
Student 

Handbook
2016 - 2017





Welcome 1

About the Student Resident Handbook 1

Staff at La Casa 2

Student Housing 3

Building Amenities 9

Rent Collection Policy 11

Housing Agreement Termination and Eviction 12

Disciplinary Action 13

Formal Complaints 13

Safety and Security 15

Quick Links 18

Important Numbers
19

Table of Contents



Welcome

Congratulations and welcome to La Casa Student Housing!

Through participation in the varied programs and events at La Casa, we hope that you will connect to 

academic assistance and opportunities that will help broaden and enrich your college experience. 

Throughout the academic year, we will seek to provide you with an educational advantage by supporting 

and challenging you to pursue academic achievement as well as helping you to cultivate personal and 

professional growth. 

Further, at La Casa we promote service as a means of creating a sense of pride and investment in the 

community. We strongly encourage you to become an active participant in the neighborhood. 

We are glad you are here and we ask you to read over the rest of this handbook which will assist you in 

having the best experience possible while living and learning at La Casa.  

Student Resident Handbook

The 2015-2016 La Casa Student Handbook will be your guide to our policies and procedures at La Casa 

Student Housing.   A copy is also available on La Casaôs official website and on the e-bulletin at 

www.lacasastudenthousing.org (refer to ñDocument Centerò) and on www.lacasabulletin.wordpress.com.

The information within the La Casa Student Handbook applies to all residents, visitors, and guests within 

La Casa regardless of academic college or program. 

The La Casa Student Handbook is not a contract, and La Casa reserves the right to amend, modify, 

change or revoke any statement contained within. Any policies, practices, procedures, and regulations 

listed in La Casaôs publications are subject to periodic review and modification.  Every effort will be made 

to provide appropriate supplements and announcements indicating major alterations. Residents will be 

held to the policy alterations as they are adopted.

NOTE: All terms and conditions of the La Casa Student Handbook are incorporated into the La Casa Housing 

Contract. Residents will be informed of any changes to the La Casa Housing Contract or La Casa Student 

Handbook prior to the effective date thereof.  Upon signing the La Casa Housing Contract, each resident 

acknowledged and agreed that any break or violation of the same will constitute an event of default.
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Staff at La Casa Student Housing
The staff at La Casa is committed to supporting you throughout your unique college journey.

We have assembled a terrific team this year in order to ensure a safe, inclusive, and welcoming living and learning 

environment that fosters academic success, personal growth, and leadership development. We hope that you will get to 

know the staff and utilize them fully as resources and supports. 

Director

The Director of La Casa is responsible for coordinating all 

activities of La Casa Student Housing and Resource 

Center. She supports and supervises the Community 

Assistants, Student Support Specialist,  Outreach 

Representative, and Manager of CIP.  Close collaboration 

with Property Management staff at The Resurrection 

Project is required to establish and maintain a living and 

learning environment that is conducive of the academic 

and personal growth of our students in a manner that is 

consistent with the goals and objectives of the La Casa 

college success model.  

In addition to initiating programs and activities in the 

residence hall, responding to problems and emergencies, 

and enforcing the policies and procedures established for 

our living-learning community, the Director of La Casa 

serves as a community liaison and works to create 

effective partnerships with universities, high schools, and 

community-based organizations. She establishes 

benchmarks, tracks overall programmatic outcomes, and 

is responsible for managing program expenditures and 

seeking additional resources when necessary.

TRP Property Manager

The TRP Property Manager (PM) is responsible for the 

overall operation of the La Casa buildings including, but 

not limited to maintaining the physical facilities and 

coordinating inspections and improvements. This person 

responds promptly by phone or in person as appropriate 

to emergency situations such as fire alarms and is part of 

our on-call staff.  Refer to her with issues pertinent to your 

suite, housing agreement, rent payments, key 

management, maintenance and repair work orders, and 

oversight of certain outsourced and ancillary services.

Security staff reports to the TRP Property Manager. 

Manager of CIP

The Manager of La Casa Career Internship Program 

(CIP) is responsible for building and managing a career 

internship program for La Casa students. The purpose of 

the CIP is to provide students with career exploration, 

formal training, mentorship, leadership development, 

access to a living-learning community, and financial 

support to position students to acquire marketable skills 

before they graduate.

Student Support Specialist

The La Casa Student Support Specialist is responsible for 

planning and coordinating a variety of activities that equip 

students to successfully navigate through college.  For the 

purpose of this position, success in college entails 

attention to: (1) academic preparedness, (2) academic 

tenacity, and (3) college, financial aid, and career 

knowledge. The Specialist works with external partners to 

create academic, and career and leadership opportunities 

for student residents. This includes serving as a liaison for 

students to communicate with college staff and peers, 

helping new students adjust to our living- learning 

community, and making sure that each student maintains 

a positive outlook of educational and career prospects.

Outreach Representative

The La Casa Outreach Representative fosters 

relationships with prospective students, parents, and 

other stakeholders at secondary and postsecondary 

institutions and community-based organizations to 

familiarize them with the educational programs and 

services of La Casa.  She is responsible for assisting new 

student residents in making a smooth transition to living in 

Pilsen by guiding prospects through the admissions 

process, reviewing applications, and conducting student 

interviews. Other duties include planning and hosting 

tours, coordinating new student orientations, and 

maintaining student records and files. 

Community Assistants

There are a total of five (5) master level students (one per 

floor) who support undergraduate student residents as La 

Casa Community Assistants (CAs). The position is 

comparable to what many higher-education institutions 

call a ñResident Assistantò or ñRA.

