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STUDENT ORGANIZATIONS

INFORMATION MANUAL
This manual has been prepared as a resource guide for all officers, members and advisors of recognized student organizations at Wayne State University.  It is intended to assist organizations with the planning of campus programs and activities.  All student leaders should keep a copy of this manual for reference.  Officers of student organizations should become familiar with the new policies and information found in this manual.  Student organizations are responsible for carrying on their activities in accordance with the provisions of the manual.
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Student organizations, boards and committees are assisted by Campus Activities Professionals (CAP) who help plan programs and familiarize student groups with University policies and procedures.  The CAPs organize and implement workshops for student leaders on a variety of leadership topics.  The CAPs also guide new student groups through the recognition process of the University.

Every year the Dean of Students Office (DOSO) is responsible for a number of programs such as Student Organizations Day, a Leadership Development series, lectures, entertainment and Homecoming activities.

The Dean of Students Office is also responsible for the New Student Convocation; The South End, the official student newspaper of Wayne State University; the Student Council and all campus student governments; the University yearbook, The Sabre; student judicial services, community service programs, diversity programs, fraternity and sorority development; and the yearly recognition of campus student organizations.

The Dean of Students Office is open from 8:30 a.m. to 6:00 p.m. Monday through Thursday and from 8:30 a.m. to 5:00 p.m. on Friday during the school year.  It is suggested that you make an appointment with your CAP when necessary for assistance with programs, budgeting, etc.  For your convenience, a Dean of Student’s staff member will be available to assist walk-ins with simple questions or concerns from 12 p.m. to 4:00 p.m. everyday. 

STUDENT COUNCIL
395 Student Center

577-3416

www.studentcouncil.wayne.edu
The Student Council is the recognized student government at Wayne State University.  Twelve members are elected at-large in a University-wide election each April and every college or school appoints one student member to represent their respective interests.  The Student Council has official recommendatory responsibility in matters of policy formulation for the governing of student activities at Wayne State University.  It is the primary financial resource for student organization programs and operation.

There are several committees of the Student Council. These committees are composed of Council members and student volunteers from the University.  Anyone interested in membership on a committee should contact the Student Council office at 577-3416 or through their website at www.studentcouncil.wayne.edu 

RECOGNITION OF STUDENT ORGANIZATIONS
The Dean of Students Office is the official University agent that administers the policies and procedures regarding recognition and operation of student groups on campus.  All student organizations seeking official University recognition must initially submit a “New Student Group Interest Form” to Room 351 Student Center and attend a new student organization workshop offered periodically throughout the academic year.

A Campus Activity Professional will be assigned to assist the organization in completing the recognition process.  After a student group has been granted recognition, any Campus Activity Professional will be available to assist you. 

All University student organizations recognized by the Dean of Students Office are required to submit organization recognition materials once a year, during the Fall semester.  At the beginning of Fall semester, access www.doso.wayne.edu/reference to complete and submit the yearly recognition form.  During the Fall semester recognition periods the recognition application must be filled out completely and authorized by a registered student who is the President or Chairperson of the organization.  Incomplete, applications or those authorized by anyone other than the President or Chairperson will not be accepted.  Please remember to place a check mark next to those officers on your recognition form who are eligible to approve University forms.

During the Winter semester, if your organization's officers have remained the same and are still currently registered WSU students, you need to do nothing.  Your Fall form will continue your recognition.  If your group's officers do change, a new recognition application, with those officers who are allowed to approve University forms noted, must be submitted.

If at any time after the recognition period, your group's officers do change, a new recognition application must be submitted.  Please note that any change of officers requires that the organization follow their “election” or “appointment” procedures outlined in their constitution on file in the Dean of Students Office.

The DOSO will offer Greek organizations the opportunity for grade point average reports.  To do this, the Greek organization will be required to submit a roster on a  membership form that can be acquired in the DOSO, Room 351 Student Center.  This membership roster process is optional, but it is the only way the DOSO will document and approve grade reports that are used by the chapters and sent to national headquarters and alumni.

BEGINNING FALL SEMESTER 2004, ALL STUDENT ORGANIZATIONS WHO WISH TO BE RECOGNIZED BY THE UNIVERSITY MUST HAVE AN IDENTIFIABLE  FACULTY, STAFF OR COMMUNITY ADVISOR, IN ADDITION TO THE GROUP’S 

CAMPUS ACTIVITY PROFESSIONAL IN THE DOSO.  THE ADVISOR’S NAME, TELEPHONE NUMBER AND EMAIL ADDRESS MUST BE LISTED ON THE ANNUAL RECOGNITION FORM IN ORDER FOR YOUR GROUP TO BE REGISTERED WITH THE UNIVERSITY. 

RESPONSIBILITY OF STUDENT ORGANIZATIONS
Freedom to organize and conduct activities is granted to recognized student organizations with the responsibility of becoming familiar with, and operating under, University regulations.  Established regulations are intended to protect all parts of the University program.  If there is doubt as to the appropriateness of an activity, student groups are obligated to contact their Campus Activities Professional in the Dean of Students Office.  In addition, recognition of a group by Wayne State University as a student organization makes the organization eligible for certain benefits regarding the use of University facilities and resources.  It does not constitute the organization as a department, agent, affiliate or part of Wayne State University.  Wayne State University assumes no responsibility for the administration of the organization or for any of its activities.

OFFICE SPACE FOR RECOGNIZED STUDENT ORGANIZATIONS
An office application form is included in the Fall recognition packet, or online, for recognized student organizations on campus.  Student groups wanting office space in the Student Center must complete this application and return it to the Dean of Students Office by the deadline stated on the form.  The organization must complete this application emphasizing whether the office is to be used for meetings or organizational storage.  The Student Services Committee of the Student Council will review the applications and recommend student organization office allocations to the Dean of Students or his/her designee for approval and implementation.

STUDENT ORGANIZATION OFFICE GUIDELINES    (STUDENT CENTER POLICY)
Inquiries concerning your office space, furniture and bulletin boards should be directed to your Campus Activities Professional.  Questions concerning locks and keys should also be addressed to your CAP in Room 351 Student Center.

To ensure the proper use and care of the offices, please inform your membership of the following office/building guidelines:

· Please keep your individual office doors locked.

· Please keep your office complex doors locked.

· No open flames (i.e. Candles, Accelerants)

· No food or food containers can be stored in offices

· Do not affix any materials to the portable wall dividers.

· Do not affix any materials to the windows in your office.

· Do not affix any materials permanently to the walls or doors of your office, i.e., stickers, glued items.                                                                                                                                                                               

· Do not post any materials in the corridors of your office complex.

· The use of nails or hooks on walls and doors is prohibited.

· Most offices are shared with another organization.  Please be considerate and keep your portion of the office neat and clean.  Offices will be randomly inspected throughout the year.  The Dean of Students Office reserves the right to charge a fee for any needed cleaning or repairs in your office.

· Your organization may be held financially responsible for failure to                                                                                                                                                                                           adhere to these guidelines.

· Please notify the Student Center Administration (577-4585) and Campus 


           Public Safety (577-2222) if you suspect illegal entry, theft or vandalism.

                                                                                                                                                                           * THE UNIVERSITY ASSUMES NO RESPONSIBILITY FOR MISSING 

             OR  DAMAGED GOODS.

STUDENT ORGANIZATION OFFICE KEY GUIDELINES
In order to control the number of keys issued to student organizations for Student Center offices, the following policies and procedures will be adhered to:

1. Only student organization officers can be issued keys.  All keys must 

      be returned at the end of an officer’s term (Key transfers to other 

      members of the group are prohibited).

2. Each group awarded an office will be given one (1) key where no deposit is required.  *If this key is not returned, the group will automatically be assessed a $10.00 charge from their Agency Account.

