Use of Campus Property and Facilities
Responsible OfficiaNice President foStudent | Responsible OfficeStudent Affairs / D.P. Culp
Affairs University Center

Policy Purpose
The purpose of this policy is to set forth East Tennessee State University’s policy regarding the use of

campus property and facilities.

Policy Statement



C. All persons on the university campus must provide adequate identification, upon request, to
any university official and/or security personnel. Universiyspnnel and Studentsho
refuse to provide such identification may be subject to disciplinary action. Other such



I. All rental agreements betwedime University andNon-Affiliated Persons will be processed
and approved by the designated university offici&lgchagreenents shallnot exceed
four (4) months in length and may only be renewedor repeated after review to
determine that suchuse doesnot conflict with aninstitutional needfor the
facility/space.

J. The University may require



3. Acceps



space availability and to make a reservation. All uses of the Public Speaking
Areas are subject to the requirements big policy governing the use of



Facilities Form for thproposedactivity at least five (5) Business Dayadvance (excludin
weekends and holidays) to the Facilities Reservationist in the D. P. Culp University Center or
other designated individualé\pplications shall be submitted on the establistiehest for Use
of Facilitied=orm(see Appendix ). An Affiliat&kersonor NonAffiliated Person may be
required to enter intoan ETSU Rental Agreement (see Appendix Il). The Vice President for
Student Affairs or designee may approve applicationsegistrationfiled lesghan five (5)
workingdays, twenty(20)days inthe caseof a speakepaidfrom institutional or schoolfunds,
beforethe event,if it is determinedthat the useof propertyrequestedcanbe reasonably
accommodated anthat adequatecauseexistsfor late filing ofthe applicationfor registration.
Approvalbf late applicationshallbe within the sole discretiomf the Vice President of Student
Affairs or designee. The decisiofisuchofficialwill be final.

1. Any group, organization or individual which makes an advance request for use
of facilities must submit the required Request for Use of Facilities Form at the
earliest possible date, but in no instance less than five (5) Business Days prior
to the proposedevent date.

2. Any group, organization or individual, which has submitted a Request for Use of
Facilities Form and has received approval for the proposed use is responsible
for:

a. Honoring the reservation, and
b. Providing timely notice of cancellani by email to the reservationist no
less than four (4) Business Dayior to the event.

3. The Director of the facility has the right to assess the following sanctions for

failure to notify:
a. The assessment of a room rental fee for the first offense of a related policy
violation during an academic term, and
b. The assessment of a room rental fee and loss of the privilege of using
university facilities for one (1) school term for the secondusrence.

4. Additionally, any expenses incurred by the Univemsitiys contractors will be

charged to the group, organization, or individual if the established four (4
Business Daysancellation deadline is not met.

5. AnyRequesfor Use of Facilities Form filed at a later time may be approved
upon determination by the appropriate university official that the use
requested can be reasonably accommodated and that adequate cause exists
for late filing of the application. Approval late requests shall be at the
discretion of the President of the University or his/her designee (usually the
director of the area being requested). The decision of such official is final.



exception to this policy must be approved in advance by the University
Comptroller.
8. Any attempt to hold an assembly, meeting, demonstration or other activity in
non-compliance with this policy are subject to the following:
a. May be asked to leave the campus
b. May be subject to citation and/or arrest
c. Members of the campusmmunity who fail to comply may
additionally be referred to Student AffairStudentg or Human
Resources (faculty and staff) for@ginary action.

D. An assembly, meeting, demonstration or other activity will be authorized or permitted
within any of the designated Public Speaking Areas by current students, faculty, and staff
without reservation if the space is available and not othise reserved or in use, and in
compliance with event policy (e.g., food, equipment, utilities, and amplified sound). All
other properties require a Request for Use of Facilities Form be completed in advance. A
Request for Use of Facilities Form may beielé when any of the following occur:

1. The area or space has been previously reserved by another entity.

2. A determination is made by the appropriate official that the requested use would
cause a disruption or interference with the normal activities of the institution being
conducted in the course of its lawful mission, processes and functions.