The La Casa CAs serve as peer mentors, role models, 

community builders, informal listeners, facilitators, and 

program planners to students who live at La Casa Student 

Housing. They are instrumental in efforts to facilitate floor 

meetings, study breaks, weekly office hours, and help 

ensure that La Casa policies are upheld.  CAs fit into the 

total educational picture of the La Casa living-learning 

community as they are the day-to-day contact persons for 

residents and are key to the overall success of La Casa 

programmatic goals.

CAs are primarily available after normal business hours.  
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rooms, washrooms, front lobby, elevators, study rooms, 

conference rooms, and the surrounding grounds. Alcohol 

may only be consumed in private rooms by residents who 

are over the age of twenty-one (21).   

Further, the following rules apply with regard to the 

consumption of alcohol at La Casa Student Housing:

1. Residents who are under the legal drinking age of 

21 who are reported or found to be 

drinking/intoxicated will be placed on probationary 

status and are subject to termination of Housing 

Contract.

2. If all assigned residents to a suite are under 21, 

the possession or consumption of alcohol is 

prohibited within that suite at all times regardless of 

the age of any guest or visitor.

3. Misrepresentation by a person under age 21 of 

his/her age in order to obtain alcohol is prohibited.

4. Possession, consumption, use, or distribution of 

alcohol by persons under age 21 is prohibited, 

including but not limited to resident rooms or suites, 

common rooms, lounges and community kitchens. 

Alcohol (opened or unopened) found in the 

possession of a resident under age 21 will be 

confiscated and/or disposed of by La Casa 

Residence Staff. 

5. Residents, guests, and visitors who are 21 years 

of age and older, in accordance with Illinois State 

Law are permitted alcohol consumption and 

possession.  Residents who are 21 or older may 

consume alcohol in the privacy of the assigned  room 

when the door is closed but not in common areas and 

while no person under 21 is present (including 

roommates under the age of 21, and guests).  

Additionally, while in the presence of a person under 

the age of 21, no resident can be in the presence of 

alcohol, including beverages contained in 

refrigerators, cabinets, etc.

6. Distribution, sale or provision of alcohol to a 

person under age 21 by any person is prohibited.

7. Transportof alcohol to a residentôs room from 

outside the building is only allowed by persons who 

are 21 years of age and older. Students must adhere 

to the following conditions. 

Å No open or empty alcohol containers are 

permitted outside of a studentôs room.

Å Open and empty containers of alcohol are 

prohibited in all common areas. 

Å All containers must be closed with a proper lid. A 

closed container is defined as one that can be 

turned upside down without any spillage, such as 

a plastic water bottle or thermos. La Casa Staff 

reserve the right to inspect and dispose of 

improperly transported alcohol. 

Student Housing

Access to La Casa Buildings

La Casa is not a public facility. Access to the studentsô 

housing and resource center buildings is restricted 

exclusively to student residents, building employees, 

authorized staff of The Resurrection Project, and 

registered guests. 

Å Doors will remain locked at all times and must not be 

left propped open or unsupervised. For the safety of 

all who live and work at La Casa, doors must not be 

opened for any non-resident guests unless a La Casa 

host is present.

Å Visitors are only allowed in the building when 

accompanied by a host that is a La Casa student 

resident or staff member. A host must escort guests 

at all times (see ñGuests and Visitorsò Policy), will be 

held responsible for the behavior of his or her guests, 

and must ensure that guests comply with all La Casa 

policies and regulations.  Prior to hosting a guest or a 

visitor, residents review the La Casa Guest & Visitor 

Policy to understand La Casa expectations of both 

hosts and guests. 

Å Between academic terms or during spring vacation, 

students are not required to vacate La Casa 

premises. 

Access to La Casa buildings is available only when 

college is in regular session and only during the agreed 

upon housing period outlined in the Housing Contract.  

Students who arrive before the student housing facilities 

open or after they close will incur additional fees unless 

alternate printed approval from the TRP Property 

Management Office is secured.  

Alcohol and Other Drugs

Alcohol

All local, state, and federal laws concerning alcohol are in 

effect at La Casa Student Housing. Residents and their 

guests are prohibited from exhibiting non-compliant or 

disruptive behavior under the influence of alcohol.

At La Casa Student Housing, we promote responsible and 

sensible use of alcohol.  La Casa Student Housing strictly 

upholds Illinois laws that prohibit the consumption of 

alcoholic liquor by any person under 21 years of age and 

prohibits any person, after purchasing or obtaining 

alcoholic beverages, from selling, giving or delivering 

those alcoholic beverages to an individual under the age 

of twenty-one (21).  Students who do not drink 

responsibly or who consume alcohol underage will be 

placed on probationary status and are subject to 

termination of housing contract. 

La Casa Student Housing also prohibits alcoholic 

beverages in all public areas in the student residence and 

resource center including stairways, hallways, laundry
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Å Transport of open containers of alcohol 

(including alcohol beverages in cups) from one 

suite to another is prohibited.

8. Alcohol delivery services are banned from La Casa 

Student Housing property. The procurement of 

alcohol from delivery services will result in 

termination of contract.

9. Production or brewing of wine, beer, or spirits on 

La Casa Student Housing property is prohibited.  If 

found, all items will be confiscated and the resident(s) 

housing contract will be terminated.

10. Parties and gatherings involving alcoholic 

beverages are prohibited.

11. Kegs and other common source and large 

volume containers over 60 ounces are not 

permitted in Residence. Drinking paraphernalia such 

as funnels, etc will not be permitted in residence. 

These items will be confiscated.

12. Empty containers of alcohol are not permitted as 

decoration or display.