3. The deposit can be paid by an Internal Requisition and Inter-Account Bill (I.R.B.) from Agency Account funds or by cash from individual key holders.  General Fund money cannot be used to pay for key deposits or for group requested lock changes.

            4.   The deposit for the keys will be $10.00 per key, with a maximum  

                   number of five (5) keys allowed per group.  If the group uses an I.R.B. 

                   to pay the key deposit, a credit will be issued to the group's agency 


        account upon return of the key to the Dean of Students Office.  

                   Individuals who paid the key deposit in cash to the Dean of Students 

                   Office will receive direct reimbursement through a Petty Cash 

                   Voucher upon the return of the key.  Petty Cash Vouchers 

                    take approximately 2 to 3 days to process.  Reimbursement will 

                    be issued only to the individual who made the deposit.

5.     **If the group requests a lock change for their office, the charge will 

          be $75.00, plus the deposit required for each key requested (max. 

          5 per group) at the group’s Agency Account expense.


6.
All key and lock change requests should be coordinated through a Campus Activities Professional in the Dean of Students Office, Room 351 Student Center.  An I.R.B. must be submitted to the Dean of Students Office for approval to begin the process of acquiring keys or changing office door locks.

                  * Keys must be returned to Room 351 within 30 days of notice to      vacate  office or all key deposits will be forfeited.

**   For offices shared by two student organizations, both groups must approve the lock change.

FUNDS FOR STUDENT ORGANIZATIONS
Recognized student organizations wishing to request University funds to supplement programs sponsored by their group may do so through the Student Activities Budget Committee (SABC) of the Student Council.  Each organization desiring funds must attend a mandatory budget workshop, given periodically over the academic year, conducted by a Campus Activities Professional (CAP).  At the workshop, the CAP will distribute a Budget Request Form that must be completed and forwarded to the SABC for review.  After the SABC review, the student organization budget may be sent to the Student Council for approval and ultimately to the Dean of Students or his/her designee for final review, approval and processing.  

As part of the Student Life Omnibus fee monies, the Student Council has established the “Special Events Fund” (SEF) to encourage recognized student organizations to sponsor one-time, large-scale events on campus costing over $2000. In addition, student organizations are also encouraged to conduct fund raising activities in order to support their organizational goals and purposes.  A Campus Activities Professional in the Dean of Students Office is available to assist you in the planning of a SEF or fundraising events.

UNIVERSITY ACCOUNTS FOR STUDENT ORGANIZATIONS
The University has a series of accounts that are available to organizations for the maintenance and expenditure of organizational funds.  Monies allocated by the Student Council are placed in a General Fund account.  Monies allocated from the General Fund are severely restricted and may be used only for programs that are free, open to the public and held on campus.  An up-to-date audit is maintained for all organizational accounts.  The Campus Activities Professionals in the Dean of Students Office are available to explain the maintenance of these accounts.  All expenditures from University accounts are initiated by the authorized agent of the organization through the use of various forms such as an Internal Requisition and Inter-Account Bills (Form 108) or I.R.B., a Special Payment Authorization (Form 102A) or S.P.A., or a Purchase Requisition.  Money may not be deposited into General Fund accounts.

The Special Events Fund (SEF) is also a General Fund account that can be used for a single event costing a minimum of $2,000.  In order to provide enough time to plan and implement large scale SEF events, a budget must be submitted to the SABC at least (9) weeks in advance.  If your group wishes to utilize these funds for a large event or program that would be of interest to your organization and the University community, please make an appointment with a Campus Activities Professional in the Dean of 

Students Office.  The CAP will explain the process for acquiring these funds, as well as offer assistance in planning and implementing your special event.

The University also maintains an Agency Account series for use by groups needing a revenue raising account.  Organizations that sponsor fund raising activities on campus must use this series of accounts.  In the revised, "Policy on Use of the University Facilities," the Board of Governors approved on March 14, 1975, is the following statement:

"University facilities may not be used for fund raising unless the University is the beneficiary of such funds and no admission fees, registration fees or voluntary collections are to be charged or received unless approval is given in advance.  Such approval will be given in accordance with established University policy."

A student organization may request that an Agency Account be assigned to their organization by contacting their Campus Activities Professional in the Dean of Students Office.  Money may be deposited into Agency Accounts.  PLEASE NOTE THAT AGENCY ACCOUNTS THAT REMAIN INACTIVE FOR THREE YEARS WILL BE CLOSED.

ADMISSION CHARGES, DONATIONS, SALES, ETC. 
For any event where admission or donations (donations are always considered admission charges) are collected to gain entrance to the program, University revenue accountability procedures must be followed.  A Revenue Accountability form must be completed when the reservation is made in the Reservations Office of the Student Center Administration in Room 573.  Special arrangements must be made with   Student Center Reservations and the Dean of Students Office if advance ticket sales are desired.  All student organizations raising money on campus must deposit all monies into their University Agency Account within 48 business hours after the event.

NO CASH PAYMENT FOR ANY EXPENSE WILL BE ALLOWED TO BE TAKEN FROM THE REVENUE COLLECTED AT THE TIME OF THE EVENT.  PLEASE PRE-PLAN YOUR EVENT SO THAT ANY EXPENSES CAN BE PAID IN ADVANCE OF THE ACTIVITY.

REVENUE ACCOUNTABILITY
Organizations that sponsor fund raising activities on campus, i.e., bake sales, literature sales, concerts, speakers, must deposit all funds raised into an University Agency Account.  The Receipt, Deposit and Management of University Money - Executive Order 84-2 requires all money to be deposited within two business days (48 hours) of the event.  A student organization may request that a University Agency Account be 

assigned to their organization by contacting a Campus Activities Professional in the Dean of Students Office.

WAYNE STATE UNIVERSITY REVENUE ACCOUNTABILITY PROCEDURES
(STUDENT CENTER POLICY)

General Revenue Events
In order to provide security for the people and monies involved for revenue events and to provide required accountability of public monies, the following procedures are to be included in the planning and execution of all revenue producing events utilizing Wayne State University facilities and/or services (except Bake/Literature sales and SCB Dances).

1.
The Revenue Accountability form is furnished by the Reservations Office in the Student Center Administration Department, Room 573, and must be signed by an authorized officer on record in the Dean of Students Office and subsequently approved by a Campus Activities Professional.

2.
When applicable, members of the sponsoring groups are to report to the Campus Information and Service Center, Room 50, on the lower level of the Student Center, at a time assigned before the start of the event.  A Service Center representative will present the tickets and cash bag for which the event chairperson will be required to sign a receipt.  During the course of the event, it is the responsibility of the ticket seller and ticket taker to keep one-half of a ticket for each paying person admitted.  A Student Center Building Manager will monitor this activity.  The Student Center reserves the right to assign a ticket seller and ticket taker, at the organization's expense. 

3. 
One-half hour prior to the close of the event, the Student Center Building 

     
Manager will appear at the event location.  For events held outside the 

    
Student Center, a Public Safety officer and/or Student Center Building Manager 

    
will escort the event chairperson from the event location to the drop safe in the 

     
Student Center.  The Student Center Building Manager and event chairperson 

    
will then seal all unsold tickets and cash in the security bag provided and mark the bag.  The bag will be placed in the drop safe in the Service Center and a receipt issued.  A Direct Bank Deposit slip (DBD) will be prepared in order for deposit to be made on the next business day.

4.  
If a deposit is not made immediately after the event, the program’s chairperson or designee must return to the Campus Information and Service Center, with the receipt, within two business days (48 hours) (Executive Order 84-2) after the event, so that a DBD can be completed and the deposit made.

No cash payments will be allowed to be taken from any revenue collected at the time of the event.  All payments must be processed through the organization's Agency Account.  Please plan in advance if you need to pay for a service on the night of the program.

Organizations in violation of the revenue accountability procedures will be denied future use of the University facilities, including reservations already booked and confirmed, until adequate accountability is made.

