
Online Paperwork 
 
The following sections will provide an introduction to online paperwork and how to correctly complete the 
forms. After each section there will be a review session to reinforce information provided in each section. 
Please keep in mind as you are reviewing this information that this information is being provided as a 
guideline. Your Area Director will instruct you about how you will be expected to document to meet their 
area specific expectations. 
 
Learning Objectives 
To identify various types of reports used as a paraprofessional 
To be able to correctly identify when to use various reports available 
To be able to accurately complete mandatory paperwork 
 
Section 1: Documentation 101 
This section provides quick overview of documentation, why documentation is important and quick tips for 
effective documentation 
 
Section 2: Nightly Reports 
This section details how to complete nightly reports  
 
Section 3: Program Request and Evaluations 
This section will detail how to complete program requests and evaluations electronically 
 
Section 4: Incident Report 
This section will detail how to complete an online incident report 



Documentation 101 
 
As a paraprofessional you will be required to document on a daily basis. Whether it is formal or informal 
you will need to make sure that you are keeping concise and accurate records of what you are doing as a 
paraprofessional. There will be two primary types of documentation that you will utilize: formal and 
informal. 
 
Formal reports include: 
Incident report 
Nightly report 
Program requests 
Program evaluations 
Weekly Reports 
 
Informal communications include: 
Journal (your supervisor will elaborate on their personal expectations for this documentation) 
Texts 
Handwritten Notes 
Email 
 
Regardless of which type of documentation you are utilizing it is important that you are very mindful of what 
you include in these records. Formal reports such as the incident report could be utilized in legal proceedings 
and therefore a student who is named in an incident report would have the right to request a copy. With this in 
mind documentation should be professional and concise at all times. The following information will provide a 
quick reference to guide you in documenting as a paraprofessional. 
 



Following The Paper Trail: 
Documentation 101 

 
Documentation: 

 Communicates information to and for the Area Director, Office of Residence Life, 
and possibly others 

 Records staff actions in different situations  
 May be used in legal proceedings 

 
 

 
 

Informal Documentation 
Ex: Journal, Notes to staff 

 Write legibly 
 Do not use profanity, slang, inflammatory, and/or derogatory remarks 
 Use blue or black ink 
 Do not erase or completely black out statements 
 Correct mistakes by using a single line with initials above error 
 May include personal statements 

 

Formal Documentation 
Ex: Incident Report, Weekly Report 

 Must be typed or written in blue or black ink 
 Must be error free 
 Include all requested information (i.e. name, SID/SSN, room) 
 Be concise 
 Do not use personal pronouns (i.e. he, she, I) 
 Present facts (Who, What, When, Where) 

 

Remember… 
The only assumption it is safe to make is that your audience knows nothing! 

If in doubt ask questions!! 
 



Section 1: Review 
 

1. What are the 2 primary types of communication? 
2. Lists 3 reasons why documentation is important? 
3. How would you correct a mistake made when writing an informal report? 
4. If writing a report manually what type of ink should be used? 
5. What should be done if there are questions about what to include in a report? 

 



 
Nightly Reports 101 

 
Nightly reports are completed each day by the on-call RA, even on the weekends. The electronic form can be 
found online on the Reslife webpage in the paraprofessional section.  The following sections are included on a 
nightly report: 

 
Rounds 
Rounds should be completed as directed by your Area Director.  If a round is not completed this should be 
noted in the additional info section of the nightly report along with the reason why it was not completed.  If an 
additional round is done after midnight this also should be explained in the additional info section of the nightly 
report. 
 
Maintenance Issues  
Any maintenance issues reported or addressed must be documented in this section. If there is not enough room 
to explain use the additional info section of the report.  For example, if a resident complains about a desk 
drawer being stuck but you fix it this should still be noted as a maintenance issue.  If there are building issues 
such as vending machines/laundry not working, internet out, etc this also should be reported in this section.  If 
giving info about an individual concern please include name, room number, and maintenance issue in as much 
detail as possible. 
 