Anyone determined to be involved in a situation where the 

alcohol policy was violated, regardless of age, will be held 

accountable for the policy violation.

Drugs

La Casa Student Housing is a drug-free living-learning 

community. All local, state, and federal laws concerning 

drugs are in effect. 

Residents owe it to themselves and others to make 

educated decisions regarding recreational and 

prescription drug use. 

1. Residents and their guests are prohibited from the 

use, possession, or distribution of any illegal or 

illicit substances or paraphernalia.

2. Police will be contacted if any observed or  

discovered substance is suspected to be an illegal 

substance.

3. Residents and their guests are prohibited from 

exhibiting non-compliant or disruptive behavior 

under the influence of drugs.

4. Drugs and subsequent paraphernalia, as 

determined by staff, will be disposed of appropriately 

and immediately under the supervision of police or 

security personnel.

5. Drugs and smoking paraphernalia including, but 

not limited to, all hookahs, pipes, vaporizers, bongs, 

and other devices, are prohibited and will be 

disposed of upon confiscation.

6. Use of prescription drugs for any purpose other 

than that for which legally issued or intended, or by 

anyone other than the prescribed user, is strictly 

prohibited and can be confiscated.

Bicycle Storage

A limited number of bike racks are provided for bicycles, 

but at no time is bike parking guaranteed to be available.

Å Bikes are not allowed inside La Casa Student 

Housing. 

Å Under no circumstance will bikes be kept or stored in 

resident rooms, they are not to be left unattended, 

ridden, or chained in common areas of La Casa 

such as hallways, stairwells, lobbies, study rooms, 

etc. Bikes found in such areas will be removed at 

the ownerôs expense, stored for a short time, and 

then disposed of without notice.

Å Each resident acknowledges that he/she is 

responsible for protecting his or her own property 

from theft or damage , whether in a bike storage 

area or anywhere on the premises. 

Check In
At check-in, each resident is issued a key card, bedroom 

door key, suite key, and mailbox key. 

It is the residentôs responsibility to carefully examine the 

assigned room, suite, and their contents to indicate on the 

Suite Condition Report (SCR) form the absence of any 

appliances or furnishings, to note any damages, and to 

describe the general condition of each room, and then to 

return the signed report as directed during the move in 

process. Residents will not be held responsible for 

conditions, damages, or shortages that exist prior to the 

time he/she assumed occupancy, provided these items are 

noted in a timely fashion on the Suite Condition Report 

(SCR). Failure to return the completed form could result in 

a residentôs obligation to pay for damages regardless of 

whether they preceded his or her time of occupancy. 

Check Out

Each residentôs assigned room and suite must be in the 

same condition that was noted on the Suite Condition Form 

upon check in.

Residents are required to schedule an appointment with the 

TRP Property Manager to go through an exit inspection of 

the entire unit and to submit appropriate paperwork and 

keys.  

1. Moving out or being absent from the building does 

not affect your financial obligations as outlined in your 

Housing Contract.  

2. All resident belongings must be removed from the 

suite, the kitchen, shared areas, and bathrooms.

3. Furniture must be arranged as it was upon arrival, 

prior to exit inspection.  

4. All keys must be returned.

5. The Suite Condition Report (SCR) must be signed 

and dated, upon final check-out. See ñSuite Condition 

Reportò on page 8 of this Student Handbook.
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Community Billing 

The replacement or repair costs for damages in La Casaôs 

public areas (including, but not limited to, lounges, fitness 

center, hallways, elevators, kitchen, bathrooms, and living 

room) are assessed to an individual when responsibility 

can be determined. However, when individual 

responsibility for damages cannot be determined, the 

residents of a room, suite, floor, or the entire building are 

collectively responsible for the repair or replacement 

costs. The resident(s) will be notified of a damage 

assessment after proper checkout procedures have been 

completed and/or the damage charges are assessed.

Facility Inspections

Health and safety Inspections are intended to confirm that 

residents are promoting a clean and well-maintained living 

environment. Scheduled health and safety inspections of 

suites are performed by a staff member of La Casa 

periodically throughout the academic year. Before 

entering a residentôs room, authorized La Casa staff will 

make a reasonable effort to obtain a residentôs 

permission. Possible situations for a room entry and/or 

search without this permission include:

Å When the staff of La Casa has a reasonable cause to 

suspect violations of any of its policies (examples: 

illegal drug or alcohol use, evidence of a crime, or 

vandalism)

Å When the staff has reasonable cause to believe an 

emergency exists involving immediate danger to life, 

safety, health or property

Å When a disturbance exists in the room (example: 

loud music, alarm, or loud noise of any kind)

Å When the resident has placed a maintenance request 

or contacted their Community Assistant for a 

maintenance request 

Å When La Casa staff has informed the residents by 

email or posted notices in common areas (48 hours 

in advance)

Food

If you did not purchase food items stored in common 

areas or shared refrigerator, you are not authorized to 

consume it without the ownerôs consent.

Any food kept in student suites should be stored without 

presenting a health hazard. La Casa reserves the right to 

make further restrictions regarding the storage of food 

should a pest problem develop. 

Food stored in each unitôs shared refrigerator and 

cabinetry should be labeled and dated. You are strongly 

encouraged to clean refrigerators on a weekly basis.

1. Each room will be inspected by the TRP Property 

Manager for damages and cleaning charges. If 

damages or cleaning issues are found, a fee will be 

assessed. 

2. Residents are held responsible for any changes in 

room condition (damages, missing items, etc.) which 

were not reported or did not exist at the time of move-

in. All cleaning, painting and damage charges will 

reflect actual expenses. 

