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Administrative Guidelines for Union Use and Special Events 

Policy: 
   

While most activities held in the Union will operate under the current Student Engagement Office 
policies, some activities and events will require additional guidelines and Campus Union Police to ensure 
the safety of all participants and to allow for a successful event.  These additional guidelines and police 
requirements will be based on the following: facility capacity, past history of event, crowd size, clientele 
from on or off campus, type of event, whether tickets are sold or money is collected at the event (social or 
educational).  

Consequently, before planning any special event, it is necessary to consult with the Union Administrative 
Office at least one month in advance of the proposed activity to discuss the following: police need, the 
special-event checklist, and any other necessary procedures and guidelines that may be required. 

 Smoking is not permitted in any of the University facilities. 
 

 Food or drinks are not permitted in certain areas. 
 

 Standing in chairs or sitting on the back of chairs is not permitted. 
 

 Sitting on billiard tables is not permitted. 
 

 Standing against the walls or in back of facility (i.e. ballroom or game room) is not allowed, 
unless you are serving as a monitor. 
 

 At no time throughout the event may all the lights be turned off. 
 

 Vendors cannot be located in facility without prior approval. 
 

 The sponsoring groups, along with police officer(s), are responsible for ensuring that no loitering 
occurs during event. 
 



 Fire exits are properly identified and should be announced at the beginning of every event. 
 

 Some events may require a guest list (alphabetical listing). 
 

 The use of lighters is prohibited. 
 

 Additional procedures may be required depending on the area of the Union that is used. 
Consequently, it necessary to discuss the event with the Union Administrative Office prior to the 
event. 
 

 No alcohol, drugs or firearms are allowed in the Union, in accordance with state law. 


