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General Guidelines for Space Use In and Around the Student Centers 
Time Scheduling and Approvals
· Early openings may not be scheduled before 7:30am without prior approval.

· Access time to the Bistro for weekday events may be scheduled starting at 5:00pm on Monday – Friday.

· Meeting rooms may be scheduled until 11pm without prior approval.

· Johnson Center Cinema and Dance Studio may be scheduled until 1am anytime without prior approval during Fall and Spring academic semesters.  During other periods, special approval may be necessary.
· SUBII Ballroom, Johnson Center Dewberry Hall and Bistro, may be scheduled until 1am on Friday and Saturday without prior approval during Fall and Spring academic semesters.  During other periods, special approval may be necessary.
· Special approval is required for use of the JC Atrium, JC North, South and East Plazas, JC Lounges, Southside Plaza, SUBI Quad, and SUBI Patriots Lounge.  However, all requests must be initiated with Events Management.

· Charges are incurred for all Non-Mason Organization events scheduled after 11pm in SUBI and SUBII, and before 9am on Saturday and Sunday; after 12am in JC and before 9am on Saturday and Sunday during Fall and Spring academic semesters.  These times may be adjusted during other periods.
· Events scheduled outside and desire to occur even during rain or bad weather, must schedule a rain-site location at time of initial reservation.

· Early openings and late closing requests must be made a minimum of 20 days prior to the event date to insure proper coordination.

· Where time and space related approvals are needed, Events Management will coordinate all requests.

Space Management

· Helium balloons are not allowed in the Johnson Center; however they are allowed in SUBI and SUBII.
· Tape or adhesive is not allowed on the floor in Dewberry Hall, Dance Studio, or Bistro stage and dance floor.

· Scotch tape, duct tape, thumbtacks, or any other strong adhesive is not allowed on any painted surfaces, dry erase boards, or easels in the facilities. Painter’s tape (blue) is allowed.

· No open flames are allowed in the facilities.

· Event spaces must be left in same condition as they were found.

· Groups must clean up and discard all catering residuals when using a caterer other than Sodexho.

· The only animals allowed in the facilities are service dogs.
· Smoking and illegal drugs are not allowed in the facilities.

· Furniture should not be moved to positions that are considered a safety hazard.

· Furniture or plants in public areas should not be moved to any meeting rooms or multifunctional spaces.

· Groups should not drag furniture across the floor.  Either lift it or ask for assistance from Student Centers Staff.

· Johnson Center Atrium events should be viewed as university wide events impacting the larger community and not deemed conducive to occur in any closed spaces.

· Dewberry Hall Lobby may be reserved as part of an event in Dewberry Hall, Dewberry Hall South and/or the Johnson Center Cinema.  

· Pre-function Hallway may be reserved as part of an event in Dewberry Hall or Dewberry Hall North.

Cancellations, No Shows, Setup Changes and Charges
· Events not canceled within 3 days of the event date will incur a late cancellation fee of $75 for each large meeting space and $25 for each small meeting space. 
· If the group is a “no show”, it will incur a “no show” fee of $100 for each large meeting space and $50 for each small meeting space.
· If the group requests a major setup change (from what was originally requested) after the room is setup, it will incur a setup change fee of $100 for each large meeting space and $50 for each small meeting space.
· Any damages to the space or excessive cleaning required will incur to the group a damage and/or cleanup fee.  Groups are reminded to leave the space as they found it.
Setups

· All setup information should go through Events Management.

· Minor additions to setups such as a TV/VCR/DVD or overhead transparency projector may be called in to the building supervisors of each building no more than one day before the event.  Ex. If the group’s event is on Thursday, the building supervisor will accept additions on Wednesday and Thursday.  Additions before Wednesday must go to Events Management to enter into Scheduler Plus.

· Groups should be reminded that when scheduling catering, they must determine with the caterer how many tables will be needed for service and then communicate this as a part of their room setup to Events Management.

Other Spaces

· To reserve Patriot Corner (JC, Room 116), see the Bookstore.

· To reserve and arrange for setups in George’s Restaurant, see the Catering Office.
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