CONTRACT NEGOTIATIONS AND APPROVAL

When using General Fund monies, all contracts must be negotiated by a Campus Activities Professional in the Dean of Students Office.  Students are NOT allowed to enter into either verbal or written contracts with talent agents, individual performers or speakers.  A student may make the initial contact with the contractee, asking about availability, costs and any extra requirements associated with the program.  After the initial contact, the student group should immediately make an appointment with a Campus Activities Professional (CAP) to discuss the contract and the event.  The CAP will then conduct all of the subsequent negotiations with the contractee.  The Dean of Students Office reserves the right to request that the student group or the contracted entity provide “Market Value” documentation to determine whether the prior fees associated with the contracted entity are acceptable to the University. 

APPROVAL, STEWARDSHIP AND REPORTING OF GIFTS, GRANTS AND CONTRACTS
According to Executive Order 87-2, gifts or grants solicited either verbally or in writing from corporations, foundations or individuals must receive prior approval from the Office of the Provost or his/her designee and the Vice President for Development and Alumni Affairs.  Receipt of a grant or gift check, which must be made out to Wayne State University, should be brought to your Campus Activities Professional (CAP) in the Dean of Students Office. The CAP will help you complete a Notification Receipt of Gift or Grant Support Monies (NRGM) form and explain the process for the donation being deposited correctly in the Student Organizations Gift account (#222389) for your group.

CASH PRIZES/AWARDS
Executive Order 91-1 redefines cash awards or prizes given directly to students for any reason as a form of financial aid.  These payments must be processed through the Office of Student Financial Aid.

The Executive Order also requires that each college establish a separate scholarship/loan account for the purposes of award or prize payments.  The accounts must be non-General Fund, unless there is a specific line item in the approved General Fund budget or the President or his/her designee has made a specific exception.

Since all monies allocated to student organizations by the Student Council come from the General Fund, cash awards or prizes given directly to students for such things as 

competitions, contests, raffles, etc. cannot be approved when requested from this type of fund.  If you have questions concerning the Executive Order or would like to 

discuss alternate ways for giving awards or prizes, contact your Campus Activities Professional in Room 351 Student Center.

CREDIT CARD PROMOTIONS

An approved University credit card company has exclusive marketing rights to provide financial services to the campus community.  These rights include but are not limited to, providing all credit card services on campus. Consequently, recognized student organizations will NOT be allowed to reserve space on campus to solicit students to register for other financial institutions’ credit cards.  Space includes all University rooms, outdoor venues, literature tables, Student Center showcases etc. intended for the purposes of on-campus tabling, on-campus presentations, on-campus carding events and or any activity promoting the financial services of alternate institutions.   

SMOKE FREE CAMPUS

According to Executive Order 94-4, "No smoking is permitted in any building, or structure owned, leased, rented or operated by the University...".  This policy also applies to all areas of the Student Center including restaurants, lounges, bathrooms, offices, meeting and recreation rooms.  Please inform your members and guests attending your events on campus of this policy.

USE OF UNIVERSITY SYMBOLS
According to Executive Order 90-3, University symbols (i.e. the mark, seal etc.) may be used for decorative purposes, such as on clothing or other paraphernalia, upon the approval of the President's designee and/or the Executive Director for Marketing and Publications (577-8155).  Written requests indicating the use and purpose of the symbol must be sent to the appropriate University officer for approval after being reviewed by a Campus Activities Professional.  To insure compliance with the Executive Order, please consult a Campus Activities Professional before you request to use University symbols for decorative purposes.

RAFFLES, CONTESTS, CASINO NIGHTS, DRAWINGS, ETC.

According to the State Commission of Lottery, all raffles, contests, drawings, casino nights, and gambling events are illegal without the proper state license.  It is also illegal to advertise these kinds of events on campus without the proper state license.  If you plan on using University facilities for such an activity, please discuss your plans with a Campus Activities Professional.

HAZING

Hazing, in any form, by a student organization or members of a student organization is strictly prohibited.

Hazing is defined as any planned or spontaneous action or situation, conducted on or off campus, that is demeaning to an individual, results in physical abuse or mental duress, or in any way threatens or endangers the health or safety of an individual.

Any group or individual member found guilty of hazing is subject to appropriate University disciplinary action under the Student Code of Conduct as administered by the Student Due Process Policy.

CHALKING POLICY

The use of chalk to create signs is permitted only on sidewalks.  Markers, paint or spray chalk that are permanent are prohibited.  Chalking may not be done under entrance canopies or under overpasses where the rain cannot wash away the chalk.  Chalking is also not allowed on any vertical surfaces found on buildings, columns, outside or inside walls or windows, trees, retaining walls or steps.

FILM COPYRIGHT

There are many restrictions governing the use of copyrighted materials, especially films.

All film presentations, either free or with an admission charge, involving the use of University facilities must have copyright clearance in order to show the movie on campus.  Copyright clearances are provided by a legitimate film distributor (i.e. Swank Motion Pictures, Inc.) when a film is rented.  Under NO circumstances will films rented from local video stores (i.e. Blockbuster) be allowed to be shown on campus.  These films are intended for private, in home viewing only and there is no implicit copyright granted allowing the rental to be shown to the public.  When showing a film on campus, the student group must complete an Event Planning Form (EPF) with a Campus Activities Professional (CAP).  The CAP will help you plan the event and authorize the showing based upon the presentation of a copyright clearance.  The Student Center reservationist will also require proof of copyright before he/she allows any facility within the University to be used for a film showing. 

SERVICES PROVIDED FOR RECOGNIZED STUDENT ORGANIZATIONS 

MAILBOXES   (STUDENT CENTER POLICY):

Mailboxes for recognized student organizations are available in the Campus Information and Service Center in Room 50 of the Student Center Building.  After the recognition process has been completed, you may request a mailbox by contacting the Dean of Students Office.  The following rules apply to the use of the mailboxes: 


1.
Keys (of any kind) may not be left or stored in mailboxes;


2.
Money or checks may not be left in mailboxes at any time;


3.
Personal items (books, clothing, etc.) may not be stored or 



left in the box for someone to pick up.

* PLEASE PICK UP YOUR MAIL ON A WEEKLY BASIS.

TYPEWRITERS AND WORK AREA
A typewriter is available for use by student organizations in the reception area of the Dean of Students Office, Room 351 Student Center.  It may be used by groups to type S.P.A. forms or any other organizational paperwork.  Groups may use room 317 Student Center as a work area for projects and informal meetings.  Typewriter rental for non-organizational use is available at the Campus Information and Service Center, Room 50 Student Center.

MESSAGE SERVICE

Telephone messages relating to organizational business of student groups will be accepted by the Campus Information and Service Center, Room 50 Student Center.  The telephone numbers are 577-3568 or 577-3484.  Messages will be placed in the organization's mailbox.  Please note that since the Campus Information and Service Center receptionist is also responsible for the customers at their counter, we ask that messages be kept short.

PRIVILEGED MASS MAILING FOR STUDENT ORGANIZATIONS

Recognized student organizations are eligible to use the Privileged Mass Mailing service of the University, subject to the University policy of Confidentiality of Student Records.  This service provides the use of labels in addressing envelopes to various segments of the University community.  Any group interested in this service should consult with a Campus Activities Professional in the Dean of Students Office for the correct procedures to be followed.

TELEPHONE SERVICE
Recognized student organizations that have received funds from the Student Activities Budget Committee (SABC) for a telephone, or that have an Agency Account, may request telephone service for their organization.  Telephone service is provided for the organization for the purpose of conducting organizational business only.  In order to request telephone service, the organization must have been allocated $500.00 annually specifically for utilities from the SABC, or the organization must have a University Agency Account and maintain a minimum balance of $75.00 at all times.  A Campus Activities Professional in the Dean of Students Office will assist you in completing the paperwork for obtaining a telephone.  A phone is also available in the Dean of Students Office, 351 Student Center, for student groups to use on a limited basis in planning their programs.

