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POLICY STATEMENT: To provide high quality management and support services for all events on the Oklahoma City University Campus.
REASON FOR POLICY: To establish a consistent and equitable approach to scheduling requests and managing university resources. Establish rules for access to facilities for all users and regulate the time, manner and place of the use of Oklahoma City University facilities. To address legal and financial issues pertinent to facility use. 
WHO IS AFFECTED BY THIS POLICY? 

The campus community, visitors, vendors, volunteers, alumni and contractors.
WHO SHOULD READ THIS POLICY? 
The campus community, visitors, vendors, volunteers, alumni and contractors.
EXCEPTIONS TO POLICY:  None
AUDIT REQUIREMENTS:  

BUDGET CONSIDERATIONS: 

DEFINITIONS/ABBREVIATIONS:  

Building Scheduler: The individual responsible for posting building schedules and reservations in the designated university calendar. 

Business day - a weekday (Monday through Friday) that does not fall on a holiday, and a weekday (Monday through Friday) when the University is open.  

Facilities - includes all buildings, land and physical property of Oklahoma City University.

Facility Fee - a fee charged for use of facilities. 

Oklahoma City University Community - currently enrolled students, currently employed faculty, staff, and administration, and other trustees, volunteers and alumni.
 

Public Space – is any space on campus other than a student’s own residence hall room. Residence halls, common rooms, lounges, classrooms, meetings rooms, etc., are all considered public spaces. 

Resource Providers – (i.e. Ancillary Services) special services associated with facilities usage for which a charge may be assessed. Services may include, but are not limited to: catering, janitorial/housekeeping, audio-visual, technology and special equipment, room setup, administrative fees, parking, housing and security. 

 

Web Based Scheduling Software: The software utilized by the University to schedule ALL events.

 

TYPES OF REQUESTERS

Campus Based Requester-an Oklahoma City University department using the requested facility for Oklahoma City University business. The Campus Based requester category is for campus departmental business only. Most participants would be members of the Oklahoma City University Community or that the event is a requirement of the department as it relates to their mission. If the above criteria are not met then a contract will be necessary and a certificate of insurance must be provided. The Risk Management Department will make the final determination.
External and/or Sponsored Requester-an organization or group whose affiliation with Oklahoma City University derives primarily from the participation of a member of the Oklahoma City University Community, but whose organizational purpose does not necessarily advance or support the educational, research or public policy mission of Oklahoma City University, and/or whose membership is made up of a majority or combination of NON-Oklahoma City University Community members.  This organization or group must sign a facilities utilization contract and provide a certificate of insurance and pay facility usage fees.

Student Organization Requester - is an active student organization approved by and registered with the Student Government Association. The Student Organization requester category is for student organization activities. These events and activities involve members of the Oklahoma City University Community.  Events requiring a registration fee or admission fee by the sponsoring student organization will be required to sign a facilities utilization contract and provide a certificate of insurance. The Risk Management Department will make this determination. 

EVENT SCHEDULING PROTOCOL:
1. Campus-Based requesters: To request the periodic use of Facilities, ideally no fewer than fifteen (15) business days before the intended date of the event, a campus-based requester shall: 

· Complete and submit an online request for space and required resources to the Event Management Department. 
· Coordinate with Event Management for necessary services from Resource Providers. 
2. External and/or Sponsored requesters: To request the periodic or one time use of Facilities, no fewer than thirty (30) business days before the intended date of the event, an external or sponsored requester shall contact the Event Management Department to: 

· Determine the availability of the requested space and any estimated fees for its use and for payment of any Resource Providers or associated costs. 

· Complete and satisfy the terms of any contract required by Oklahoma City University. 

· Determine if liability insurance requirements must be met and if so, provide proof of coverage or purchase special events insurance through OCU.
· Provide the deposit requested for the estimated fees and charges. 
· Coordinate with Event Management for necessary services from Resource Providers. 
3. Student Organization requesters: To request the periodic use of Oklahoma City University facilities, ideally no fewer than fifteen (15) business days before the intended date of the event, a student organization requester shall: 

· Contact the Event Management to secure a reservation at the space of their choice.  If a space is not available, Event Management will assist them in finding another suitable location.

· If the event requires a registration fee or admission fee by the sponsoring student organization, sign a facilities utilization contract and provide a certificate of insurance or purchase special event coverage insurance.

· Coordinate with Event Management for necessary services from Resource Providers. 
DOCUMENTS POSTED AND UPDATED ON A PERIODIC BASIS ARE:
1. Special Event Overview

2. Facilities Utilization Contract

3. Requirements of Event Sponsors
4. University Police Responsibilities

5. General Regulations on the use of Oklahoma City University Facilities
6. Facility Fees

7. Decision matrix/checklist for events

WEBSITES FOR DOCUMENT POSTING:
http://starnet.okcu.edu/Services/Facilities/default.aspx 

http://www.okcu.edu/event/
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