CAMPBELL STUDENT UNION 

STUDENT ORGANIZATION USE OF SPACE AGREEMENT 

I.  GENERAL POLICIES & PROCEDURES FOR RESERVING SPACE 
A. Reserving Space
Only executive board officers of officially recognized and registered Buffalo State College student organizations may reserve space in the Campbell Student Union. The following is a list of acceptable executive board members that may request space in the Campbell Student Union: President, Vice President, Treasurer, and Secretary. No student organization is permitted to misrepresent an event or affiliation. Failure to comply may result in reservation privileges suspended and/or revoked completely.
B. Reservation Prerequisites
In order to reserve space in the Campbell Student Union, all student organizations must have a current and updated Student Organization Registration Form on file. This form must be on file in the Student Life Office at the beginning of every academic year and must be revised whenever there is a change of officers. 

All Greek-lettered organizations must have a current and updated Fraternity and Sorority Registration Form on file. This form must be on file in the Student Life Office at the beginning of every academic year and must be revised whenever there is a change of officers.
C. Submission of Forms

The Campbell Student Union Reservation Form is the only acceptable way to request space in the Campbell Student Union. The Campbell Student Union Reservation Form must be submitted at least 14 days in advance of the requested date for the Assembly Hall and Fireside Lounge and 30 days in advance for the Social Hall. In addition, to the Campbell Student Union Reservation Form, Greek-lettered organizations must submit a Greek Life Event Application. This form must be signed and approved by the Assistant Director for Greek Life and Student Activities before any request of space is reviewed by the Reservations and Events Manager. 

The submission of a Campbell Student Union Table Advertisement Reservation Form is the only acceptable way to request tabling space in the Campbell Student Union. If you plan on selling items you must also submit the Request for Commercial Activity Form. 
The submission of a Campbell Student Union Display Case Reservation Form is the only acceptable way to request a display case in the Campbell Student Union.

All forms can be found at the Campbell Student Union Information Center or on the Student Life Office website. When submitting forms, all information provided must be accurate and legible. All reservations are confirmed on a first-come, first serve basis.
D. Confirmation/Denial of Reservations

An email from the Reservations and Events Manager or a contract from the Events Management Office is the only form of communication that confirms a reservation for space in the Student Union. 

If the space(s) you have requested are unavailable, an email will be sent by the Reservations and Events Manager. This email will include the number to the Events Management Office. The staff in this office may be able to find similar space for your event in another building on campus.
E. Event Planning Meetings
High profile events and all events taking place in the Social Hall require the organization to meet with the Reservations and Events Manager, the Student Events Management Office, and the University Police Department (UPD). High profile events are defined as but not limited to events that include high profile guests, require extensive set ups and/or equipment needs, expect a large attendance, or where there will be admittance charges. Failure to appear at an Event Planning Meeting on the agreed date and time may result in the cancellation of your organization’s event as determined by the Associate Director for the Campbell Student Union.
F. Contracts
A student organization will receive one of two types of contracts for each of their events. Low profile events will be confirmed via a low profile contract that is sent by the Reservations and Events Manager via email. Following an Event Planning Meeting, the Student Events Management Office will create a contract which will include all items discussed in the Event Planning Meeting including setup and equipment needs, and University Police charges. This is considered a high profile contract and will be sent via email as well.
All high profile contracts must be returned to the appropriate office with all requested signatures no later than the specified due date listed on the contract. The failure to return a signed contract by the due date will result in the cancellation of the event.
Unauthorized Use of Space and/or Equipment- If your organization uses space and/or equipment that was not reserved for your organization’s event as specified in a contract, your organization will lose future reservation privileges as determined by the Associate Director for the Campbell Student Union.

G. After Events
The reserving party is responsible for insuring that the reserved space is cleaned after an event.  This includes sweeping and collecting trash.  Garbage bags will be left inside the room. It is the responsibility of the organization to make sure all garbage is collected in garbage bags and left neatly by garbage bins. The space must be left clean enough for the next event.  Failure to do so will result in loss of future reservation privileges as determined by the Associate Director for the Campbell Student Union.
Decorations used in conjunction with the reserved area must be promptly removed by the reserving party following the event.  They must in no way damage or mar the surface of the reserved area or any furniture. Failure to abide by this policy will result in the loss of future reservation privileges as determined by the Associate Director for the Campbell Student Union.
H. Event Cancellations
If, because of extenuating circumstances, an event is canceled, the reserving party must notify the Reservations and Events Manager or the Information Center within 48 hours. Failure to cancel any reservation in the Campbell Student Union will result in the following: 

First Offense: an organization will receive a written warning

Second Offense: a suspension and/or revocation of reservations as determined by the Associate Director of Student Life for the Campbell Student Union

II. GENERAL POLICIES & PROCEDURES FOR RESERVING EQUIPMENT
A. Reserving Equipment 
All student organizations must indicate on the Campbell Student Union Reservation Form what type of equipment they wish to reserve for a specific event. If your request has been approved, you will be required to sign out the equipment on the day of your event. At this time, an executive board officer of the organization, after showing Buffalo State College ID, must ask the Building Manager on duty at the Information Center to have the equipment placed in the reserved space. 

