provided  in  their  residence  room.  Residence  cannot  accept  collect  calls.  

RESIDENCE  LIFE  

Open Residence  Forum  
  To  increase  open  communication  between  Residents  and  Management,  forums  will  take  place  within  the  
Residence  –  see  the  monthly newsletter  for  information  regarding  dates  and  times.  Residents  will  have  the  
opportunity t o  express  their  thoughts  and  provide  recommendations  to  improve  the  quality o f life  in  
Residence.  If Residents  do  not  feel  comfortable  attending  the  meeting,  they a re  able  to  contact  a  forum  
representative  (i.e.  community l eader,  RC  member,  RA,  or  Management)  to  express  their  concerns  and   
suggestions  for  improvement.  

Residence  rewards  
  The  Residence  Rewards  Program  returns  this  year  and  is  our  proud  incentive  program  to  encourage  
involvement  in  Residence  Life  and  all  of the  programming  that  is  offered  by  your  Residence  Life  team!  This  
program  creates  a  great  sense  of  community  and  encourages  involvement  in  Residence  Life.  

How do you  get points?  
  Points  are  awarded  for  participating  in  Residence  events,  helping  to  build  a  better  Residence:  getting  good  
grades,  attending  events,  recycling,  helping  Residence  Life  Staff,  volunteering,  showing  your  floor  spirit  and  more!  
If  it  helps  make  Residence  a  better  place  to  live,  it  probably  has  a  point  value!   

What  do you get?  
  Prizes  will  be  given  out  to  the  community t hat  has  the  most  points  at  the  end  of the  prize  
round.  Prizes  may in clude  a  pizza  party,  bowling,  water  bottles,  your  choice!  In  addition,  the  top  three  
students  in  the  building  will  win  a  gift  card  each  round.  You can  choose  to  have  your  gift  certificate  for  any o f 
the  following  stores:  

▪ Any F airview Mall  store  
▪ Best  Buy  
▪ Tim  Hortons  
▪ Zehr’s  
▪ Food  Basics  
▪ Canadian  Tire  
▪ Swiss  Chalet   

If your  heart  is  set  on  somewhere  else,  let  us  know and  we  will  see  what  we  can  do!   
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What  does our community  get from it?  
  The  points  from  all  of the  residents  in  your  community will   tally  together  to  reflect  a  point  grand  total  for  
your  community.  The  Community wit h the  most  collective  points  wins  a  community p izza  party a nd  full  
bragging  rights  for  that  Residence  Rewards  period!  Encourage  your  neighbours  to  participate  in  events  to  
help  rack in  more  points  for  your  community!  

How often are the residence  rewards rounds?  
  There  are  six  Residence  Rewards  rounds:  September,  October  and  November,  January a nd  February,  and  
March.  

Supporting  your  Success  –  Personally  &  Academically   
  Moving  into  residence  is  an  exciting  time,  but  it  can  also  be  difficult.  Our  residence  life  program  offers  you 
many d ifferent  resources  and  services  to  help  you be  successful.  Go  to  our  website,  
www.conestogac.on.ca/residence/life/support.jsp,  to  learn  more  about  these  programs.  

Check  Your Drinking  
  How much do  you drink?  Do  you drink too  much? How do  you compare  to  the  average  college/university  
student?  Take  five  minutes  to  fill  out  this  survey a nd  learn  a  little  about  your  perceptions  and  habits  related  
to  alcohol.  Once  you complete  the  survey i t  will  give  you information  that  may  have  a  positive  impact  on  your  
perceptions  and  habits.   

iCopeU  
  Stressed  out?  Anxious?   Feeling  down?  Or,  simply c urious  to  learn  more  about  how to  effectively  cope  with 
the  challenges  of student  life?  This  interactive  website  has  games,  videos,  and  multiple  resources  that  will  
help  you cope  with some  of the  things  that  you may fi nd  challenging  or  stressful  while  living  in  residence.  