3. All damages will be split equally between 

roommates, unless a responsible party is identified.

4. Failure to check out properly will result in an 

administrative fee for improper move-out. 

5. Private property left after vacating or upon the 

expiration of the Housing Contract will be considered 

abandoned and will be disposed of at the expense 

and risk of the resident.

6. Check out no later than 12 p.m. (noon) on the last 

day of the term of the Housing Contract.  Residents 

who do not move out by the end of the contract term 

may be assessed a per day/night holdover fee.

Examples of charges include (but are not limited to):

a) Improper or Late Checkout ($200)

b) Missing Key Card/Door/Mailbox Key ($20/$35/$10)

c) Excessive Cleaning ($100)

d) Trash & Abandoned items ($100)

Cleanliness / Care of Facilities

Residents are expected to maintain their rooms and units 

in high standards of cleanliness and exercise reasonable 

care for the facilities. Building maintenance staff will be 

responsible only for maintaining the halls and other public 

areas of La Casa buildings.  La Casa residents are 

expected to:

1. Keep rooms and living areas in good order so that 

they do not cause odors, encourage the development 

of a pest population, or endanger the health of other 

residents.  

2. Engage in routine cleaning that includes kitchen, 

living room, and bathroom appliances and fixtures, 

furniture, and full cooperation with the buildingôs pest 

control program.

3. Work out a cleaning schedule with suitemates to 

ensure housekeeping duties are carried out at least 

once a week including living room, bathrooms and 

kitchen areas. 

4. Wash dirty dishes immediately after each use. 

The TRP Property Manager and other La Casa staff will 

conduct regular inspections to review the condition of your 

room and suite.  
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Guests and Visitors

Visitors and overnight guests (non-residents in room after 

midnight) are welcome but keep in mind that you cannot 

entertain guests at the expense of a roommate or without 

regard for the privacy and needs of other students who live 

at La Casa. No guests are permitted at La Casa Student 

Housing, or in any residentôs bedroom, without the consent 

of all residents in the suite. You are encouraged to talk with 

roommates and agree to guidelines for visitation by guests 

within the suite. For safety and security reasons, you must 

inform your Community Assistant of a guest's 

presence. Keep in mind that it is a privilege to host visitors 

and guests in the residence building and in the resource 

center.

Å Non-residents of La Casa found unescorted or 

suspected of manipulating the guest and visitor policy 

and/or in violation of any La Casa policies may be 

removed from the facility immediately, potentially 

banned permanently, and may cause their host to lose 

their guest and visitor privileges.

Å To help maintain a safe living environment, do not allow 

unescorted strangers into the La Casa building. Do not 

hesitate to report any and all unescorted visitors to your 

Community Assistant and other available La Casa 

staff. Unauthorized visitors will be asked to leave the 

building. By state law in Illinois, police can arrest any 

unauthorized visitors and guests who refuse to vacate 

residence halls. 

Å Visiting hours end at midnight.  Visitors who remain at 

La Casa beyond midnight are considered overnight 

guests and are subject to the overnight guest policy.

Å You must stay with your visitors and guests during the 

entire visit. 

Å After visiting, your guests must leave La Casa properties 

promptly. 

Å You must ensure that guest presence and behavior do 

not infringe on the rights of your roommate or any other 

resident.

Å If your roommate's guests infringe on your rights, inform 

your roommate about your concern. If you need help 

addressing visitor or guest problems, contact your 

Community Assistant and/or other available La Casa 

staff. 

Å La Casa Student Housing restricts maximum occupancy 

of each student suite to no more than twenty (20) 

persons (including Residents, Visitors and Guests) at 

any one time, subject to the limits per Resident host. 

Sign-in & Identification 

Visitors must use the intercom to call the resident they are 

coming to visit. La Casa Resident hosts must show their 

own photo identification in order to check in all guests and 

visitors at the Front Desk. All visitors and guests must 

present a currently valid, government- or university-issued 

photo-identification (driverôs license, state ID, valid passport, 

student ID) to sign-in at the Front Desk upon arrival. In 

addition, all visitors and guests must sign-out upon the end 

of their stay. Non-residents must be escorted by their host at 

all times throughout the building and may not use a

residentôs key card to access facilities without the host. 

Responsibility 

La Casa residents are responsible for the behavior of their 

guests and visitors. You are subject to consequences 

resulting from a guest's behavior, including fines and 

repair costs. There is a limit of two (2) visitors or one (1) 

overnight guest per student host at a time. Visitors must 

leave before midnight. Members of each suite may vote 

to restrict these hours and an individual roommate pair 

may restrict these hours for their room through the 

Roommate Agreement Form. These limitations are 

designed to ensure safety capacities and to prevent 

abuse of roommate rights.

Overnight Guests  

Visitors who remain at La Casa beyond midnight are 

considered overnight guests and are subject to the 

overnight guest policy.

Å All roommates must consent to have a Guest stay 

overnight. 

Å Residents are allowed only one (1) Guest at a time. 

Å Residents are allowed up to one (1) Guest to stay for 

a maximum of three (3) consecutive nights within any 

thirty (30) day period or separate Guests to total no 

more than five (5) nights within any thirty (30) day 

period.

Å No Guest may stay more than five (5) total nights at 

La Casa within any thirty (30) day period.

Å Once a Guest reaches the maximum number of 

overnight stays within any thirty (30) day period, that 

Guest may not have another overnight visit to the 

same or other Resident in the building, except with 

the prior written approval of La Casa management.