Lockouts 
ALL lockouts MUST BE DOCUMENTED.  If a resident requests assistance with a lockout the lockout log with 
resident info must be completed and signed by resident requesting assistance.  This is to help document proper 
verification is being completed and also documents that a request was made.  During on call hours, the on call 
RA should pick up the lock out log with the block and fill out the info whenever attending to a lockout.  Failure 
to report this information may result in corrective action.  Also remember that when you are on call YOU ARE 
RESPONSIBLE FOR THE BLOCK!!! The block MUST NEVER be left sitting around even for a moment.  If 
you are at the desk and go to the restroom the block should be with you or in a secure place. 
 
Incident Reports 
If an incident report is filed, it must be submitted with the nightly report/by 9am the next morning.  All incident 
reports should be completed in blue or black ink or online (Your AD will clarify) and MUST be error free.  If 
there is a question as to whether or not an event should be documented as an incident, feel free to contact the 
AD. 
 
Additional Information 
This section should be a summary of how the evening was.  For example if it was an uneventful night document 
that.  However, if during the course of the night you had to speak to someone about being to noisy this should 
be recorded here.  Other type of info that would be included would be general building observations. For 
example, if you notice the kitchen was dirty during a round or someone left items in the laundry room this 
should be reported.  If you make observations such as the computer labs seem to get really loud at 10 or trash 
keeps piling up in lounge this is the place to do so.  If there are concerns about a resident that needed 
assistance/advice during the night this is the place. 
 

The nightly report is your detailed summary of the night. 
What’s on your nightly? 



Section 2: Review 
 

1. How often are nightly reports done? 
2. Who is responsible for completing a nightly report? 
3. What type of maintenance issues should be included on the nightly report? 
4. What must be done before assisting someone with a lockout? 
5. What type of information would be placed in the additional section of a nightly report? 
 



Program Requests and Program Evaluations 
 
As a paraprofessional you are required to conduct 3 programs per semester, one program per month.  Before 
you conduct a program you must first submit a program request for approval and after completing the 
program you must complete a program evaluation.  This process is completed online and as with all forms 
needed they can be found in the paraprofessional forms library on the Reslife webpage.  
 
Program Requests 
 
All program requests must be submitted AND approved at least 5 business days before the program date 
but no later than any deadline established by the program coordinator. When viewing the form, much of the 
information requested is self explanatory. The information included on the form request’s paraprofessionals 
identifying information (i.e. name, area, etc), the type of program, and if a guest speaker will be used.  
However, there are two components on the program requests that require detailed information: learning 
goals and brief description of program. 
 
Learning goals 
Learning goals are statements that identify what the paraprofessional wants the intended audience to take 
away from the program being planned. The program request form requires 2 learning goals to be completed.  
Learning goals do not have to be long paragraphs outlining the full program. The following tips should help 
create an acceptable learning goal: 

 Statements should be very brief, no longer than 1 sentence 
 Learning goals should be specific and measurable 

o For example if you are planning a program about alcohol abuse an acceptable learning goal may 
be: 

 
Residents will be able to identify campus resources for help with alcohol abuse  

 
This statement is specific and can be measured by asking the resident directly if they know where 
they can go on campus to get help 

 
o Using the same example of a program on alcohol abuse the following learning goal is not 

acceptable 
 

Residents will know how to avoid alcohol.   
 

This is a specific statement however it is not easily measurable at the end of a ½ hour – 1 hr long 
program if someone knows something without doing detailed examination 

 
 Using words like “demonstrate”; “complete”; “develop”; “implement”; or “revise” in your statement of what you 

intend for residents to learn will result in an outcome that can be measured. Words like “know” or “understand” 
relate to internal changes that are more difficult for to measure. 

 
Brief Program Description 
This section of the program requests details specifically what you want your program to be. This description 
should be brief but it should contain enough detail so that anyone reading the description would have a snap 
shot of what the program is about.  Referring to the alcohol program from above a sample program 
description might look like this: 
 
 I'll be in the lounge giving out juices, waters and sodas. Before handing out drinks I will give information 
about dangers of alcohol abuse. On each of the drinks handed out I'll have facts about underage drinking 
and social activities that can be done without using alcohol.  