EMERGENCY  PROCEDURES  

Building  Evacuation  

Upon Discovery  of  Fire  
□	  Leave  the  fire  area  immediately,  close  all  doors  behind  you.  
□	  Alert  all  nearby  occupants,  yell  “FIRE”;  
□	  Take  apartment  or  office  keys  if  readily  available.  
□	  Alert  all  occupants  of the  building,  use  the  closest  manual  pull  station  to  activate  the  fire  alarm  

system.  
□	  Do  not  attempt  to  access  the  roof.  Smoke  Rises!  The  roof  access  doors  are  locked  and  you may  

become  trapped.  
□	  Use  nearest  safe  exit  to  leave  the  building  and  proceed  to  the  designated   

assembly a rea.  (The  designated  assembly a rea  is  located  on  the  west  side  and  the  front  courtyard  
parking  lots.)  

□	  Do  not  use  elevators.  
□	  Telephone  the  KITCHENER  FIRE  DEPARTMENT  at  911  and  then  call  Conestoga  Security  at  (519)  

748-5220 e xt  3357 fr om  a  safe  location.  Never  assume  that  this  has  been d one.  
□	  Give  the  name  and  address  of the  building  (Conestoga  College  Student
   

Residence,  99  Conestoga  College  Boulevard),  location  of the  fire  and  your  name.
  
□	  Do  not  return  until  it  is  declared  safe  to  do  so  by  a  Fire  Department  Official.   
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If  You Hear the Fire Alarm  
□	  Remain  calm  and  do  not  panic.  
□	  Shut  off  all  cooking  equipment  /  appliances  that  you  are  using,  if  it  is  safe  to  do  so.  
□	  Take  apartment  or  office  keys  if  readily  available.  
□	  Do  not  attempt  to  access  the  roof.  Smoke  Rises!  The  roof  access  doors  are  locked  and  you may  

become  trapped.  
□	  Do  not  use  the  elevators.  
□	  Begin  to  evacuate  the  building  using  the  nearest  safe  exit  and  close  all  doors  behind  you.  
□	  Proceed  to  the  designated  assembly  area.  (The  designated  assembly a rea  is  located  on  the  west  side  

and  the  front  courtyard  parking  lots.)  
□	  Do  not  return  until  it  is  declared  safe  to  do  so  by  a  Fire  Department  Official.  

 

Before Opening  the  Door or Entering  the  Stairway  
□	  Feel  the  door  and  doorknob  for  heat.  If these  are  not  hot,  brace  yourself against  the  door  and  open  it  

slightly.  If you see  smoke,  or  feel  air  pressure  or  a  hot  draft,  close  the  door  quickly.  
□	  If the  corridor  is  free  of fire  and  /  or  smoke,  close  the  door  behind  you and  leave  by t he  nearest  exit.  
□	  If there  is  no  smoke,  use  the  stairway t o  leave  the  building.  
□	  If there  is  smoke,  do  not  enter  the  stairway,  close  the  stairway d oor.  Go  to  an  alternate  exit  and  again  

open  the  door  carefully.  
□	  If there  is  smoke,  return  to  a  safe  area  and  protect  yourself from  smoke.  

Once  Inside  the  Stairway  
□	  If you encounter  smoke  on  your  way d own  the  stairs,  do  not  continue!  
□	  Leave  the  stairway o nto  the  closest  available  floor  area  and  proceed  to  an   

alternate  stairway.  Open  the  door  carefully a nd  if  there  is  no  smoke,  continue  down  the  stairway  and  
leave  the  building.  

□	  If you cannot  use  any s tairway t o  exit  the  building,  return  to  a  safe  area,  or  enter  an  available  floor  
area  until you are  able  to  take  shelter.  

□	  Do  not  attempt  to  access  the  roof.  Smoke  Rises!  The  roof  access  doors  are  locked  and  you may  
become  trapped.  

If you cannot leave  your suite or office or have returned to  it because of fire or heavy smoke, remain  in the  
office or suite and...  
□	  Close  the  door  but  leave  it  unlocked  for  possible  entry b y fi re  fighters.  
□	  Dial  911 a nd  give  the  KITCHENER  FIRE  DEPARTMENT  the  building  name  and 
  

address  (Conestoga  College  Student  Residence,  99  Conestoga  College 
  
Boulevard)  and  your  name  and  location  in  the  building  (floor____,  area  ____)
  