3.



11. The facility or area requested has not been designated as available for the activity
indicated.

12. The anticipated size or attendance for the event will exdeeitting/fire codes,
established safety standards, and/or the physical or other limitations for the facility
or area requested.

13. None of the rules or regulations in this policy are meant to infringe upon any
student rights or responsibilities outlined in Board of Trustee’s Policy.

E. Any group, organization or individual whose timely Request for Use of Facilities Form is
denied shall have the right to appeal that denial to the Vice President for Student Affairs or
his/her designee. Notice of the appeal Bi@e made in writing during normal business
hours of the University no later than five (5) Business Days (excluding weekends and
holidays) prior to the time of the proposed event. The decision shall be made at least four
(4) days before the date of thevent. Written notice of disapproval of the proposed use
shall include the grounds for disapproval. Any denial of a request will be based solely on
factors related to reasonable regulations in light of the University’s mission and the nature
of the facility or property requested and rendered in a content/viewpoint neutral manner.
Notices will be delivered as expediently as possible, preferably via electronic means. It is
the responsibility of the applicant to obtain written notice of approval/denial.

IV. Particular Uses

A. Campus Guest Speakers
In order to properly process institutional payment, where an application for use of facilities
involves an outside speaker who is to be paid a total of fee and/or expenses in excess of
$2,500.00 from institutioal funds, the request must be submitted at least (20) Business
Daygprior to the date of the proposed speaking engagement and processed in the normal

procurement process. Student Organizations must work with the Student Organization
Resource Center (SOR@)contract processing.

B. Solicitation/Commercial Literature Distribution or Sale

1. Except where otherwise permitted by this provision, Solicitation for commercial
purposes is prohibited on all property owned or used by the University.
Solicitationsby the institution and Solicitations by contracted vendors are



product or service or enrolling thiedividual in a contest, program or
other commercial venture.

2. Solicitation and fund raising activities, other than for purely commercial
purposes, may be conducted on university property byiaffid entities or
individuals; charitable organizations sponsored by the University the State of
Tennessee, or NoeAffiliated Persons subjedb the specified registration and
reservation requirements and procedures of this poliffiliated Persons may
reserve facilities for two fund raising activities per semester with the exception
of charitable activities. A single activity is defined to mean a maximum period
of five (5) days per semester. Only two (2) fund raising activities involving food
items mg be scheduled each semester. This includes activities for
organizational fund raising as well as for charitable purpoi#iiated Persons
desiring to solicit funds must obtain guidelines from the Student Organization
Resource Center (SORC) and thémmstia form for the proposed campus
solicitation location.

3. No Solicitation of charitable funds will be permitted unless the Affili®edson
provides evidence to the University, if requested



iii. Taken as a whole, lacks serious literary, artistic, politicatientific
value are prohibited.

10. No person, whether distributor or recipient of literature, shall cause any litter to
occur on the campus of the University daliterature shall only be discarded in
trash receptacles. The cost of any special cl@amesulting from literature
distribution may be assessed to the distributing group or individual.

11. Persons engaged in the sale or distribution of printed matter shall not obstruct or
impede pedestrians or vehicles, harass other persons with physical contact or
persistent demands, misrepresent the purposes or affiliations of those engaged in
the sale or distribution, or fail to specify whether there is a cost or donation
associated with the printed material.

12. No literature or other promotional literature shall be placed on cars, car
windshields, street signs, building signs, trees, or other external surfaces not
specifically designated to accommodate the posting of literature.

13. The University has the right to terminate the distribution or sale of literature by
any group, organization or individual that violates any provision of this policy.

C. Advertising

1. No advertising signs, posters, or other material may be placed on or in campus
property or facilities by any NeAffiliated Persons except as otherwise
permitted by this policy. The University, at its discretion, may permit
non-commercial advertising ofrpgrams, events and activities by ron
affiliated, nonprofit groups in locations on campus. Affiliated Persons may
also place advertising materials in designated locations.

