EVENTS SERVICE GUIDE

Mission Statement for the Office of Student Leadership and Engagement

The Office of Student Leadership and Engagement is committed to the transformative learning through the holistic development of the
individual.
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What we reserve: Vaughn Lobby, Reeves Theater, Vaughn Plaza, Tabling in Vaughn Lobby, Vaughn Center Conference

rooms (212, 217, 219, and 221), 9th floor of Vaughn (Crescent Club, The Board Room, President’s Conference Room.) Please
note: Vaughn Lobby, Plaza and the 9" floor of Vaughn require request forms to be completed hefore approval.

PLEASE NOTE: ALL RESERVATIONS SHOULD BE MADE AT LEAST 2 WEEKS IN ADAVANCE AND ARE SUBJECT
TO APPROVAL BASED ON AVAILABILITY

Scheduling Rules and Regulations:

T

T
T
il

Only registered student organizations and academic departments can request space on campus.
The space requests must be completed (14) business days prior to your event date.

Requests are considered in the order of receipt. While late requests will be accepted, spaces do fill up fast.
While we make every effort to confirm reservations within (3) business days, the timeliness depends on the space
availability and the complexity of your event details. If your request has been approved, you will receive a
confirmation via email. However, if additional information is required or the space/time is not available we will
contact you to discuss alternatives

Request confirmations and denials —Submission of a request through Orgsync on the Event Services portal will
result in an e-mail from the direct scheduler for the requested space either confirming or denying the space based
on availability.

At the time of the event YOU MUST HAVE YOUR CONFIRMATION; IF YOU DO NOT AND THE EVENT IS
NOT IN THE SYSTEM YOU MAY LOSE YOUR ROOM.

For additional services such as Media Services, Facilities, or Dining Services your request will not be approved until
your room reservation is confirmed.

Non-food vendors must be sponsored by an organization in order to offer their products on campus. Registration
form and liahility insurance must be submitted to OSLE prior to booking the vendor. These forms can be found on
the Event Services portal on OrgSync.

Food vendors must be approved at least two weeks in advance by Sodexo Dining Services. Release forms and
liahility insurance can be obtained on the Event Services portal on OrgSync.

Tents in Vaughn Center Courtyard must not exceed 10ft x 10ft; if there are multiple tents, they must be 10 feet
apart.

To reserve any rooms on the 9" floor of the Vaughn Center you must complete a request form 4 weeks prior to the
date of your event. The form is available on the Event Services portal on OrgSync or by emailing award@ut.edu
Tabling events can only be scheduled between 8 am and 5 pm on weekdays. Tabling is only offered inside the
Vaughn lobby and there are 8 tables to choose from. Due to space restraints and in order to be fair to all
organizations, only 1 table per day per organization can be reserved.

If you need more than one table for tabling please reserve the Vaughn Center lobby across from the Bookstore and
indicate how many tables you will need. You will need to contact facilities for the additional tables.

Should all inside tabling be full you may, if you have your own table, set up in the courtyard on the bricks off to the
side by the picnic tables. All inside policies and procedures remain intact even if you are tabling outside.

The Courtyard is not for tabling, it is reserved for special events and has a separate approval and reservation
procedure.

Your event is scheduled and confirmed only once you have received a confirmation email from Event
Services.
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How to Make a Room Request

1. Log onto OrgSync

2. Gotoand join the Events Services Portal

3. Fill out the Vaughn Center Room Request form
4

Review your request and click the Finish button to submit your request. You will be notified, by email, if your
room/facility request has been accepted or declined.

A confirmation email will be sent you with further information regarding your reservation.

Please check your Orgsync notifications for information on your reservation.

o ot

How to Cancel a Room Request

Given the high demand for space, the cancellation and no-show policy is designed to maximize utilization of space by
discouraging non-use of reserved space. It is important to cancel any reserved room(s)/tables that will not be used as soon
as possible so that those spaces may be made available to other groups. Reservable spaces are monitored for attendance
and use, and all no shows are recorded by the Event Services staff. Repeated no shows and/or late cancellations may result
in the suspension of reservation privileges.

9 You must cancel 48 hours in advance.

9 Please email your cancellation request to eventservices@ut.edu 48 hours prior to your event.

9 You will receive a cancellation confirmation once your request has been processed.

o0 Your reservation will not be considered properly cancelled UNTIL you receive a cancellation confirmation
via email

Check-In/ Check-0Out Policy:
If your reservation starts or ends before 12 noon: This includes TABLING
9 CHECK-IN: Please go to Vaughn 215 to check in.

9 CHECK-OUT: Please go to Vaughn 215 to check-out. Someone will walk through the space with you to check for
any damages, trash, or misplaced equipment.

If your reservation starts or ends after 12 noon: This includes TABLING

9 CHECK-IN: Please go to the Spartan Game Room to the Building Manager on duty to check-in.
9 CHECK-OUT: Please go to the Spartan Game Room. A Building Manager will walk through the space with you to
check for any damage, trash, or misplaced equipment.

9/23/2016 Page |3


file://///athena/AWARD$/SEAs/eventservices@ut.edu

This procedure applies for Student Affairs Spaces ONLY: failure to comply with the following procedures

Check-In/Check-0ut Process for Student Affairs locations:

could result in loss of reservation privileges for your organization or department.