Please note that because of the expense, the SABC usually only provides funds for a telephone for recognized college student governments.

STUDENT EMPLOYEES OF COLLEGE STUDENT GOVERNMENTS
College student government organizations may request monies from the Student Council to hire a student assistant to help with the clerical tasks of the organization.  Student assistants cannot be officers of the organization and are subject to certain University personnel policies and procedures.  ALL personnel paperwork must be completed before a student employee can be begin work.  If your group has received funding for a student assistant, please make an appointment to discuss these policies and procedures with the Fiscal and Personnel Manager in the Office of the Dean of Students, room 341 Student Center Building, (577-1010) before hiring a group employee.

ORDERING AUDIO-VISUAL EQUIPMENT
Audio-visual equipment orders can be placed with either the Student Center Administration's reservationist in Room 573, for use within the Student Center only, or with the Library Computing and Media Services department in Room 151 of the Purdy-Kresge Library for the rest of the campus.  Departmental employees can assist your organization with acquiring audio-visual equipment for your programs and the rental fees charged for the equipment.

Payment for all audio-visual orders must be made by I.R.B.  For Library Computing and Media Services, the I.R.B. must be completed, approved and hand delivered to their office in Purdy-Kresge Library at least two weeks before an event.

The reservation, I.R.B. and A-V order form will be forwarded to a Campus Activities Professional in the Dean of Students Office for approval.  Your reservation and audio-visual order will not be confirmed until the Student Center Administration reservationist or Library Computing and Media Services has received the I.R.B. approved by the Dean of Students Office.

RESERVATION POLICIES AND PROCEDURES
The Student Center Administration Office is the official reservation agent for all student organizations wishing to reserve space within the Student Center, University Lounges, or outside Mall areas.  All student organization room reservations requesting this space must be made through the reservationists in Room 573 of the Student Center.

All other campus reservations are made through various University departments ,(i.e. Matthaei, McGregor Conference Center, Room Scheduling) who are responsible for space at these locations.  For reservations requested outside of the Student Center, contact a Campus Activities Professional in the Dean of Students Office. (Please refer to the next section regarding the Event Planning Form (EPF).

THE EVENT PLANNING FORM

For all student organization reservations campus wide, including dances, other than, but not limited to, bake sales, regularly scheduled meetings in the Student Center, literature tables and showcase reservations, an authorized student organization representative must meet with a Campus Activities Professional (CAP) in the Dean of Students Office, Room 351 Student Center, to discuss the event and complete an Event Planning Form (EPF).  The EPF serves two purposes: 1).  It allows the CAP to review the program with the student organization, paying special attention to budgeting and promotion of the activity and 2). copies of all EPFs are kept in a binder the Dean of Students Office for reference information about the program and will serve as the core of a DOSO calendar of events that will be publicized to the campus community.   

The completed EPF must be signed by both an authorized officer of the group and a CAP and presented to the Student Center Administration reservationists or other reservation agents on campus, before any space for an event can be reserved.  Campus reservation agents will not accept any programmatic reservation without an approved EPF. 

Changes (i.e. date, time, location) should be noted on the original EPF.  Consult your Campus Activities Professional when such changes need to be made to the Event Planning Form. 

RESERVATION GUIDELINES     (STUDENT CENTER POLICY)  

1.
Room reservation requests for Student Center facilities, Gullen Mall, and University Lounges will be granted in the order received in accordance with the guidelines for the "Use of University Facilities", as adopted by the Board of Governors on March 14, 1975.

2.
Reservations are confirmed upon the return of the approved reservation form and in some cases the Event Planning Form completed in the Dean of Students Office.  An approved reservation form must have all appropriate spaces filled out properly, be signed by an authorized officer of the student organization requesting space, and signed by a Campus Activities Professional in the Dean of Students Office.

3.
The group making the reservation will be sent a copy of their room reservation.  This copy will confirm the reservation and must be taken to the event and shown to the Building Manager upon request.

4.
The Student Center Administration reserves the right to determine which facilities will best accommodate an event and may deny a request for a specific facility on the basis of suitability. The Student Center Administration also reserves the right to change the room of a confirmed reservation in the event of an emergency or extenuating circumstances.  In such cases, every effort will be made to contact the event chairperson in advance and appropriate measures will be taken to make the change as smooth as possible.

5.
Student Organizations should be aware of the policy on no show and excessive room cancellations.  A copy of this policy is available upon request in Student Center Reservations in Room 573.

6.
Semester reservations of Student Center facilities may be requested by student organizations as follows: for fall semester - beginning the last week in August; for winter semester - the 3rd week in December.  An authorized officer must sign the semesterly reservations form at the time when the reservation is made.  The reservations are considered tentative pending recognition of the organization by the Dean of Students Office.

7.
When room and/or service charges are applicable, reservations are confirmed only when payment and the approved reservation forms are received.  Reservations will not be confirmed until all appropriate payments are made.

8.
Event sponsors have the primary responsibility to see that University policies are followed.  At least one group member, who is also a registered student, must be present within the reserved facility at all times.

9.
Event sponsors are responsible for maintaining the area that they have reserved.  Groups will be held financially responsible for any loss; damage or special cleaning needed above and beyond what is considered normal use, following their occupancy.  In addition, refundable room damage deposits may be required at the time a reservation is made.

10.
According to Fire Marshall regulations, open flames of any kind (i.e. candles, etc.) are not allowed within public buildings.  Special arrangements for the ceremonial use of combustible types of materials must be made with the Assistant Director of Operations, Room 573 Student Center.
11.
A Building Manager or other Student Center Administration representative will monitor all activities and serve as the immediate, responsible University agent in matters of policy and security.

12.
To insure the success of an event, it is the responsibility of the event sponsors to inform the Building Manager of any problems present or pending.

13.
Groups are not allowed to reserve University facilities in their name for outside community groups, commercial vendors or other student organizations.  This is known as "fronting" and if discovered may result in the cancellation of the activity.

14.
Violation of these policies and procedures may result in the suspension of future reservation privileges, as well as financial penalties being imposed.

USE OF UNIVERSITY SPACE FOR SPECIAL MEETINGS
Some University facilities outside the Wayne State Student Center have room rental charges.  The rental charges of each facility depends on the number of hours, the time of day and the need, if any, for a required technician to remain on the premises.  It is suggested that student organizations wishing to reserve space outside the Student Center first discuss their plans with a Campus Activities Professional.

Building hours for each facility vary.  The Student Center Administration reservationist or a Campus Activities Professional will assist you in determining the rental charges and will answer any questions you may have about building hours.

Who May Request A Reservation
Reservations for room use by student groups are made through the Student Center Reservationist in Room 573 or a Campus Activities Professional for locations other than the Student Center.  Reservations for all facilities on campus including McGregor, the Recreation and Fitness Center, Matthaei, University lounges and classrooms require an approved Event Planning Form.

Food and Smoking Regulations

Consumption of food is not permitted in the lecture halls or classrooms of the University.  Smoking is prohibited within all facilities of the University.

Priorities for Scheduling

University policy gives first priority in the use of its space to the University program and allows rooms to be scheduled for non-University groups no more than a month in advance.  Consequently, reservations that have been made more than a month in advance, are made with the understanding that (a) in the judgment of the University scheduling manager, the room will not be needed for the University program at that time, and (b) if it should be so needed, a modification of the reservation will be necessary.

Tickets and Collection of Funds

In meetings scheduled in University buildings there will be no selling of tickets for admission nor will there be any collection of funds in the meeting unless such selling of tickets or collection of funds is specifically approved on a Revenue Accountability form (provided by Student Center Reservations) by a Campus Activities Professional in the Dean of Students Office.   Such permission is never given where the collection of such funds can result in profit to an individual or a commercial enterprise.  Student Center Administration will provide, upon request and at group expense, a cashier for on campus student group events.