Å A Guest may not stay at La Casa or occupy your 

room if you and your roommate are absent.

Å If your guests need to stay longer they should 

seek alternate housing elsewhere. 

Minor Guest Policy

La Casa Student Housing is committed to the safety of all 

individuals in its Living-Learning Community. We are 

particularly concerned for those who are potentially 

vulnerable, including minor children (those under age 18), 

who require special attention and protection.   

Å Guests under the age of 16 are not permitted in La Casa 

buildings at any time unless they are accompanied by a 

parent or legal guardian. 

Å Guests who are 16 or 17 years of age are permitted to 

stay overnight with written permission from a legal parent 

or guardian. Minor guests may not stay for more than 

three (3) consecutive nights.

Å Resident students wishing to host a guest age 16-17, 

who are not accompanied by a parent or legal guardian, 

may do so only with the prior written consent of the 

parent or legal guardian and subject to the approval of 

the Director of La Casa and/or TRP Property Manager.  

Å Completion of the Minor Guest Authorization Form is 

required and is subject to approval.
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Pets

No pets allowed.

The only exception to this policy is if the student makes a 

request to allow a service animal as a Reasonable 

Accommodation.  In order for the request to have a 

service animal qualify as a Reasonable Accommodation, 

the requestor must have a disability and there must be a 

relationship between the requested accommodation and 

that personôs disability.   If you require the use of a service 

animal, you must inform La Casa Student Housing about 

applying for a Reasonable Accommodation.  

Animals other than authorized service animals found in La 

Casa facilities must be removed immediately or may be 

subject to be removed by staff or other officials.  La Casa 

Student Housing and The Resurrection Project are not 

responsible for what happens to any pet when it is 

removed or while living in La Casa premises.  No pet is 

permitted to ñjust visitò ïpets are not allowed in La Casa 

facilities at any time.

Residents found with pets will face disciplinary action, 

with additional billing as needed to restore the room/suite 

to an assignable state (as determined by Property 

Management at The Resurrection Project), which may 

include but is not limited to furniture cleaning or 

replacement, and repainting.  All occupants of a 

room/suite found with a pet, or related pet paraphernalia 

(i.e. food and water dishes, litter box, kennels, etc) will be 

held responsible.

Posting Policy / Attachments and 

Decorations

Staff will discard any materials that promote the use of 

alcohol, illegal drugs, or discrimination on the basis of 

race, gender, color, religion, creed, national origin or 

ancestry, age, marital status, sexual orientation, disability 

or military status.

Inside suites

Residents should not install or attach any of the following 

in their rooms:

a) locks,

b) decals or transfer pictures, 

c) outside antenna, 

d) additional electrical wiring, 

e) shades, blinds, awnings or window guards, 

f) air-conditioning or heating units. 

Use of nails, screws, hooks, tacks, or adhesives which 

damage walls, ceilings, furniture, doors, windows, or 

fixtures is prohibited. Damages caused by the use of such 

items will be billed to the residents.  Decorative items, 

such as fishnets, parachutes, and other such items, which 

are flammable, are not permitted in residents' rooms 

unless they have been fireproofed. Only approved lights 

may be used to decorate a room.

Removal from Premises

La Casa staff reserves the right to require a visitor or 

short-term guest to leave if any policies are not obeyed or 

if complaints are received from members of the La Casa 

community. Violation of any of these policies may lead to 

nonresidents being charged with trespassing and the 

resident host may face eviction. 

Keys
Residence room keys are the sole property of La Casa 

Student Housing and may not be duplicated under any 

circumstances. Keys should only be used by the 

individual resident to whom they are assigned, and should 

not be used by any other resident or nonresident. If a 

student loses his or her key, he or she must report it to his 

or her Community Assistant immediately.  Replacement 

keys will be provided to residents at the following rates: 

Å Key card - $20

Å Suite or Bedroom keys $35

Å Mailbox keys $10

Students that require La Casa staff to assist with lockout 

situations, will be assessed  a fee:

Å $10 fee on Monday ïFriday (9 a.m. ï5 p.m.)

Å $35 fee on Saturday-Sunday and on weekdays 

outside of normal business hours

Fees will be assessed on the next housing bill.

(Fix It) Maintenance Requests & 

Work Orders

Property Management staff at The Resurrection Project is 

responsible for insuring that necessary repairs are made 

in the La Casa buildings.  Any issues with resident rooms, 

living spaces, appliances, or shared spaces should be 

reported immediately by submitting a:

(Fix It) Maintenance Request Form

www.lacasabulletin.wordpress.com 

Å Be sure that the description of the issue is as detailed 

as reasonably possible. 

Å Please note that completing a work order gives 

implied consent for staff to enter your room to fix the 

reported concerns.  

Å Staff may require access to a room to conduct routine 

maintenance. You will receive at least 48 hour notice 

unless it is an emergency situation.  

Å Access cannot be denied in an emergency.  We make 

emergency repairs immediately to alleviate any 

problems within the facilities that may cause health or 

safety concerns. Any water leaks, damages or items in 

need of repair are to be reported immediately. 

Your Community Assistant will work with the TRP 

Property Management staff and the Director of La Casa to 

ensure that issues are resolved in a timely manner.  In 

most situations, repairs are made as soon as possible, 

although some situations may take longer than others due 

to a variety of reasons. 
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Outside suites

Signs, banners, and other displays attached to La Casa 

structures (interiors or exteriors) are prohibited unless 

approved in advance by the Director of La Casa. 