□	  Seal  all  cracks  where  smoke  can  enter  by  using  wet  towels  or  sheets,  if  it  is  possible.  
□	  Fill  the  sink with water,  if  it  is  possible.  Water  is  an  effective  cooling  agent.  
□	  Keep  low to  the  floor  if  smoke  enters  the  room.  
□	  Move  to  the  most  protected  room  and  partially o pen  the  window for  air,  signal  to  fire  fighters  by  

waving  a  sheet/towel.  Close  window if  smoke  comes  in.  
□	  Wait  to  be  rescued.  Remain  calm.  Do  not  panic.  
□	  Listen  to  instructions  or  information  given  by a uthorized  personnel.  
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Fire  Extinguishment  / Control  / Confinement  
  This  is  primarily  the  responsibility o f the  KITCHENER  FIRE  DEPARTMENT.  The   
production  of toxic  fumes  in  buildings  makes  fire-fighting  potentially  dangerous,   
particularly if   a  large  amount  of smoke  is  being  generated.  
 
  Only a fter  ensuring  everyone  has  evacuated  the  area,  the  alarm  has  been  raised,  and  the  KITCHENER  FIRE  
DEPARTMENT  have  been  directly  notified  by  telephone,  should  a  trained  person  (i.e.,  someone  familiar  with 
fire  extinguisher  operation)  attempt  to  extinguish  a  small  fire.  This  is  a  voluntary  act.  Never  attempt  to  fight  
a  fire  alone.  Portable  extinguishers  are  designed  for  incipient  or  fires  that  have  just  begun.  If the  fire  cannot  
be  easily  extinguished  with  the  use  of a  portable  fire  extinguisher,  leave  the  area  immediately  and  confine  the  
fire  by c losing  the  door.  Leave  the  building,  proceed  to  your  assigned  meeting  place  and  await  the  arrival  of 
the  KITCHENER  FIRE  DEPARTMENT.  
 
NOTE:  Fire  hoses  are  to  be  used  by  trained  persons  only  
 
 

For  All  Occupants  to Avoid Fire  Hazards  
□	  Never  put  burning  materials  such as  cigarettes  end  and  ashes  into  the  garbage  chute  /  containers,  

even  if  they ha ve  been  put  out.  
□	  Never  dispose  of flammable  liquids  or  aerosol  cans  into  the  garbage  chute  /  containers.  
□	  Avoid  unsafe  cooking  practices:  deep  frying,  too  much heat,  unattended  stoves  and  loosely h anging  

sleeves.  
□	  Never  use  unsafe  electrical  appliances,  frayed  extension  cords,  over-loaded  outlets  or  lamp  wire  for  

permanent  wiring.  Use  CSA approved  electrical  appliances:  labels  are  normally p resent  on  the  
appliances  to  verify t his.  

□	  Always  monitor  portable  space  heaters.  Combustibles  should  be  placed  at  least  1 m eter  away fr om  
space  heaters.  

□	  Carefully m onitor  cooking  equipment.  
□	  Never  leave  anything  that  may b urn  or  cause  a  trip  hazard  in  the  corridor,  exits  (inside  and  outside)  

and  stairways.  
□	  Always  clean  out  laundry d ryer  lint  collector  before  and  after  use.  
□	  Turn  off  and  unplug  all  appliances  that  are  not  in  use,  e.g.  coffee  machines,  hot  plates,  irons,  toasters  

etc.  
□	  Do  not  use  flammable  gas  to  inflate  balloons.  
□	  Avoid  using  flammable  chemicals  for  cleaning.  
□	  Ensure  proper  disposal  of oily  rags.  

Knowledge  for  Occupants  in  General  
□	  Know how to  alert  occupants  of the  building,  know where  exits  are  located.  
□	  Call  9-1-1 im mediately whe never  there  is  an  emergency.  
□	  Know the  correct  name  and  address  of the  building.  (Conestoga  College  Student  Residence,  99  

Conestoga  College  Boulevard)   
□	  Notify b uilding  staff  /  property m anagement  staff  if  special  needs  personnel
   

assistance  is  required  in  the  event  of an  emergency. 
 