Charges For Use

Meetings held in a University building during its normal operating hours will be scheduled without charge except where special arrangements are required which add to the University's costs.  For meetings held wholly, or partially, outside these operating hours, a charge will be made in accordance with the schedule established by the University.  The hours of operation for campus buildings vary and are subject to change.

Reservations Policy Regarding Room 100 and  150 General Lectures, Upper and Lower DeRoy and Community Arts Auditorium, the Welcome Center and Bernath Auditorium

Before a student organization will be allowed to make a tentative reservation of the aforementioned rooms, they must meet first with a Campus Activities Professional in the Dean of Students Office to complete an Event Planning Form (EPF).  The event will be confirmed by the reservationist upon submission of an EPF to Reservations in Room 573 or one of the other reservation agents on campus.  Since the use of these facilities may be a costly endeavor, the rooms should be reserved for special events only.  Your Campus Activities Professional (CAP) will discuss the costs, including the technician and equipment rental fees, with the organization.

Furthermore, to insure the success of the event and to forestall any unforeseen problems, all necessary paperwork, including payment for technical service, must be completed one month in advance of the program date.

Additionally, in order to reserve these facilities and to cover any overrun of expenses incurred by the program, the organization must have a University Agency or General Fund (when applicable) Account with sufficient funds to cover the costs of the facilities and any additional costs that the program may incur.  When completing the Event Planning Form (EPF), a CAP will check to determine costs of the program and if you have the necessary funding in one of your University accounts to cover the expenses for the event.  The CAP in the Dean of Students Office has the right to deny authorization of the EPF due to insufficient organizational funds.

FOOD SERVICE

Student organizations planning to serve food or beverages at an event on campus must make arrangements through the contracted campus food service, AVI Foodsystems, Inc.

Student organizations are responsible for contacting AVI Foodsystems Inc. (577-2400), located in McGregor Memorial Conference Center, to place an order.  All food orders should be placed at least two weeks prior to the date of the event.  All food order expenses must be paid with an I.R.B. form and presented to AVI, in advance, for the 

order to be completed.  The I.R.B. must be processed in the Dean of Students Office and be signed by an authorized student organization officer and a Campus Activities Professional.

If a student group wishes to provide their own food or beverages for an event in the Student Center or any other facility on campus, they must first discuss the details with a Reservations supervisor and complete a food waiver form available in Room 573 Student Center.  The Director of Student Center Administration and his/her designee must approve all food waivers. When appropriate, the Director/Designee will initiate requests for food licenses and food permits for these individual events.  Food licenses and permits for approved events outside the Student Center must be obtained through application at the Environmental Health and Safety Office, 5425 Woodward, third floor, for a small fee.

Absolutely no food may be brought on campus for the purpose of raising funds (other than for authorized bake sales) without an approved waiver.  In addition, food may not be purchased from an outside vendor if monies from the General Fund are being expensed.  

A deposit may be required for special food-oriented events (i.e. banquets) held within the facility.

Requests for any type of food paid for by the General Fund must be purchased either from AVI Foodsystems, or an on-campus vendor, such as Little Caesars or Taco Bell housed within the Student Center.

ALCOHOL

Alcohol may only be served at events scheduled at the McGregor Conference Center.  Student organizations wishing to reserve space at the Conference Center for an event where alcohol will be served must make their reservations with the McGregor reservationist after completing an Event Planning Form with a Campus Activities Professional.

The University requires that all publicity materials advertising events (either on or off campus) where alcohol will be served must read, "In accordance with state law, no one under the age of 21 will be sold or served alcoholic beverages".  This policy covers all flyers, banners, posters distributed on campus and all ads placed in The South End.

BAKE SALES    (STUDENT CENTER POLICY)
Recognized student organizations of Wayne State University may sponsor bake sales on campus, as follows:

1.
The Student Center Reservations Office reserves three campus bake sale locations on a first come first, first served basis.

2.
Bake sale locations may be reserved up to four (4) weeks to the day in advance.

3.
After the reservation process is complete, the group will receive a copy of the reservation form.  This copy confirms the bake sale reservation and should be taken to the site of the bake sale on the day selected.

4.
All monies earned at bake sales must be deposited into the group's Agency Account within forty-eight (48) hours after the sale.  This money may be deposited with the cashier at the Service Center, Room 50 of the Student Center, or at the Cashier's Office, Room 1100 in the Academic Administrative Building (AAB).  Failure to make the proper bake sale deposit will result in loss of future bake sale and reservation privileges.  Student groups selling outside of the three Student Center Administration's assigned areas must still deposit money from the sales into an Agency Account assigned by the Dean of Students Office or other University department.

5.
All student organizations participating in bake sales on campus must have a license to operate a bake sale.  The University agent responsible for reserving the bake sale space issues these licenses.  Student groups participating in bake sales will be issued licenses during the reservations process.  These licenses are valid for the academic year and are available at no charge from the Reservations Office, Room 573 Student Center.

6.
All student organizations participating in bake sales on campus must also have a Temporary Food Sale Permit.  The University agent responsible for reserving the bake sale space issues these permits.  Student groups participating in bake sales will be issued a permit for every sale.  The permit must be displayed at the sale location and be returned immediately after each sale to the Environmental Health and Safety Office, 5425 Woodward, third floor, or to the Student Center Reservation's office in Room 573 of the Student Center.

7.
The Environmental Health and Safety Office of Wayne State has made printed guidelines available for food selling and handling at campus bake sales. These guidelines must be followed to avoid student organizations being issued citations for violation of the State Health Code.  These guidelines are available in Room 573 of the Student Center and are printed in this manual.

8.
Store bought items such as doughnuts, bagels, baked goods, coffee, tea and hot chocolate are the only items permissible to sell at bake sales.

9.
Student organizations are responsible for making sure the sales area is clean and all trash has been disposed of properly.  Failure to do so could jeopardize a group's chances of future sales.

WAYNE STATE UNIVERSITY OFFICE OF ENVIRONMENTAL HEALTH AND SAFETY

FOOD SERVICE SANITATION FOR STUDENT BAKE SALES

General Safety

Operations requiring electrical outlets shall be set up in a safe manner using only approved equipment.  Extension cords or spliced wiring are not permitted.

To prevent accidents, adequate materials must be available to pick up any spoiled foods.

For service of hot beverages, proper equipment must be used.  Wipe cloths, aprons or shirttails must not be used to handle hot utensils.  Open-toed or canvas shoes are not permitted in areas where hot beverages are sold.

Preparation and Service

Preparation or service of food items containing dairy products such as cream cheese and butter are considered potentially hazardous and are not allowed unless approved by the Office of Environmental Health and Safety.

In keeping with University policy, food operation involving on-site preparation of food or requiring maintenance of hot and cold food temperatures, is not allowed.

Coffee or tea brewed or perked in urns is preferred.  Individually packaged instant coffee, tea or hot chocolate is also acceptable.  Service of coffee, tea or hot chocolate in bags or open containers is not allowed.

Sugar or non-dairy creamer must be individually packaged or made available in a proper food service container.

Only single service plastic or paper utensils, cups, stirrers, etc. can be used.  Single service articles shall be neatly arranged to minimize handling and contact with surfaces.  Re-use of single service articles is prohibited.

All re-usable serving utensils must be cleaned properly, sanitized and protected during use and storage.

Customers must not handle food unless it is individually wrapped.  Food shall be prepared and served in a manner, which minimizes manual contact.

If hand-washing facilities are not available nearby, disposable moist towelettes must be supplied to the individuals serving food.

Food handlers are prohibited from smoking while serving food. 

Food Protection 

Food items containing meat, eggs or dairy products, considered potentially hazardous, are not allowed unless reviewed and approved by the Office of Environmental Health and Safety.