Quiet/Courtesy Hours

Courtesy with regard to noise level is expected 24 hours 

each day. It is the policy of La Casa that spaces on floors 

2-6 be reasonably quiet at all times. Further, it is expected 

that the halls and common areas will be especially quiet 

during "quiet hours." The designated quiet hour schedule 

in all residence areas is:

10 p.m. to 7 a.m., Sunday through Thursday; 

and 

midnight to 9 a.m. on Friday and Saturday. 

These hours represent a minimum requirement to ensure 

residents quiet time to sleep and study. Residents on 

each floor are free to develop an extended schedule to 

accommodate additional quiet time for study.

Room Change Requests

Usually a change of room is not the first option. Students 

are encouraged to try to adjust to the new living situation 

by making a concerted effort to work towards a decent 

and fair living arrangement. 

However, in extreme situations, if a resident is in need of 

switching rooms or suite, he or she must first consult with 

the TRP Property Manager, who will consult with the 

Director of La Casa to determine if a room change is 

possible.

Unauthorized room changes are prohibited. All room 

change requests must be approved and authorized by La 

Casa staff.  If approved, there will be pro-rated charges 

for both the old and new assignment .  Residents who 

move units without approval of the Management Office 

will be charged a fee for improper room change.

Roommate Contract

Students are required to complete a Roommate Contract 

(RC) to avoid conflicts and misunderstandings resulting 

from differences of opinion. 

RCs must be returned to the Director of La Casa within 10 

days of move-in to an assigned room.

Smoking

All La Casa Student Housing buildings, including resident 

bedrooms, suites, and public areas are 100% smoke-free.  

In accordance with the Smoke Free Illinois Act of 2008 

which prohibits smoking in all indoor workplaces and 

public places, smoking is prohibited inside La Casa

buildings and also within 15 feet of all entrances and 

exits, windows that open and ventilation intakes. Smokers 

are to dispose of cigarette and cigar butts appropriately. 

Littering with cigarette butts is not acceptable.

Soliciting

For the residents' protection against fraudulent sales and 

annoyance, soliciting is not permitted within La Casa 

properties. Residents, guests, visitors, or third parties 

shall not solicit, canvass, nor conduct any door-to-door 

activities on the premises without written permission from 

La Casa Student Housing Staff.  The Community 

Assistants or Director of La Casa must be notified if a 

solicitor is seen in any of the buildings. Permission for any 

soliciting must be obtained only through the Director of La 

Casa.

Sports Activities

To create a safe environment, athletic events are 

prohibited in or around residence. Propelling objects, 

including but not limited to footballs, softballs, and 

baseballs, in or around La Casa, are prohibited.

Stairwells

Under no circumstances will throwing, dropping, hanging 

or ejecting objects or fireworks down stairwells be 

tolerated. Persons involved in such actions will be subject 

to termination of housing contract in accordance with the 

terms and conditions of the La Casa Student Housing 

Agreement. Hallways, stairwells, and doors must have a 

clear passage at all times. Any item found in the hallways 

or stairwells will be discarded.

Suite Condition Forms (RCF)

A Suite Condition Form (RCF) is a written record of the 

room and suite condition.  It outlines a list of all amenities, 

furniture, building structure, and other La Casa provided 

materials and amenities in the suite and room.  

Each individual student resident will receive a Suite 

Condition Form for check-in and one for checkout and are 

required to complete it upon arriving and leaving. Failure 

to turn in or complete a Suite Condition Form will result in 

a fine of $200 for an improper checkout. 

With your cooperation, La Casa Student Housing will 

remain safe, attractive, and enjoyable. 

Unauthorized Use of Rooms: 

Business from Residents' Rooms

Residents are not permitted to carry out any organized 

business for remunerative purposes from their rooms, 

inscribe or affix any sign, object, advertisement, or notice 

on any part of the inside or outside of the building 

premises.
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Å Do not push the elevator doors open after they begin 

to shut; use the OPEN DOOR button and be 

considerate of other passengers.

Å Do not smoke in the elevator cab. Smoking in the 

elevator will set off the fire alarms.

Fitness Center

La Casaôs Fitness Center is located on the southwest side 

on the first floor at La Casa Student Housing. Entry into 

the Fitness Center is limited to residents with key card 

access. Each student resident may host one guest within 

the Fitness Center and must accompany their guest at all 

times. 

HOURS OF OPERATION

Monday - Sunday: 24 hours

- These hours are subject to change. -

All residents and approved guests who enter the Fitness 

Center agree to follow the rules and regulations posted 

there in.  Please report any problems with the equipment 

to the TRP Property Manager.

Furniture

Furniture provided at La Casa may not be removed from 

rooms, suites, lounges, or common areas. The TV in the 

lounge must not be dismounted for any reason.

Furniture stacking is not permissible.  Current bed frames 

and furniture are not constructed for stacking.  Avoid 

placing bookcase onto study table, bookcase onto 

dresser, or bookcase onto another bookcase. There are 

no safety pins to hold furniture in place.

Please report any furniture problems to the TRP Property 

Manager.ò

Suites

Each living/dining space is provided with a TV, couch, two 

lounge chairs, a coffee table, a large dining table, and six 

dining chairs. The suite units contain an island, four bar 

stools, and several cooking amenities (see Cooking 

Appliances). Each suite also has two bathrooms with a 

sink, shower, and toilet.

Rooms

La Casa furnishes each room with two study desks, two 

bookcases, two chairs, two extra long twin size beds, two 

chests of drawers and two armoires. Each resident must 

supply his or her own linens, pillow, blanket, and towels.  

