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ARIZONA STATE UNIVERSITY

DIVISION OF STUDENT AFFAIRS

GUIDELINES FOR MAJOR EVENTS/DANCES 

INVOLVING ASU STUDENTS, FACULTY, STAFF AND GUESTS 

Guiding Principles

The mission statements and guiding principles for departments within the Division of Student Affairs is 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 as 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 the Division of Student Affairs.
These guidelines describe a major event/dance as one where only sponsoring ASU student organizations and department faculty/staff members and guests invited by members are permitted to attend.  The checklist below provides guidelines to successfully complete requirements of coordinating a major event/dance.  Student organizations are encouraged to work with their advisor throughout the process.

All events must adhere to the following guidelines:
_______ 1. The sponsor must be a student organization registered with the SORC office (MU 3rd floor) or be a recognized University Department/Organization.

 
A student organization faculty/staff advisor or host department representative must be present at the event.  If the advisor/department representative is unable to attend the event, an approved full-time faculty or staff member must be present as the “on-site advisor” throughout the duration of the event.  The name of the substitution must be submitted to the event site 72 hours prior to the scheduled event.

______ 2. The reservation is guaranteed as a tentative reservation.

An anticipated number of members and guests are due no later than 10 days prior to the event.  The final number must be submitted to the appropriate event site office at least 72 hours prior to the event. The space will be confirmed when all documents (DPS form, numbers verification) have been completed.   All documents must be completed and filed 1 week prior to the event, unless prior approval from the event site manager.
*Tickets cannot be sold at the door at the event.  All tickets must be pre-sold prior to the event start.  

______   3. ASU students, faculty and staff may be asked to show their ID for admittance to the event. 

· Each ASU student, faculty or staff member will be allowed one (1) guest who must be at least 18 years of age. 

·  Invited guests who are not ASU students, faculty or staff will also be asked to present a photo ID. 

·  A Community Service Aide (CSA) funded by the organization/department and provided by DPS will be responsible for checking all ID’s.

 ______ 4. The Department of Public Safety (DPS) must approve a security request form. 

DPS will determine the appropriate number of officers depending upon the number of students and guests expected to attend the event. 

· The security request form must be received by DPS at least three weeks prior to the event. 

· The sponsoring organization is responsible for the payment of DPS services.   

· DPS will work closely with the sponsoring organization to minimize the costs of security while working to assure a safe environment.


However, if the number of attendees vastly increases beyond what the ASU facility staff/DPS and the “on-site advisor” were expecting to manage, decisions may be made to control the number of attendees, cancel the event at the discretion of DPS and/or cancel events by the student organization for future use.

 ______  5. Event attendees are asked to confine their event to the reserved space.  Event sites may have a no readmittance policy.
______  6.  Requested use of amplification sound, including music, must be approved by the event site manager at least 72 hours prior to the event.  Each event site has there own policies of operation of amplificated sound. It is the responsibility of the sponsor department/organization to share the intended purpose of amplified sound and to understand all requirements and expectation. 

 ______  7. 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 “asked to leave” and the event being discontinued at the discretion of DPS and/or ASU facility staff and consultation with he on-site organization advisor. 

______  8.  All guests attending the function are required to adhere to the Arizona Board of Regents Student Code of Conduct.   http://www.asu.edu/aad/manuals/sta/sta104-01.html
______  9.  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.
_______ 10.  The facility staff reserves the right to review and make necessary changes to accommodate the event to ensure the safety of the attendees and adhere to occupancy codes.

______   11.  If the event can be described as a family focus for the purpose of a community celebration, private family event, or a religious program, certain guidelines may be waived or modified. 

This checklist must be completed 72 hours prior to the event and returned to the appropriate ASU department.  If the checklist is not returned, the ASU department reserves the right to cancel the event.

Signature of person responsible:  _____________________________  Date: _________ 
Signature of Advisor:  ______________________________________ Date:_________ 
ASU Facility Staff:  ________________________________________  Date: _________
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