Once the event has concluded, it is the responsibility of the reserving party to sign back in any equipment that was reserved. An executive board officer of the organization must notify the Building Manager on duty so he/she may inspect the space and the reserved equipment. Once the Building Manager has completed the inspection, the organization will sign back in the equipment. If the equipment was not returned in the condition in which it was released, the organization will be held responsible for any fee related to damage and/or lost. Failure to sign out or sign back in any equipment will result in the organization not being allowed to utilize any equipment for their next event.
Please be respectful of other organizations when reserving equipment for your event.  Do not reserve equipment that will not be used. 
III. ADVERTISING

Organizations should not begin advertising for any event until they receive either a low profile email contract from the Reservations and Events Manager or a high profile contract from the Student Events Management Office. 
Organizations may submit a total of eleven (11) flyers to the Information Center. The Reservations and Events Manager will review the advertisements for accuracy of dates, times and space. It is the organization’s responsibility to proof and edit the information on the advertisements. The Student Union will not accept any advertisement that displays incorrect or misleading information. Once they are approved, Campbell Student Union staff will post the advertisements on each of the pillars and bulletin boards in the Student Union. 

Organizations may only submit advertisements for pillars in the following sizes:

· 8” x 11”

· 11” x 17”

Advertisements of larger sizes can be posted in the following areas by the organization:

· North wing hallway

· Bulletin board in the Union Quad

IV. DAMAGES & LIABILITY
The reserving party is responsible and liable for the use, care, and condition of the room/area and its contents. This includes any reserved equipment. The reserving party incurs responsibility for security measures and arrangements relative to its proposed event.  They thereby assume full responsibility for any damages, theft or vandalism resulting from either the use of space and/or equipment, or failure to notify Campbell Student Union Building Managers so that rooms and equipment can be secured. 
The reserving party will be billed for any damages to equipment or property. This bill will be based on the cost to the Campbell Student Union to repair/replace the damaged equipment or property. No organization will be allowed to reserve any space and/or equipment in the Student Union until all monetary obligations are fulfilled.
V. TABLING IN THE STUDENT UNION
Student organizations may reserve table space using the Campbell Student Union Table Advertisement Reservation Form. Table spaces are reserved on a first- come, first serve basis and are located on the upper and lower lobbies of the Student Union. The following guidelines apply:

1. Organizations are limited to four (4) Bengal Pause dates per month. Bengal Pause dates are any dates that fall on a Tuesday or Thursday. There are no restrictions on the number of Monday, Wednesday, or Friday reservations an organization can request. 

2. Tables will be in designated areas and will be set up by Student Union staff only.

3. Only one table and two chairs will be provided for each table reservation.

4. Student organizations wishing to use any type of electronic equipment at their table must have prior permission from the Reservations and Events Manager.
5. The Student Union does not provide any storage space for any organization’s displays, equipment or materials.

6. The Student Union is not responsible for any lost, stolen or damaged personal property while tabling.

7. The Student Union staff reserves the right to control any type of volume at a table.

8. Due to the high volume of tabling requests and to create an equal opportunity for all campus constituents to table in the lobby, organizations must cancel a table reservation at least 24 hours in advance if they do not plan on advertising in the Student Union on a particular day. Three consecutive no shows will result in a suspension of tabling privileges for the remainder of the semester (or the remainder of the following semester, if the third violation occurs at the end of a semester) and all confirmed table reservations will be revoked. 
VI. SECURITY AND SAFETY 
Any incident including but not limited to damage to college property, or college safety, may result in disciplinary action as determined by the Associate Director for the Campbell Student Union. Sanctions will be determined based on nature of the incident.

VII. SPECIAL CONSIDERATIONS

A. EXTENDED HOURS OF THE BUILDING

Any organization wishing to extend the Student Union hours beyond that of normal opening/ closing time must request it on the Campbell Student Union Reservation Form. There are fees associated with the extension of regular building hours.
B. ALCHOLIC BEVERAGES AT EVENTS

Open alcoholic beverage containers are prohibited in all outdoor and indoor areas of the campus. Bringing alcoholic beverages to any event is prohibited. Whenever alcoholic beverages are served, non-alcoholic beverages and food must also be available. Alcoholic beverages may be served only in conjunction with the program.  They shall not be used as the main attraction of the event.  In addition, events with alcoholic beverages must obtain the approval of the Dean of Students before they can take place.
C. UNIVERSITY POLICE

In conjunction with the Student Union staff, the University Police Department (UPD) will evaluate each event for its unique circumstances and potential risk factors. These factors include but are not limited to: student vs. non-student attendance, number of expected attendees, event venue, ticket selling, off campus advertisement, prior problems or history of event, advance notice of problem, timing of event. By reviewing all known factors, UPD will determine security and staffing needs for each student event. The reserving student organization will assume all costs for UPD and/or University Police Student Assistant (UPSA). The pay rate for each assigned officer varies, depending on rank and officer assigned and will be determined solely by UPD.
******************************************************************************
Revised January 2009
CAMPBELL STUDENT UNION 

STUDENT ORGANIZATION USE OF SPACE AGREEMENT SIGNATURE PAGE

As an executive board member of ______________________________________, I agree to abide by all policies and procedures outlined in the Campbell Student Union Student Organization Use of Space Agreement. In addition, by signing this contract I am aware of all sanctions for any violation of policy or procedure.

_____________________________________
​​​​​​​​​​​__________

President





Date

_____________________________________
__________

Vice President





Date

_____________________________________
​​​​​​​​​​​__________

Treasurer





Date

_____________________________________          __________

Secretary




            Date

NOTICE: The Associate Director of the Campbell Student Union reserves the right to alter, change, or deny a space reservation that will clearly disrupt other reservations, normal building activity or is contrary to commercial or other guidelines. Further, the Student Union has the right to assign each reservation to the most appropriate space(s) available based on the event description. The demands on the facility and nature and size of the event will be considered in determining space assignments. Requests for specific rooms or space will be honored when possible. The Student Union reserves the right to re-assign space when necessary and to identify suitable alternative space for original reservations. Services may be denied to any individual or organization which has prior history of violating policy.

4