Home prepared or home canned food items are not permitted.

Displayed food items must be protected from contamination.

The items must be individually wrapped, protected by sneeze guards or contained under plastic wrap or plastic dome.

Clean-up

Be sure adequate garbage containers are readily available.  Police the area for litter at frequent intervals during the event.

Upon termination of the event, cleanup all food spills, sanitize tabletops or retaining counters and dispose of debris generated by the sales event.

Inspections

The Office of Environmental Health and Safety will conduct inspections of temporary food service operations on a regular basis.  Failure to adhere to these guidelines may result in license revocation.

CAMPUS POLICY ON DISTRIBUTION AND SALES OF LITERATURE, FOOD, GOODS AND SERVICES

Executive order 94-1 establishes policy which "seeks to provide the widest possible freedom to distribute and sell literature, food, goods and services balancing that freedom with the need to keep outdoor walkways open, the need to preserve indoor areas for the particular University purposes to which the areas are dedicated and the need to maintain public health and safety."  This policy establishes different rules and regulations governing distribution and sales in areas other than the Student Center (see the next section).  Please consult your campus life advisor if you have questions concerning this policy.

LITERATURE TABLES IN THE STUDENT CENTER  (STUDENT CENTER POLICY)
Recognized student organizations of Wayne State University are eligible to reserve space for literature tables.  There are three (3) official sites available for student groups to reserve.  All three (3) sites are located on the first floor of the Student Center.  One is located at the north end of the Commons area, one at the south end of the Commons area, and one in the south lobby of the building.

Literature Table Guidelines

1.
Literature tables are reserved in the Student Center Reservation office in Room 573 of the Student Center.  The tables may be reserved up to four (4) weeks to the day in advance.  A student group reserves a literature table by filling out a reservation form signed by an authorized officer of the student organization and approved by their Campus Activities Professional.  

2.
Exceptions to the four (4) week rule may be granted upon receipt of an EPF approved by the Dean of Students Office by Student Center Reservations


3.
Groups may only reserve one literature table per week.  Block bookings of literature tables will not be accepted.  However, a group may extend or make another reservation within the same week if the desired table is not reserved by 10:00 a.m. on the day requested.

4.
Only one table will be set up for literature displays.

5.
Tables reserved in the two Commons locations must be kept on the carpeted area of the floor.  Tables and equipment may not be moved onto the tiled floor, since they obstruct traffic flow and violate fire safety codes.  Likewise, business activity must be conducted from the table.  Individuals may not pass out literature or printed materials in the foyers or hallways of the Student Center. 

6.
Groups may display their organizational materials and sell literature items representing their group's goals and purposes as stated in their constitution.  All other materials or special promotional items that a group wishes to sell should be cleared by the Director of Student Center Administration or his/her designee in Room 573 Student Center.  At least one group member, who is also a registered student, must be present at the table at all times.

7.
Absolutely no food items may be sold at literature tables.

8.
All monies collected from sales or donations must be deposited into the group's Agency Account following proper Revenue Accountability procedures.

9.
Absolutely no display materials such as posters, leaflets, signs etc., may be posted on the walls or pillars near literature table sites.  Such literature displays must be hung from the table itself or placed on an easel behind the table.

10.
Groups are not allowed to reserve literature tables for outside community groups, commercial vendors, other student organizations or University departments; this is known as "fronting".  Such groups may rent or reserve, in their name, literature tables by contacting the Reservation's office in Room 573 Student Center. 

11.
Groups may not pass out literature or printed materials (i.e. newspapers) in the foyers or hallways of the Student Center.  Groups must carry on this type of activity from a reserved literature table only.

12.
Violation of these guidelines may result in the suspension of future reservation privileges.

UNIVERSITY SHOWCASE POLICY STATEMENT  (STUDENT CENTER POLICY)
The use of University showcases shall be consistent with the freedom and responsibilities of a University community in a free society.  Exhibits may reflect the wide variety of the community's interests and concerns, as well as the open examination and advocacy of ideas.

The airing and advocacy of controversial or unpopular causes involves heartfelt commitment.  This commitment must be governed by reason and discernment, by personal restraint and mutuality.

In keeping with the critical and historical mission of the academic world, it follows that those within it who are engaged in controversy are obligated to employ a style of discourse or a form of statement that does not demean or defame those with whom one is contending.  This style or form of discourse not only honors the dignity of another person but also contributes to the humanization of our species.

UNIVERSITY SHOWCASE RESERVATION PROCEDURE AND GUIDELINES

1.
Showcases may be reserved up to four (4) weeks in advance.  The Dean of Students Office reserves the right to make exceptions to this policy for Special Event Fund programs or theme week activities upon receipt of an approved EPF by Student Center Reservations


2.
Showcases are reserved for one (1) week periods from 12:00 p.m. Monday through 10:00 a.m. the following Monday.

3.
Showcase reservations for any given group shall be limited to one showcase for any one-week period during the month.  However, a group may extend or make another reservation within the same month if the desired showcase is vacant or canceled by a group by 12:00 p.m. Tuesday of the desired week.

4.
Student Center first floor showcases will be limited to usage by recognized student organizations, the Dean of Students Office, Student Center Administration and the Grosberg Religious Center.

5.
Showcase displays must be completed by 12:00 p.m. Tuesday of the desired week.  If a showcase is not used by this time, the showcase is considered open and any student organization may make a reservation.  Requests for unused showcases must be received by the Reservations Office no later than 5:00 p.m. Tuesday of the desired week.

6.
The Reservations Office will temporarily issue a showcase key to the individual(s) requiring access to the group's reserved showcase.  A photo I.D. must be submitted and will be returned upon receipt of the showcase key.

7.
Each group is responsible for removing its own materials from the showcase by 10:00 a.m. Monday.  Failure to remove showcase materials by 12 p.m. Monday will result in a labor charge assessment being levied against the group.

8.
The Student Center is not responsible for items/materials displayed in a showcase and not removed by deadlines.

9.
The name of the sponsoring group or organization must appear clearly in all displays.

10.
All publicity materials in a foreign language must have a coextensive and accurate rendition of the communication printed in English.  The English rendition must be as prominent as its foreign language counterpart.

11.
ANY VIOLATION OF THESE GUIDELINES MAY RESULT IN THE IMMEDIATE REMOVAL OF A DISPLAY BY BUILDING STAFF AT THE GROUP'S EXPENSE.

BANNER POLICY

In order to ensure that all student organizations are given equal opportunity to display banners in the Commons area of the Student Center, the following guidelines have been enacted:

1.
Only recognized student organizations of Wayne State University and programs and services under the auspices of the Dean of Students Office and the Student Center Administration may hang banners in the Student Center Commons area.  Please note: the Dean of Students Office has the right to approve all banners hung in the Student Center Commons area based on this policy.  

2.
Banners may be no wider than eight (8) feet across and no longer than seven (7) feet, top to bottom.  Please measure!

3.
All banners must display the name of the organization it represents.

4.
An organization may display only one banner at a time.

5.
Only banners that promote an event or promote the joining of an organization will be permitted to be hung.  All banners advertising events must show the date of the event and may be displayed for no longer than two weeks (10 school days) prior to that event.

6.
All general banners with non-dated events must also display a date (the date the banner goes up) and adhere to the two week (10 school days) deadline.

7.
Any banner printed in a foreign language must provide the English rendition as prominent as its foreign language counterpart on the same banner.

8.
If alcohol is to be served at an advertised event, the banner MUST include the statement, "In accordance with State law, no one under the age of 21 will be sold or served alcohol" in PROMINENT PRINT.

9.
Any banner violating any one of these guidelines will be removed and taken to the Dean of Students Office and held for five school days after which it will be destroyed.

 10.
Student organizations will be responsible for taking down banners that they intend to save before the end of the two-week deadline.  Student Center staff will remove and destroy outdated banners after these expiration dates.