 
Another example of a brief program description for a program about nutrition is as follows: 
 
Residents will be asked to bring any type of food or snack with nutritional info. The info and ingredients will 
be discussed as well as the caloric intake. After ward we will talk about ways to cut back on calories and 
suggest healthier food suggestions for ones diet. 
 
 
As mentioned earlier, programs must be submitted and approved before you can conduct a program. To 
make sure that you receive credit for completing the programming requirement the following steps must be 
taken at least 5 days before you wish to conduct program: 
 
1. Complete program request online and save request 
2. Email the request AND flyer advertising program to your Area Director 
3. Your Area Director will review, approve, and forward request to paraprofessional coordinator for final 

approval 
Please note if there are corrections to be made to your request your supervisor and/or the coordinator will 
return it to you electronically for you make corrections and resubmit 
 
Program Evaluations 
 
Once you have actually conducted your program, you will be required to complete a program evaluation.  
Program evaluations are due 3 business days after the program was conducted.  The program evaluation 
requests learning outcomes. This should match the learning goals listed on the program request. For 
example: 
 
Learning goal: 
 
Residents will be able to identify campus resources for help with alcohol abuse 
 
Learning outcome: 
 
Residents were able to identify ATOD and Counseling Services as campus resources for help with alcohol 
 
Program evaluations are completed and submitted electronically.  However, to receive credit you must also 
submit the original physical attendance sheet from your program to your supervisor who will forward it to 
the program coordinator.   
 
 
 

Section 3: Review 
 

1. When are program requests due? 
2. What should be submitted with a program request? 
3. What is a learning goal? 
4. List the 2 characteristics of an appropriate learning goal. 
5. When are program evaluations due? 
6. What should be submitted with a program evaluation? 
 



Incidents Reports  
 

 
It is the policy of the Office of Residence Life to maintain written record of incidents occurring within its housing facilities and 

area. These records are to be maintained on file in the office of the area where the incident occurred; a copy of the report is to be 
filed with the Area Director. It is the Area Director's responsibility to report all incidents to the Director of Residence Life. 

1. Incident reports are to be recorded on an Incident Communications Report Form. The electronic form is online in the forms 
library.  The report should be filled out in its entirety, to include as much information as possible. Please take your time 
in completing the report due to the various staff persons who may be viewing this report. 

2. The minimum amount of information recorded on the report should include the: name, building/room numbers, 
social security numbers/student identification number, anyone else who was involved as well as a narrative 
description of the incident. In addition, the names and addresses of witnesses on or off campus should be recorded. 
Officers responding should be included in report. 

3. Suggestions for follow-up on the incident should be noted in the report. 

4. All incidents should be reported within 24 hours of the incident to your immediate supervisor. 

5. The Paraprofessional should schedule a meeting with the Area Director/Counselor to discuss the details of the incident. 
Whenever possible the Area Director will inform you of ways in which you can assist in finding a solution. 
However, all incidents are to be kept confidential!' 

6. Type all incident reports legibly. Do not use nicknames or derogatory statements. The report should be non obtrusive 
and not reflect rumors or hearsay. 

7. Inform residents when appropriate that their behavior is being documented on an incident report. The resident 
should always be informed and aware of your intentions. 

 
Please note: 
It is very important that you spell check and check for grammar when submitting the incident report online.  
As aforementioned, this form will be available to others beyond your supervisor.  You should take care to 
make sure that information is detailed but concise.  
 
Situations that may require incident report* (list is not exclusive, if questions ask your AD) 
Alcoholic beverage policy violation 
Visitation policy violation 
Destruction of property 
Social policies (i.e. parties) 
Drugs 
Theft 
Pets 
Fighting 
Quiet/Consideration Hours violation 
Guest Policy Violation 
Safety/Security Problems 



Section 4: Review 
 

1. When are incident reports due? 
2. Who does the incident report get submitted to? 
3. What type of information should be included on an incident report? 
4. Who is responsible for reporting all incidents to the Director of the Office of Residence Life? 
5. What type of situations might require an incident report? 

 