No La Casa furniture or mattresses are to be taken out of 

the residence rooms, and no furniture other than that 

which is provided should be necessary. All furnishings 

must remain in the student rooms. This policy also 

prohibits the construction or placement of any furnishings, 

paneling or material that prevents a clear view of the 

Building Amenities

Bunk Beds and Lofts

Unapproved bunk beds and lofts are prohibited. The 

construction of bunk beds and lofts must be authorized in 

advance by the TRP Property Manager who will inspect, 

then approve or reject your request.

Cable TV

The common area lounge in each suite is provided with 

basic television cable service as part of the room rate.  At 

this time, there are no premium upgrades available 

(including DVR service or additional channels).  

Cable is not available in individual student rooms.

Cooking Appliances

All cooking appliances such as refrigerators, freezers, 

microwaves, toasters/toaster ovens, hot plates, slow 

cookers, electric frying pans, or any other open coil 

appliances are not permitted in resident rooms. These 

items should only be used in the kitchen areas. 

Each suite is furnished with a kitchen that includes a 

refrigerator, freezer, stove with oven and vented hood, 

dishwasher, and microwave.

Computer Lab

The computer lab is located in the La Casa Resource 

Center.

HOURS OF OPERATION

Monday- Sunday: 7 a.m. ï 2 a.m. 

- These hours are subject to change. -

Terms of use  apply as established by The Resurrection 

Project for La Casa Student Housing.  We retain the right 

to inspect, review, and destroy any electronic 

communications, files, data, or other materials created on, 

stored on, or sent to, from, or via the La Casa Student 

Housing computer equipment as necessary to monitor 

compliance with terms of use and to maintain the efficient 

operation of the technology services. 

Elevators

Tampering with, vandalism to, or other misuse of elevator 

equipment in the La Casa building is prohibited. Such 

action will constitute reason for disciplinary action, up to 

and including termination of Housing Agreement.

The passenger elevator is used heavily every day. 

Breakdowns are costly and inconvenient. Please follow 

these practices in order to avoid a breakdown:

Å Do not detain the elevator by holding open the door; 

if you must hold the elevator open, use the OPEN 

DOOR button.

Å Do not overcrowd the elevator cab.
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window from the hallway. It is the Property Managerôs 

discretion whether or not the room conforms to this policy. 

La Casa staff reserves the right to remove any or all 

furnishings that are not provided by La Casa at any time 

for any reason.

Internet/Computer Network

Residents of La Casa are provided with wireless Internet 

access. For wireless Internet, residents must provide their 

own laptops with wireless capabilities. For information on 

La Casaôs Internet policies, visit La Casaôs e-bulletin at 

www. lacasabul le t in .wordpress.com .  

For help connecting to the Internet, please contact your  

Community Assistant.

Laundry

Coin operated washers and dryers are available on the 

first floor of La Casa Student Housing for resident 

students only. Should you have any difficulty with any of 

the machines, please contact the company directly using 

the numbers on the machines:

1- 877 - COINMACH (1- 877- 264- 6622)

Refer to the machine ID when reporting service

La Casa is not responsible for any lost, stolen, or 
damaged items.

Lost and Found

La Casa staff is not responsible for lost or found items.  

We do not maintain a lost and found. 

Mail

Each resident will be given a mail key on the day of check 

in. Resident mailboxes are located in the 1st floor lobby of 

the La Casa residential building. 

Your address at La Casa is: 

La Casa Student Housing

Attn: First and Last Name of Student

1805 S. Paulina Street, Suite # XXX-X

Chicago, IL 60608

Mail that does not include a suite number will 

be left at the front desk . 

The United States Postal Service (USPS) is the 

only carrier that has key access to 

La Casa buildings.

Mail is picked up and delivered to resident mailboxes on 

U.S. post office delivery days.   If you lose your mailbox 

key,  a replacement fee will apply.  Outgoing mail can be 

dropped off at the mail box. If you receive a package or 

registered mail you will be notified.  Mail will not be 

forwarded once you have vacated your room. It is advised 

that you use the Post Office change of address services 

to have your mail forwarded at the end of the term. 

Upon move-out from La Casa Student Housing, you are 

required to request a Change of Address:

U.S. Postal Service | Change of Address

www.usps.com

Personal Property

Neither La Casa (18th Street & Paulina Dorm, LLC) nor 

The Resurrection Project, or its agents shall be liable for 

any damage or loss of any personal property of resident 

by theft, fire, or other casualty, to the extent permitted by 

law.  No policy of fire, casualty, or other insurance 

maintained by La Casa (18th Street & Paulina Dorm, 

LLC)/The Resurrection Project shall be for the benefit of 

residents, nor shall the proceed of any such policy be 

available to indemnify residents against any loss of or 

damage to any residentsô personal property.  

La Casa (18th Street & Paulina Dorm, LLC) and The 

Resurrection Project strongly recommends that each 

resident purchase, at residents sole option and expense, 

sufficient personal property insurance or renters 

insurance in residents own name, indemnifying resident 

against any loss of or damage to residentôs personal 

property and against any liability the resident might incur 

under this agreement or in accordance with his or her 

occupation of the premises.

Room Appliances

One refrigerator that is no more than 4 cubic feet is 

permitted in each student bedroom.

Appliances such as a full-size refrigerator, freezer and/or 

microwave are not permitted in bedrooms. Each suite unit 

is furnished with a kitchen that includes a refrigerator, 

freezer, stove with oven and vented hood, dishwasher, 

and microwave.  

Ironing is permitted in student rooms; however, irons must 

always be used with ironing boards that have a fire 

resistant cover. Irons with automatic cutoff mechanisms 

are encouraged. Irons should never be left plugged into a 

socket when not in use.