11.
Any harassment of University personnel for enforcing these guidelines or the unauthorized removal or defacing of another group's banner may be cause for disciplinary action.
12. Student organizations may create their own banners, adhering to the guidelines listed above, or employ the services of the Student Center Graphics office located in Room 21 or contacting them via telephone at 577-3730. 

13. Banners may not be re-arranged without the express permission of Student Center Administration.

WAYNE STATE UNIVERSITY STUDENT CENTER AFTER HOURS POLICY

(STUDENT CENTER POLICY)
The policy covers Student Center facility usage outside the established building hours.  Its intent is to maintain a safe and secure environment for the campus community. The first section of the After Hour Policy covers general program event and activities. The second section is specifically established for student dances.

University Reservations

University departments and recognized student organizations make arrangements for their events with the Reservations Office in Room 573 Student Center.

Student organizations must first complete an Event Planning Form (EPF) in the Dean of Students Office and have the form approved by a Campus Activities Professional.  Approval of requests for early opening or extended evening hours of the Student Center are based on the following policies and procedures.

1.
SPECIAL EVENTS
Program and social events that extend the normal operating hours of the Student Center are governed by the procedures below.

A. In order to schedule adequate security, part-time staff, audio/visual equipment and insurance coverage, reservations must be made at least four (4) weeks prior to the event and may not be scheduled more than three (3) months in advance of the date.  Exceptions may be accommodated based on space and staffing availability.

B. The Student Center reservationist will discuss the cost of extended building hours with the organization.

C. CASH HANDLING – REVENUE EVENTS

1. Two members of the Student Center staff will be designated as ticket taker and cashier who are responsible for collecting all monies raised at the event. After the doors to the event close, the Student Center Building Manager will escort the ticket taker, cashier and a group representative to Campus Information and Service Center in Room 50 where the money will be counted, sealed in a security bag and dropped in the safe.  The group representative will be given a receipt for the money dropped in the safe,   Within two business days after the event, the group's chairperson

or designee should return to Campus Information and Service Center with the receipt.  The organization's representative and a cashier will recount the money in order to deposit the funds into the group’s Agency Account.  As an alternative, money can be reconciled and deposited the same night.

2. Cash from sales at the event must be deposited and cannot be used at that time to pay for services provided at the event.  All payments must be processed through the group's Agency Account.  If expenses (i.e. D.J., food, equipment fee) need to be paid on the day of the event, please process your financial paperwork at least two weeks prior to the event, so as to have a check available.

3. At the time that the reservation is made, the group will be required to submit all pre-payments for services and equipment requested for their event. 

D. STAFFING/SECURITY

1. The Student Center reserves the right to assign more staff than normally required, or request additional Public Safety assistance at organizational expense, if the anticipated attendance and security of the facility necessitate.  In such cases, every effort will be made to discuss these concerns with the sponsoring group as far in advance as possible.

E. ALCOHOL/BEHAVIORAL PROBLEMS

                  1.   Consumption of alcohol or illegal substances and disorderly behavior 

        on the premises will result in immediate expulsion from the event. 

        Major infractions of any type may result in the immediate cancellation 

        of the event.  Violators of the above policies may be charged under 

   the student code of conduct as administered by the Student 

   Due  Process Policy, and may be subject to possible legal prosecution.

F.   DISCIPLINARY MEASURES
1. Event sponsors are responsible for maintaining the areas that they have reserved. They are also responsible for building facilities and equipment damaged as a result of their program. Sponsoring organizations will be required to pay for the repair and replacement of University property. A pre/post event checklist will be available for your organization to approve and sign for your event.


2. The director of the Student Center reserves the right to determine which facilities will best accommodate an event and may deny the request for a specific facility based on suitability.

3. Student(s) and/or student organizations that violate University, State or Federal policy/laws at an event may be subject to disciplinary action under the Student Due Process Policy and/or prosecution in a court of law.

4. Non-students who violate University, State or Federal policy may be subject to State and/or Federal civil or criminal prosecution.

G.  LIABILITY INSURANCE

1. In consultation with the Dean of Students Office, Student Center Administration may provide general liability insurance to protect the sponsoring organization from lawsuits arising from problems at after hours activities.  The policy will cover student sponsored dances/after hours events.  The insurance policy shall be issued by a single University approved provider.

H.    STUDENT CENTER FEES

1. Extended Facility Hours*

The Student Center reservationist will discuss the cost of extending the building hours with the organization for all events including student dances.

· Fees are based on building coverage by part-time staff, operating engineers and required custodial support.  Student organizations sponsoring free and open campus events may request financial assistance from Student Council to cover program costs.
2.        
STUDENT DANCES
Student dances that extend operating hours beyond 12:00 a.m. on Friday or Saturday. and require additional supervision must also follow the procedures listed below.  In order to reserve a campus dance, the organization must attend an orientation provided by the Student Center Administration staff.
       SECURITY

1. A Student Center professional staff member and student staff are assigned to supervise the dance and are provided at no cost to the student organization.

2. The student organization must provide at least three (3) members who are specifically charged with the responsibility of security.  The three must check with the Student Center professional staff member before the doors open for the program.

3. Public Safety will provide their services free of charge for dances reserved four (4) or more weeks in advance.  Dances on campus will not be allowed unless they are reserved four (4) weeks in advance.
4. Uniformed officers of the public safety department will make periodic checks of the event.
A.    ADMISSION

1. To be admitted into the dance, patrons must be a currently registered Wayne State University student.  Presentation of a One Card will be required for all W.S.U. students. W.S.U. students entering the dance are allowed two (2) guests who must be at least 18 years of age.  Two pieces of I.D., one of which must be a government-issued picture identification, must be presented.

2. Dance capacity will be limited to the first 400 patrons who enter before 12:30 a.m.  Patrons leaving the building will not be re-admitted.  Dance sponsors will be permitted to leave and re-enter only to conduct dance related business.  After 12:30 a.m., the doors are permanently closed and no further admittance will be allowed.

1. All publicity must state that the doors close at 12:30 a.m. and the event ends at 1:30 a.m.

3. Potentially dangerous items (i.e. guns, canes, pocketknives, etc.) are prohibited.  Persons caught with such items will be denied admission or removed from the dance and could be subject to arrest, prosecution and/or the Student Due Process Policy.

i. GUEST LIST
A guest list for your event must be submitted 24 hours before the program and no one can be added at the time of the dance. The total number of guests on the list will be subtracted from the 400 patron occupancy load. 

At 11:30 p.m. the guest list will become automatically void and no one on the list will have any special entrance privileges. It is the responsibility of the group to inform their guests of this policy.
B. LOCATION

1. Organization reserving the Student Center Ballroom must make provisions to rent  a portable dance floor from the Student Center at group expense.
C. HOURS

1. Dances may begin at 9:00 p.m.

2. Music must end by 1:30 a.m. and the premises totally vacated by 2:00 a.m.

LEAFLET AND POSTER PLACEMENT SERVICE AND POLICY  (STUDENT CENTER POLICY)
Student organizations may have flyers posted in the enclosed Bulletin Boards located throughout campus, free of charge.  Simply, bring twenty (20) copies of the flyer you wish to have posted to the Campus Information and Service Center, Room 50 Student Center.  Complete a Flyer Posting Service Request form indicating the posting options you require.  The flyers will be posted for you twice a week during the Fall and Winter semesters and once a week during the Spring/Summer semester.  Flyers may stay posted for a maximum of two weeks, after which they will be taken down and discarded. 

MEDIA MATERIALS POSTED BY STUDENT ORGANIZATIONS MUST BE CONFINED TO UNIVERSITY DESIGNATED AREAS.