□	  Know the  fire  procedures  which are  established  to  implement  safe  evacuation.  
□	  Know the  supervisory s taff  in  your  building.  
□	  Know the  designated  assembly  area.  (The  designated  assembly a rea  is  located  on  the  west  side  of the  

building,  near  the  residence  parking  lot.)  
□	  Know the  stairwell  designations.   
□	  Report  any fi re  hazard  to  supervisory s taff.  
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Electrical  Hazards  
□	  All  equipment  shall  be  CSA  approved.  
□	  Inspect  equipment  regularly.  
□	  Electrical  circuits  shall  not  be  overrated  or  overloaded.  
□	  Beware  of octopus  wire-splicing.  (multi-socket  plug  receptacles)  
□	  Damaged  electrical  cords  and  appliances  shall  be  repaired  before  being  used;  
□	  Combustible  materials  shall  not  be  placed  near  electrical  installations  or  appliances.  

 

Emergency  Procedures  and  Accessibility  

Pre-Incident Arrangements  
□	  Occupants  with special  needs,  including  persons  using  wheelchairs,  scooters,  crutches,  or  having  had  

recent  surgery  or  a  broken  leg  in  the  past  6 we eks,  etc.  
□	  Occupants  with hearing  impairment  will  be  placed  in  a  suite  with strobe  lights  located  in  the  

bedroom,  kitchen,  and  washroom.  
□	  Occupants  who  use  a  wheelchair  will  be  placed  in  a  barrier-free  room,  and  will  meet  with  a  manager  

to  discuss  and  review  the  emergency p rocedures  and  determine  an  evacuation  plan.  

During  an Emergency  Situation  
If there  is  no  imminent  danger  on  the  floor,  Residence  Workers  should:  
□	  Move  special  needs  person(s)  into  their  room.  
 
If there  is  imminent  danger  on  the  floor  and  the  special  needs  person  cannot  exit:  
□	  The  special  needs  person  will  stay in   their  room  close  to  the  door  and  wait  for  emergency p ersonnel.  

Notify fr ont  desk about  your  location.  
□	  If it  is  not  safe  for  the  special  needs  person  to  stay in   their  room,  transport  the  special  needs  person  

to  the  nearest  safe  stairwell.  
□	  One  Residence  Worker  is  to  exit  the  floor  and  notify fr ont  desk /  fire  official  /  Emergency 
 

Coordinator  of the  location  and  circumstances  of the  special  needs  person.
   
 

Lockdown  
  In  the  event  of a  lockdown  situation  at  the  “Main  Building” the  following  announcement(s)  will  be  made  on  
the  public  address  system:  
 
THIS  IS  A LOCKDOWN.  THIS  IS  NOT  A DRILL.  REPEAT.  THIS  IS  A  LOCKDOWN.  THIS  IS  NOT  A  DRILL.  
 
In  the  event  of a  Lockdown  staff  should:  
□	  Lock doors  (and  windows if   applicable)  where  possible.  
□	  Stay  away fr om  windows a nd  doors  when  they  have  been  made  secure.  
□	  Keep  students  and  staff  quiet,  low and  against  a  masonry w all  where  possible.  
□	  Draw/close  drapes  where  possible.  
□	  Turn  off  lights  where  possible.  
□	  Do  not  permit  access  to  area  unless  person  requesting  access  is  clearly  identified.  
□	  Do  not  respond  to  any r equest  to  leave  the  room,  especially  a  Fire  Alarm,  unless  there  is  a  direct  risk 

to  safety fr om  an  obvious  fire.  
□	  An  official  announcement  will  be  made  to  announce  the  “ALL  CLEAR”,  at  which  time  it  will  be  safe  to  exit  

your  room.  Waterloo  Regional  Police  Service  will  be  contacted  in  all  Lockdown  situations  
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Last Updated: July 2017 

IMPORTANT NUMBERS
 

EMERGENCY  
Police         911 
NonEmergency  Police     5196537700 
Fire         911 
Ambulance       911 
Poison  Control       18002689017 

HOSPITALS  
Grand  River  Hospital     5197423611    853  King  Street  West,  Kitchener 
St.  Mary’s  Hospital     5197443311    911 Queens  Blvd,  Kitchener 
Urgent  Care  Clinic  (walkin  clinic)   5197482327   385  Fairway Rd,  Kitchener 

COLLEGE       5197485220 

RESIDENCE       Conestoga  College  Residence 
99  Conestoga  College  Boulevard 
Kitchener,  ON 
N2P  2N5 

Phone:    5198952272 
Fax:    5198952688 
Email:    info@conestogac.on.ca/residence 
Web:    www.conestogac.on.ca/residence        
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