Trash Removal

Each resident is expected to remove trash to keep a clean 

living environment. Individual trash bins are provided in 

each room and each suite. A dumpster is conveniently 

located on the south side of the La Casa Student Housing 

building.  Residents are reminded to properly dispose of 

household trash by depositing it inside the dumpster and 

not in the hallways or stairwells. The dumpsters are 

emptied several times a week. Residents found throwing 

trash or pouring items or substances (including cooking 

oil/grease) inappropriately will be subject to disciplinary 

action up to and including removal from housing. 

Utilities

At La Casa Student Housing, all utilities are included in 

the monthly cost of living.  Gas, electric, water (ñCommon 

Utilitiesò), TV cable (in lounge areas only), and internet 

are provided by La Casa/The Resurrection Project under 

the terms of your housing contract.  La Casa and TRP 

shall not be liable for any interruption of such utility 

service resulting from causes beyond La Casa/TRP 

control. 

http://www.lacasastudenthousing.org/


Rent Collection Policy
The following Rent Collection Policy details what is included in the Housing Agreement between Landlord and Tenant.
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Due Date

All rental payments are due and payable as set forth by the 

Housing Agreement on the 1st day of each month.   No 

bills, invoices or statements will be sent.  All payments 

must be by cashierôs check, certified check, personal 

check, or money order. 

Payment

Rent must be paid in full. No partial, incomplete, or post 

dated checks will be accepted.  

Rent payments must be made payable to: 

ñ18th Street and Paulina Dorm LLCò

OPTION 1: Online Payment at www.Cl ickPay.com

There is no sign-up fee and no term commitment.  

There is a per-use convenience fee ($2.95) 

associated with each online payment made from a 

bank account.  Credit and Debit card convenience 

fees vary.  Fees are prominently displayed before a 

payment is completed.

OPTION 2: Drop payment in the Rent Drop Box located at:

La Casa Student Housing

1805 S. Paulina Street

Chicago, IL 60608

(The Rent Drop Box located on the 1st floor, next to 

the elevator)

On your check or money order, include:

Name: Your First and Last Name

TRP Property: La Casa Student Housing

Suite Number: ####

Late Fee

There will be a late fee of ten dollars ($10.00) charged to 

Tenantôs rental account if rent is paid after the fifth (5th) 

business day after the Rent Due Date.  All fees (late, 

lockouts, parking, maintenance charges, etc.) are 

considered to be immediately due and payable as 

additional rent. 

Collection/Legal Action

If rent and fees are not paid in full and on time (1st day of 

each month), or if tenant does not agree to a payment plan 

authorized by the TRP Property Manager before the end of 

the fifth (5th) business day after the applicable Rent Due 

Date, tenant will be notified in writing that the account will 

be referred to a collection agency and/or legal action may

be taken for Eviction if full payment is not made in a timely 

manner. Accounts are referred to collections and for 

eviction on a monthly basis. 

Regardless of whether the resident will pay rent through 

financial aid funds, through personal funds, or from 

contributions from family members, sponsors, or other 

sources, each resident is responsible for rent payment 

according to the payment schedule outlined in the 

Housing Contract.

Non-sufficient Funds

Checks will only be submitted to the issuing bank once for 

payment. If Tenantôs bank returns a check for non-

sufficient funds (NSF), Tenant is required to repay the 

amount of the check and an NSF fee of Thirty-five dollars 

($35.00) as additional charges, in addition to the Ten 

Dollar ($10.00) late fee immediately upon notification.  

After two (2) NSF checks, TRP will no longer accept any 

personal checks from Tenant; only cashier checks, 

certified checks, or money orders will be accepted.

http://www.novelpay.com/


Agreement Termination

At the beginning of the fall term, the La Casa Student 

Housing Agreement may be terminated by the resident.  If 

the termination happens before the resident moves in, all 

rent and Security Deposit paid by or on behalf of the 

resident will be returned (except any La Casa need based 

assistance).  After move-in the following are the only three 

reasons for  Housing Agreement Termination in which the 

obligation to pay rent for the remainder of the Housing 

Agreement may be waived or partially waived:

Å Reason 1: Graduation

Å Reason 2: Official withdrawal from the university of 

attendance 

Å Reason 3: Severe personal problems beyond the 

control of the student that occurred after the opening 

of La Casa for the fall term (or opening of subsequent 

academic terms for new residents)

If severe personal problems are cited, a student must 

submit a written petition to the Director of La Casa and to 

TRP Property Manager, or a designee, to terminate the 

housing contract without being charged 50 or 100 percent 

(depending on the date of termination) of the remaining 

rent charges for the academic year. Written approval or 

denial of the petition is mailed to the resident within 30 

days.

Violations Warranting Termination

The following violations are considered significant 

violations of community standards or housing agreement 

and will result in a students' permanent termination of 

Housing Contract and/or expulsion from La Casa, 

regardless of previous disciplinary history.

Å Illegal possession, consumption, use, or distribution 

of drugs or display of drug paraphernalia.

Å Irresponsible or illegal possession, consumption, use, 

or distribution of of alcohol.

Å Theft or vandalism of La Casa property, another 

student resident(s) personal property, and/or any La 

Casa staff memberôs personal property.

Å Physical assault (including sexual assault).

Å Possession of firearms.

Å Intentionally setting a fire, falsely pulling a fire alarm, 

or causing a false fire alarm to occur.

Å Harassing, bullying, hazing, coercing, intimidating or 

demeaning conduct to others.

Å Lewd, indecent, or obscene conduct or expression.

Housing Agreement Termination
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