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Sahuaro Lawn
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.

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.



· Sahuaro Hall Lawn

· All reservations are coordinated through the Sahuaro Hall Coordinator at 480-965-4722.

· 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.
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	STA 703–09: Use of Residence Hall Facilities by Outside Agencies for Programming Events


Purpose

To regulate the use of residence hall facilities by outside agencies for programming events

Source

Residential Life

Applicability

Outside agencies wishing to use residence hall facilities during the academic year for programming events

Policy

Residence halls and their facilities, lounges, courtyards, study rooms, recreation rooms, etc., are available for use primarily by residents. An outside agency desiring to use a residence hall facility during the academic year must follow the procedure below.

Procedure

	Responsibility


	Action



	Outside agency
	Submit a written request to the Community Coordinator at least two weeks in advance. Include:

· the date, time and place of the event

· the purpose (e.g., educational, social)

· NOTE:  NO ALCOHOL IS PERMITTED FOR ANY RESIDENCE HALL EVENT

· the number and description of participants

· security arrangements/needs

· other facility needs, if any

· the name of the group sponsor

· a justification for holding the event in the residence hall

                                            and

· the name, telephone, and address of the contact person responsible.

	Agency representative
	Sign a statement agreeing to accept full responsibility for all possible claims and damages and for the behavior of each participant.

	Community Coordinator
	Submit the request to the hall council for review at least 10 days in advance.

	Hall council
	Recommend approval or disapproval of the request.

	Community Coordinator
and
Area Community Coordinator
	Veto a recommendation of acceptance if the requested space is not available or the request is perceived as potentially detrimental to ASU students or staff or is contrary to ASU policy.

	Community Coordinator
	Notify the sponsor of the approval or disapproval of the request.
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	STA 703–10: Palo Verde Beach and Sahuaro Lawn Use for Programming


Purpose

To ensure appropriate use of Palo Verde Beach and Sahuaro Lawn for programs

Source

Residential Life

Policy

Only recognized campus organizations are allowed to use Palo Verde Beach or Sahuaro Lawn for programs. (Palo Verde Beach is the lawn area between Palo Verde East, West, and Main residence halls. Sahuaro Lawn is north of Sahuaro Hall.) Programs generally must end by 9 p.m. on weeknights and 1:00am on weekends. Events with amplified sound may not be scheduled during or after the weekend preceding the last week of classes through the end of finals week.

No admission fees may be charged. The cost of appropriate security is the responsibility of the campus organization.

Procedure
	Responsibility
	Action

	Campus organization
	Request Event Guidelines packet from Palo Verde Main/Sahuaro Community coordinator three weeks in advance.  Submit completed Event Guidelines for Facility Use (http://www.asu.edu/clubs/sorc/resources.htm), Campus Programs Guide, and Event Planning Checklist to the Palo Verde Main/Sahuaro Community coordinator two weeks in advance of the event. Comply with all university and residence hall facility and outdoor activities area security, scheduling, and use policies. (This may require that the campus organization representatives consult with the student organizations coordinator.)

Create community postings for surrounding residence halls, notifying students of any amplification or noise that may occur in the community.  Must be posted 72 hours prior to event and approved by the Palo Verde Main/Sahuaro Community Coordinator.

	Area Community Coordinator
and
Palo Verde Main/Sahuaro Community coordinator
	Approve or disapprove the request, in consultation with each other. Notify the sponsoring organization of approval or disapproval.

	
	If the event is approved:

	Palo Verde Main/Sahuaro Community coordinator
	Review use procedures with representatives of the campus organization.

Notify the Asst. Director of Residential Life in writing 10 days in advance that the reservation request has been approved


Signature of the person responsible:




Date:


Signature of the Advisor:





Date: 


Facility Staff:







Date: 



EVENT INFORMATION


Event Title
________________________________________________________

Date
____________

Start Time ___________

End Time __________

(Quiet hours: Sunday- Thursday 9pm- 8am, Friday- Saturday 1:00am-8:00am)
Student Organization sponsoring event:
_________________________________________

Contact Person:

______________________________________________

Phone:


______________________________________________

Address:


______________________________________________

E-Mail:


______________________________________________

Faculty/Staff Advisor: 
______________________________________________

Description of program:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Who is your target audience and who will be participating in your event?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How does this event reflect the mission statement and goals of Arizona State University and the Department of Residential Life?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Additional Comments

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
THIS FORM MUST BE SUBMITTED TO THE SAHUARO CC 10 BUSINESS DAYS BEFORE THE EVENT.











