Section 5 - Management
A. 
Organization

01.
Management Philosophy

02.
Policies and Procedures - Approval, Maintenance, and Distribution 

03.
Documentation - Distribution and Length of Time Kept on File


Refer to appendices
04.
Annual Plan


Refer to appendices for annual plan for student activities.
05.
CAS Standards


Refer to appendices for cas standards for student activities.
B. 
General Policies and Procedures

01.
Hurricane Emergency Preparedness Procedures

The following plans are to be followed should there be the threat of a tropical storm/hurricane in the area.  Storm conditions are described with the corresponding phase of preparedness.  Refer to Appendices
02.
Tent and Sound System Policy

The following form is used for on-campus departments and organizations who would like to use the SPA tent(s) (24 x 24 or 30 x 30) and/or SPA sound system.  Any group requesting to utilize these SPA items must complete and return the Sound System/Tent Usage Policy form at least two weeks prior to the said event (for reasons of processing the Maintenance work order form in a timely manner).
The SPA sound system may be used for other groups within the Student Union and does NOT leave the Student Union unless a Maintenance work order is generated by the group requesting use of the SPA sound system.  Any group requesting to borrow the sound system is not allowed to move the equipment on their own because of the possibility of breakage.
Groups requesting to use the SPA tents must complete a Maintenance work order form (not the responsibility of SPA to complete and process).  Refer to Appendices
03.
Copy Machine Policy

Student Organizations and University Departments may utilize the SPA copy machine provided they provide their own paper (unless approved by SPA).  The machine is to be used for University/campus activity purposes and not for personal business.
04.
Inventory Process


Inventory is taken during the month of February.


05.
Laptop and Projector Policy

06.
Helium Tank/Balloon Policy

C.  
Advertising and Website

01.
Advertising Policy (Procedures and Timeline)
04.
Poster Machine Policy

05.
Sandwich Board Policy

02.
Methods of Advertising
03.
Location of Advertisements and Sandwich Boards

04.
Nicholls Worth Advertising

05.
Channel 56 Advertising

06.
Website Design and Maintenance

UW-Whitewater 
CHALKING POLICY 
Chalking for the purpose of advertising is allowed on the UW-Whitewater campus. However, the following guidelines apply: 

1. Chalking may only be done outside. 

2. Chalking on vertical surfaces (i.e. walls, sides of steps, doors) is not allowed. 

3. Chalking on horizontal surfaces is allowed provided: 

• It is not under an overhang 

• Rain or snow can wash the chalking away 

4. Any chalking promoting the irresponsible use of alcohol, using profanity, or implying sexual or racial discrimination will not be allowed. 

When chalking refer to the UW-Whitewater Policy for Public Posting for further guidelines. Violations of any of the above may result in disciplinary action through the Student Organization Conduct system. Any questions regarding chalking should be referred to staff in the Leadership Center, room 264 University Center. 

Source: Leadership Development 

Date: November 1, 2002
D. 
SPA Events – General

01.
Executive Board Approval

02.
Event Planning Packet

03.
University Paperwork Required for Each Event

04.
Sodexho

All food products that are given away at SPA events must be bought from Sodexho.  Food from Sodexho is obtained through a purchase order and a call to the event manager with Sodexho.  

Any event that alcohol is sold at must be approved in advance and the proper policies must be followed. 

05.
Facilities Reservations – Student Union

06.
Parking Lot Reservations

07. Vendors (Louisiana and surrounding area)
	NSU RECORDS MANAGEMENT PROGRAM – RECORDS INVENTORY

	DEPARTMENT:  Student  Activities (Jennifer White)

	RECORD SERIES TITLES

	

	

	Student Programming Association

	Program Budget Sheet

	Event Program Proposal Form

	Publicity Checklist

	How To Book a Performer

	Wrap Up Evaluation

	Time Sheet

	Long Distance Phone Log

	Record of Office Hours – Job Description

	Program Checklist – timeline of events

	Purchase Requisition Form

	Committee Responsibilities

	Evaluation Form - Survey

	Committee Head Performance Review

	SPA Sound System/Tent Policy Form

	SPA Poster Machine Form

	Student Activity Request Form (provided by Auxiliary Services)

	Professional Services Contract (University)

	Work Order (University)

	Overtime Request (University)

	Travel Request (University)

	Travel Expense/Reimbursement (University)

	Trip Insurance (University)

	Data Processing Request (University)

	

	

	

	

	

	

	


Documents are kept for 5FY and then discarded (shredded if contains confidential information).  

Student organization constitution and copy of an organization’s chartering on the Nicholls campus are permanent.

SPA Hurricane Preparedness Plan

Standby Alert 

(Storm is predicted to enter the Gulf of Mexico.)

1. Alert SPA officers of approaching storm and review calendar for upcoming event(s) that may be affected by the approach of the storm.

Phase 1

(Storm is on outer edges/entered Gulf of Mexico and South Louisiana area is within the probability of landfall zone.)  

