ARIZONA STATE UNIVERSITY

RESIDENTIAL LIFE, STUDENT DEVELOPMENT & MEMORIAL UNION, STUDENT RECREATION COMPLEX

EVENT GUIDELINES FOR FACILITY USE


Guiding Principles

The mission statements and guiding principles for our departments are intended to create an environment which is collegiate and inclusive. The program goals define certain policies needed for the effective use of the facilities.  Our facilities are often identified as the host location for special events and social gatherings that are characterized by group activity for the purpose of entertainment or recreation.  These activities can help us achieve our goals of involvement, developing community and supporting learning. 

Members of ASU student organizations and departments are encouraged to sponsor programs consistent with these goals and to view our facilities a resource.  In doing so, it is important we are mindful of the needs of multiple events in one building and that the safety of participants and their guests is the highest priority.  As a result, a set of guiding principles has been established for these hosted events held in facilities overseen by Residential Life, Student Development and Memorial Union, and the Student Recreation Complex.   Student organizations are encouraged to work with their advisor throughout the process.  All events must adhere to the following guidelines:

_____ 
The sponsoring organization must be registered with the SORC office (MU 3rd floor) or be a recognized 


University department.

_____
The reservation is guaranteed as a tentative reservation.  The reservation will be confirmed when all documents 

have been completed.

_____
Guests attending a function are asked to confine their event to the reserved space.

_____
ASU students, faculty and staff may be asked to show their ID for admittance to the event.  The sponsoring 


organization may be asked to provide a guest list in advance, depending on the nature of the event.

_____
Your organization is asked to clean-up after your event.  Security and clean-up fees may be required, 


depending on the nature of the event.

_____
All tickets must be pre-sold prior to the event start, and are not allowed to be sold at the door of the event.

_____
The sponsoring organization will be held responsible for notifying all members and guests of these guiding 


principles.  Failure to comply with the rules may result in an individual being dismissed or an event being 


discontinued.

_____
The facility staff reserve the right to review and make necessary changes to accommodate the event to ensure 

the safety of the attendees and adhere to occupancy codes.

_____
For major events and dances, refer to the policies and information included in the addendum, 



“Guidelines for Major Events/Dances.”

Please review the specific requirements for each department, and work with the appropriate departmental event staff throughout the process.   The ASU Campus Programming & Events Guide and SDIC Event Checklist are available to provide you with numerous resources and suggestions to help you plan a successful event.  Information is available at www.asu.edu/clubs

For specific policies for Student Development and Memorial Union, Residential Life, and the Student Recreation Complex, see pages 2-3.  

Student Development and Memorial Union

http://www.asu.edu/mu/
Student Development and the Memorial Union support learning and student involvement.  Through the Student Organization Resource Center (SORC) student groups can register and benefit from the support and advice of staff who will help them meet their organization’s goals.  If a group is interested in sponsoring an event, they can use resources provided by SORC for planning an event and work with the Event and Meeting Services Office to actually plan the details.  Event and Meeting Services (EMS), located in MU Room 182 on the main level, offers a variety of services to your organization.  Arrangements for rooms in the MU, for space out on Cady or Orange Mall and for Catering services can be made in this office.  A detailed brochure listing all the meeting rooms, equipment, policies and fees and mall request form are available to your organization.  480-965-3406

Memorial Union Rooms

· Campus dining has the exclusive contract to provide food in the Memorial Union.  A food waiver may be granted for certain ethnic menu’s that they are unable to prepare. 

· Groups canceling a ballroom with less than two weeks notice, canceling a meeting room with less than 2 working days notice or failing to show for a reserved time will be assessed a fee.

· Sign stanchions may be reserved to place outside of the room the day of the event.  Signs and flyers may not be posted on the walls of the room or the walls and doors of the building.  

· Use of confetti and glitter are prohibited.  Candles and incense may be permitted depending on intended use/purpose.

Mall Spaces

· Large events may be held on Hayden Lawn, Student Services Lawn and on the North side of the Memorial Union.  Events may not block emergency access or pedestrian walkways.  Amplification is allowed in those locations Mon to Fri from 11:30am and 1pm, Fri after 5pm and on Saturday.  These spaces may be reserved once per month per student organization.


Residential Life

http://www.asu.edu/reslife/
Our Mission Statement:

· Residential Life is committed to our students' EDUCATION.  Therefore, we provide academic support services such as tutoring, academic advising, special academic communities, classrooms, and computing facilities to help enhance the student learning experience and to help students to achieve academic success.

· Residential Life is committed to our students' INVOLVEMENT.  Research indicates that the more involved students are with their peers, staff, and faculty in both curricular and co-curricular programs, the more successful students will be academically and personally.
· Residential Life is committed to focusing on each student as an INDIVIDUAL.  Our goal is to really get to know our students, making sure to recognize and appreciate the unique qualities that each person brings into the residential environment.

In keeping with this mission, we are committed to offering student organizations the following locations for large activities.



Palo Verde West Resource Room

· Limited programming is permitted when sponsored by the tutoring center/site coordinator.

Palo Verde East Resource Room

· All reservations are coordinated through the PVM/SP Coordinator at 965-2638.

· Events must be academically focused (i.e. FYE) and/or sponsored by a Hall Council, RHA or Resident Assistant.

· Any event must be open to all Palo Verde Complex residents and cannot disturb quiet or courtesy hours.

· All events must be free-of-charge.

Palo Verde Beach and Sahuaro Lawn

· Must be sponsored by a registered student organization and meet all risk management and fire code regulations.

· Event must be open to residents and cannot block fire lanes or ADA accessibility.

· These areas cannot be reserved for events targeted outside the ASU student community.

· Events cannot disturb quiet or courtesy hours.

· No amplification of music/voice is allowed during times when classes are offered .

· No money can be collected or requested for entry.


Student Recreation Complex

http://www.asu.edu/src/
The Student Recreation Complex (SRC) provides a variety of recreational of activities to the ASU community.  Activities are generally designed for exercise, sport and team building.  However, based on the size of the gymnasiums, the SRC may accommodate other events and social gatherings.  At these larger social gatherings all attendees must be students, faculty or staff or a guest of a student, faculty staff member of ASU.
· Dances and Social Events are limited to two a semester and activity will be limited to the red gym and the restroom.

· The SRC reserves the right to review and make necessary changes to accommodate the event to ensure the safety of the attendees.

· The sponsoring organization is responsible for set-up and tear-down of all equipment for the event.

· The sponsoring organization is responsible for clean up of all trash.  Failure to do so will result in a $100.00 fine.

· An impact fee of $150.00 will be assessed to the organization sponsoring the event.  This cost covers the expense to machine scrub the gym floor.

· At least six Site Specialist will be employed by the SRC and paid for by the sponsoring organization.
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The “Event Guidelines for Facility Use” form must be completed 72 hours prior to the event and returned to the appropriate ASU department.  If the form is not returned, the ASU department reserves the right to cancel the event.   The outcome of the request will be communicated to the department and/or student organization and its advisor.
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