 Certain buildings on campus have specific areas with enclosed showcases for the display of leaflets and posters or other publicity material.  Posting material on a University door, window, inside wall or any building exterior surface, will be in violation of this policy and the reported violators will be subject to disciplinary action through the proper University channels.  Furthermore, any student organization found defacing University property may be subject to charges and sanctions under the Student Code of Conduct as administered by the Student Due Process Policy.  Likewise, individual persons found despoiling the campus will be subject to disciplinary/legal action.

A student organization charged with a violation under this policy will be referred to the Judicial Officer of the University, located in the Dean of Students Office, Room 351 Student Center.  If it is determined that the group has violated the policy, disciplinary action up to and including suspension of recognition, and, if applicable, the notification of the appropriate national organization will be enforced.


Other penalties that may be imposed include:



-Correct or remove violation;



-Issue payment to correct violation, if applicable;



-Temporary suspension of recognition (which could 



 include denial of all campus activities, i.e., 



 room reservations; bake sales, University budget 



 spending, etc.)

OPEN BULLETIN BOARDS

The Student Center has a number of free, open posting areas for students to publicize events, post classified and personal ads.  They are located in the north entrance, first floor hallway, south stairwells, and second floor hallway.  Most campus classrooms also contain small open bulletin boards.

THE USE OF FOREIGN LANGUAGE

The University has a legitimate interest in assuring the broadest possible access to information among members of the University community.  Therefore, to make public communication by student organizations more understandable for the largest audience possible, all publicity materials printed in a foreign language must have a coextensive and accurate rendition of the communication in English.  In such instances the English rendition must be as prominent as its foreign language counterpart, in terms of print, type size and display convenience.

This policy applies particularly to:  printed publicity materials that are posted in University controlled areas; advertisements that appear in University publications; displays appearing in University showcases; and printed newsletters and publicity materials funded by the Student Council.

UNIVERSITY SERVICES FOR PUBLICIZING EVENTS

STUDENT CENTER RESERVATIONS

573 Student Center

577-4585

www.studentcenter.wayne.edu/reservations.html
Student organizations may reserve a showcase and literature tables in the Student Center for display purposes.  There is also a showcase available in State Hall.

THE SOUTH END

5425 Woodward 

577-7878

www.southend.wayne.edu
The South End is the official University student newspaper.  The student newspaper is distributed daily to campus locations during the Fall and Winter semesters.  During the Spring/Summer semester, the newspaper is published and distributed twice a week.

Student organizations are eligible to purchase advertising space at a reduced rate.  For more information on advertising rates call 577-3494.

PUBLIC RELATIONS

3222 Faculty/Administration Building

577-2150

www.media.wayne.edu 

This office should be contacted for publicity of campus activities of interest to the metropolitan Detroit area including radio, television, and newspaper.

Life@Wayne
Marketing and Publications

3100 Administration Building

577-8155

www.life.wayne.edu
This publication is distributed online twice a month during the Fall and Winter semesters, and once a month during the Spring/Summer semester with special focus on academic activities and University-wide events.

CAMPUS INFORMATION AND SERVICE CENTER 

50 Student Center

577-3568

The Campus Information and Service Center is the information and referral center on campus.  The office also handles student group deposits and houses many organizations’ mailboxes.  Student groups wishing to publicize their events may leave leaflets for students to view. 

DUPLICATING
Student organizations planning to use Kinko's, the University's duplicating service, located in the Undergraduate Library and Scott Hall on the Medical School campus, should first contact a Campus Activities Professional for assistance completing the appropriate financial forms and work orders.  Student groups with a University account must complete an I.R.B. form and W.S.U. Kinko's Work Order Form to request duplicating from the campus duplicating service.

All forms must be approved and signed by a Campus Activities Professional and then taken to the duplicating center by a representative of the organization.

If campus-duplicating services are not adequate for special projects, student groups may seek the service of private vendors after they have discussed the specifics with a Campus Activities Professional.  The Campus Activities Professional will be able to assist you with the proper payment method.

The Dean of Students Office discourages any member of a student group from spending their own funds for duplicating with plans of being reimbursed at a later date.

Limited copying services are also available at the Campus Information and Service Center in Room 50 Student Center.

University duplicating centers (Kinko's) are located:

Adamany Undergraduate Library - Room 1150, ext. 993-6653 

Scott Hall – Room 3305, ext. 577-1031

Contact Kinko's or a Campus Activities Professional to determine duplicating costs associated with your specific program.

SUPPLIES 

Student organizations planning to purchase office supplies and/or bulk paper and other duplicating supplies should contact a Campus Activities Professional (CAP) in the Dean of Students Office.  A CAP will provide assistance in selecting and purchasing supplies.  A supply catalog is available for use by student organizations in the Dean of Students Office or at the University Bookstore Service Desk.

Student organizations with University accounts may purchase their supplies by first completing an I.R.B. and a Requisition for Stock Office Supplies form and having it approved by their Campus Activities Professional. PLEASE DISCOURAGE YOUR MEMBERS FROM SPENDING THEIR MONEY FOR SUPPLIES UNLESS YOU HAVE 

RECEIVED PRIOR APPROVAL FOR REIMBURSEMENT FROM A CAMPUS ACIVITIES PROFESSIONAL. 

After your I.R.B. form has been approved, an organizational representative may take it to the Bookstore to purchase supplies.

Bulk paper (one carton minimum) and other duplicating supplies may be purchased, from Boise Cascade, an online vendor.  All orders must be ordered and processed through the Office Manager in the Dean of Students Office, Room 351 Student Center.  Contact a Campus Activities Professional for proper procedures to secure duplicating supplies.
DIRECTORY OF UNIVERSITY OFFICES

LOCATION
OFFICE
NUMBER
Alumni Relations
Alumni House, 441 W. Ferry
7-2300

Bookstore (Barnes and Noble)
82 W. Warren
7-2436

Life@Wayne
3100 Academic Administrative Bldg.
7-8155

Career Planning and Placement Services
1001 FAB
7-3390

Cashier’s Office
110 Academic Administrative Bldg.
7-3650

Central Receiving
355 Scott Hall
7-1268

Counseling and Psychological Services
552 Student Center
7-3398

Duplicating
1150 UGL
3-6653


3305 Scott Hall
7-1031


50 Student Center
7-3484

Dean of Students Office
351 Student Center
7-1010


Educational Accessibility Services 
1600 UGL
7-1851

   TTY Service

7-3365

Fax Service - (Fax Number 577-0188)
50 Student Center
7-3484

Grosberg Religious Center
687 Student Center
7-8305

   Baptist Student Ministry 
780 Student Center
7-3467

   Episcopal/Lutheran Campus Ministries
687 Student Center
7-8305

   Hillel Foundation of Metro Detroit
667 Student Center
7-3459

   Newman Catholic Center 
761 Student Center
7-3462

   United Campus Christian Ministries
687 Student Center
7-3454
Housing and Residential Life 
598 Student Center
7-2116

Lost and Found
50 Student Center
7-3484

Mail and Addressing Services
6050 Cass
7-6824

McGregor/AVI Foodsystems 
495 W. Ferry Mall
7-2400

Military & Veterans Affairs
1600 UGL
7-3374

Office of Intern. Students/Scholars
416 Welcome Center
7-3422

Ombudsperson
1326 FAB
7-3487

OneCard/Parking Office
257 Welcome Center
7-2273

Public Relations
3222 FAB
7-2150

Public Safety
76 W. Hancock
7-2222

South End Newspaper (Editor)
5425 Woodward
7-3497

Student Center Administration

  Campus Information & Service Center
50 Student Center                 7-3568, 7-3484

  Director's Office
573 Student Center
7-3482

  Graphics
50 Student Center
7-3730

  Reservations
573 Student Center
7-4585

Student Council
395 Student Center
7-3416

WDET-FM Radio
4600 Cass (University Towers)
7-4146

When calling from off-campus, all University telephone numbers are preceded by 57 or 93. 
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