1. Remove wooden sandwich boards from around campus and move to inside storage area (Student Union/SPA Offices).  

2. Review paperwork/contracts for upcoming event(s) that may be affected during this time. 

3. Notify Renee Templet, Union reservationist, regarding possibility of SPA event cancellation.

4. Entertainer(s)/agent(s) will be notified of the nearing storm – no cancellations will be made at this time.  Path of the storm will determine outcome.  

5. Board games, TV/VCR, and other activity items will be pulled, inventoried, and ready for use should the University be used as a shelter.

Phase II, Plan A

(South Louisiana is in the landfall zone, but not the high probability area.  University cancels classes and will open shelter to NSU; no mandatory evacuation for Lafourche Parish residents).  

1. Contact entertainer(s)/agent(s) to cancel upcoming event(s) and make alternate plans (i.e. reschedule for another date or refund).

2. Unencumber funds from Professional Service Contract (PSC) and generate revised PSC.

3. If event is cancelled, verify that hotel room(s) has/have been cancelled.

4. Ensure that all SPA equipment and supplies are off floor; computers, copier, and desk area are covered with garbage bags or plastic sheeting; and computer/electrical equipment is unplugged.

5. Deliver SPA activity items to designated area so that they can be used for evacuees in the shelter.

6. Review post-storm procedures with SPA officers.

7. Verify SPA officer contact information (cell/email).

Phase II, Plan B

(South Louisiana is in the high probability landfall zone.  University cancels classes and advises students to leave campus and evacuate with family or to another state university.  Mandatory evacuation for Lafourche Parish residents.)

1. Follow steps 1 through 7 in Phase II, Plan A.

2. Contact each SPA officer and try to find out their evacuation plans (location and/or additional contact information to make it easier for post-storm contact).

Post-Storm Phase, Plan A 

(Storm has passed and damage is minimal; state/parish government allows travel back into the area.)

1. SPA Advisor will contact immediate supervisor for post-storm details.

2. Stay in contact SPA officers as possible.

3. Assess SPA office area and report damages to supervisor(s) and Emergency Preparedness Committee Chairs, Stan Silverii, and Glenn Froisy.

Post-Storm Phase, Plan B

(Storm has passed and damage is major.)

1. As soon as supervisor notifies the SPA Advisor, appropriate actions will be taken.
Student Programming Association 

Sound System / Tent Usage Policy

The Student Programming Association (SPA) sound system and tent(s) may be rented for use on campus by all student organizations, University departments/programs and off-campus groups that are sponsoring events on the Nicholls State University campus.  SPA reserves the right to first use of the equipment.

General Guidelines

· One person from the organization/department will have sole responsibility for safekeeping. The individual must sign a lease note and return it to the SPA/Auxiliary Services Office at the time of reserving the equipment.  
· If the request is received less than two weeks prior to the event, a late fee of $25.00 will be charged to the organization.  If the request is received less than one week prior to the event, a late fee of $50.00 will be charged to the organization.
· The student organization, department or group using the equipment (sound system/tent) is responsible for completing and forwarding the maintenance work order form to move the equipment to and from the desired location.  This paperwork should be completed at least two weeks prior to the event.  Only maintenance can move the equipment for use by organizations other than SPA.  If the event exceeds regular working hours, the group or organization using the equipment is responsible for paying overtime.

· The organization, department or group using the equipment will pay rental fees as designated below. SPA will bill the organization, department or group for rental fees, labor fees and any other charges associated with the event.  Payment for rental charges will be deposited in SPA agency account (# 526745-0998).  

Tent Guidelines

· The tent may be used for five consecutive working days.  If the organization requires longer usage, please consult with SPA in advance.  
Sound System Guidelines
· Only a qualified user will be allowed to operate the sound system.  
· The sound system may leave the Bollinger Memorial Student Union only under extreme circumstances and must receive approval before doing so. 
· The organization is responsible for securing the sound system and responsible for it until the system is checked back in (returned to the Student Union).
	
	Sound System

(Inside Student Union Only)
	24 x 24 Tent
	 30 x 30 Tent

	Off Campus groups
	$40.00
	$300.00
	$300.00

	Labor fees
	$7/per hours (2 hour min)
	
	

	Late Fees
	$10.00 per day
	
	


Lease Note

By signing this form, we agree to accept responsibility for the SPA equipment while being used by my organization/department.  In the event that any damages occur, we accept responsibility and agree to pay for repairs.

Please Print or Type

Organization/Department requesting equipment ______________________________________________

Event  _______________________________________________________________________________

Date(s) of event  _______________________________________________________________________
Person responsible for equipment  _________________________________________________________

Phone number ________________________
Email  ________________________________________

	Equipment Requesting (please circle)



24 x 24 Tent 

30 x 30 Tent 

Sound System

____________________________________________
________________________________

Representative Signature


Date

FOR OFFICE USE ONLY

	Approved
	
	Rental Fee
	

	Denied
	
	Labor Fee
	

	SPA Representative
	
	Late Fee(s)
	

	Date
	
	Total Amount
	

	Comments:




Revised 5/7/2008