2. The purchase of advertisements by Néfiiliated Persons in university
publicatiors is permitted.

3. Limited advertising by NeAffiliated Persons may be permitted when incidental
to a donation of property or services to the institution and pursuant to a
contract with the institution.

4. Any Advertising must comply with Board of Trustee Polic



1. The use of campus bulletin boards is limited to AffilidRedsons, and to official
use by the University. Use of bulletin boards by Mdfiliated Personsnay be
approved in bulletin board policies established for specific buildings.

2. Bulletin boards may be designated for use by specific entities, or individuals
such as faculty, Students, or student organizations. Those entities, or
individuals authorized to use a bulletin board, the types of materials, which



B. Space must be reserved in accordance with the Policy on Use of Campus Property and
Facilities in order to host outside food vendors on campus. When the sale of food items is
indicated in a reservation, the Food Vendor Host group will be required to supply the
reservationist with the necessary proofs of insurance, business license and health
inspection, and signed vendor statement before the reservation can be
approved/confirmed.

Event reservations that include hosting food verslon campus must be made by an Affiliated
Entities or a department of the University. Néffiliated Entities may not serve as a Food
Vendor Host or directly reserve space for sale of food items on campus.
A representative of the Food Vendor Host must be present/remain with the visiting food vendor
at all times during the event in order to address any arising needs or concerns of the vendor or
University officials. Food vendors may be present and operational for the duration of the event
time listed onreservations only.
All food vendors invited to campus shall be required to provide the following documentation:

a. Proof of insurance,

b. Copy of most recent health inspection with passing grade,

c. Copy of current license to do business in Johnson CityarioN,

d. A signed Vendor Statement of Responsibditgl University/Hosting Organization

Release.


https://www.etsu.edu/facilities/documents/space_use_request_formrev08_06_2015.pdf

Authority: (T.C.A. Sections 48501 through 483-518)

Definitions

A.

Business Daya regular day of operations for the University, normally Monday thru Friday 8:00
a.m.-4:30 p.m. excluding University observed holidayslosures.

Affiliated Entity(ies) an officially registered student group or student organization or a
department of the University.

Affiliated Individual(s} any person or persons with a formal relationship with the institution,
including the institution's current Students, faculty, staff, and Board of Trustee members;
collectively, with Affiliated Entity(ies), “Affiliated Persons.”

. Food Vendor Hostany affiliated organization or university department reserving space on

campus to host an eve involving outside food vendors.

Invited Guest a person invited by a Student, institutional official, or employee of the university
to visit the campus at a specific time and place.

NonrAffiliated Person(s any group, person, or organization which is not an Affiliated Entity or
Individual. This includes both fprofit and nonprofit groups as well as federal, state, and local
government organizations.

Normal Educational Activitiesactivities that occur outside of the classroom to enhance and
continue student learning and project completidrhey nclude, but are not limited tosmall



RogersStout Hall Warf-PickeHall
WilsonWallis Hall



inspection by entities, and individuals. A copy of the policy is available online.
4.The reservation of academic space is coordinated by the Registrar’s Office.
5.Facilities Management is responsible for the space utilization approval process
which includes space requests outside of this policy.

Procedure History
Effective Date:
Revision Date:

Related Form(s)

Appendix I, Requesbr Use of Campus Facilities Form
Appendix Il, Facility Rental Agreement Form
Appendix I, Priority for Facilityse

Appendix IV, University Food Services Catering Policies
Appendix V, &cility Usage Fee Schedules

Appendix VI, Specifig.P. Culp University Center Policies
Appendix VII, Specific Quadrangle/The Quad Policies

Scope and Applicability

Checkthose that apply to this policy.

Governance

Academic

Students

Employment

Information Technology
Health and Safety

Business and Finance
Operations and Facilities
Communications & Marketing
Advancement