List of Student Affairs Spaces and Where to Check-In/Out

Room/Location

Check-In/Out Process

Vaughn Center Tables

Office of Student Leadership & Engagement VC215

Vaughn Center Conference Rooms
(VC 212,217,219, 221)

Reeve's Theater

Spartan Game Room

Vaughn Center Lobby

Vaughn Center Courtyard

Sykes Chapel Main Hall — after 12pm only

Sykes Chapel Conference Rooms (SC 107, 109,

155A, 115B) after 12pm only

If checking-in hefore 12 pm please stop by the
Office of Student Leadership and Engagement (VC
215) (813)253-6233

If checking-in after 12 pm please call or stop by the
Spartan Game Room Desk
(813) 253-7475

Austin Community Room

Brevard Community Room

McKay Community Room

Straz Community Room

Jenkins Common Rooms

Check-in at respected residence hall’s front desk
depending on which community room you are using.
If there is no one present call Residence Life at (813)

253-6239

McNiff Basketball/Volleyball Courts

Cass Gym

Check-in at McNiff Fitness Center front desk
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Vaughn Center Sound Policy

The purpose of this policy is to establish standards for the control of noise pollution within the campus to reduce the making
and creation of excessive, unnecessary, or unusually loud noises and to secure, protect, and promote the public health,
safety, and general welfare of the University community.

The University of Tampa is not only an academic institution but a residential community as well. It is the responsibility of all
faculty, students and staff to moderate noise especially during an event or activity held on campus. Supporting the mission
of the University and respecting those who are studying, researching or otherwise carrying out academic-related activities is
a University priority. The campus must require a conducive atmosphere to ensure these endeavors are accomplished and
supported. Disturbing noise in or around a residence or other campus buildings which infringe on the rights of other
residents or members of the University community is considered a violation of this policy.

Inside the Vaughn Center amplified sound must be limited to an appropriate level as to not disturb or distract the
recreational, or University business entities within the building. Tabling will follow these relevant noise guidelines
established by the department of Community Engagement. An appropriate level is one that you can still hear others
speaking and carry on a conversation if walking through Vaughn lobby while music is playing in the background.

As part of the event planning process, the event sponsor must obtain all appropriate approvals regarding the use of
amplified sound during an event or activity. If the event will include amplified sound (i.e. drum circles, step practice, etc.)
notification must be given in advance to the department of Community Engagement. Community Engagement reserves the
right to deny any and all requests at their discretion.

University officials including but not limited to, faculty, staff, advisors, event organizers, and campus police can ask for the
sound level to be lowered at any time regardless if the requirements are being met. University officials have the right to
require amplification systems to be turned down, or off entirely, if it is determined the sound level is too high or
inappropriate. Failure to respond immediately may result in the cancellation of the event and /or the shutdown of the power
source for the sound equipment.
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The University of Tampa Posting Policy

General Campus Posting

All posters, fliers, banners, etc. must be approved, stamped and dated by the Office of Student Leadership and Engagement
before being posted in designated areas across campus. Any such materials posted on campus that are not approved and
stamped will beremoved.

= =4 =4 =

Only registered UT students, organizations and academic departments can poston campus.

Banners must not impede the flow of traffic and provide a minimum of 6°6” clearance. Banners that are not
providing that minimum clearance will be taken down.

Due to limited space, any organizations or individuals not affiliated with the University may have only one
poster/flier stamped and hung on the Community Events bulletin board located across from Vaughn Center
room 206.

If you would like to hang anything in the residence halls, you must receive approval from the Office of
Residence Life, located in Vaughn Center room 213.

The Office of Student Leadership and Engagement and Office of Residence Lifereserve the right not to approve
posters/fliers that include material that is offensive in nature, violates state/national laws or the student code
of conduct, or includes references to alcohol that are not in accordance with the University alcohol policy.
Fliers and banners may not be posted more than two weeks before the event. The maximum amount of time a
poster/flier/banner may be posted is two weeks. If the flier lists several dates, the two week period is based on
the first date. Dates for certainfliers may be extended at the discretion of the OSLE Staff.

Materials may not be placed on painted or glass surfaces, including windows, walls, or doors. Look for
designated bulletin boards for your postings.

Posting is not permitted on trees, benches, trashcans, rocks, telephones, banisters,or campus exteriors.

Blue tape is the only tape to be used. Duct tape, masking tape, strapping tape and washable paints areprohibited.
Nothing may be taped to the walls or doors in the building.

Vaughn Center Building Managers and the Staff Assistant from the Office of Student Leadership and
Engagement will assist with managingthe posting policy.

If a poster or banner is in violation of these policies, they will be taken down and violations will be given.

See violations section for details.

A total of 35 fliers may be hung, 23 around campus and 12 in residence halls.

All fliers and banners MUST have contact information in order to get approved.
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Where you can hang Fliers on Campus

Plant Hall

T Organizations may post ten (10)fliers:
o Around the marble columns in Plant Hall Lobby and on marble columns near Fletcher Lounge.

o Onthe 2nd, 3rd, and 4th floor Bulletin Boards (at the top of the stairs) and the pillars on these floors
o The Science Wing Bulletin Board

1 Organizations may hang ||l
0

f

1 flier

O O O O o

1 flier

O O O O O
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