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((( RESERVATION POLICIES (((
RESERVATION AND RENTAL CATEGORIEStc \l1 "RESERVATION AND RENTAL CATEGORIES:
1.
Student groupstc \l2 "Student groups or organizations that are chartered or officially recognized by the University may reserve facilities without charge.  These groups must be in good standing with the University and owe no outstanding debt from the previous semester.

Student organizations may self cater only "closed" organization activities. A closed organization function is one in which only members and their guests will be present. Self-catering refers to food that is provided by members.  The contracted food service company must cater all events open to the public.

The campus food service contractor must provide alcoholic beverage service.

Campus organizations using outside caterers for closed events will be charged a $300 rental fee and any set-up or clean-up fees incurred. In such cases, the caterer must provide the Office of Auxiliary Services with a Certificate of Insurance.  Again, alcoholic beverages, if planned, must be provided and served by the campus food service contractor.

Campus organizations cannot reserve University facilities for an outside or off campus organization without University approval.  If approved, the same food and alcoholic beverage policies as stated in this section will apply.

The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel. 

Groups/individuals using NSU facilities are subject to all costs of staging the event.

Campus organizations are subject to overtime charges for any set-up or clean up in which the custodial staff has to be assigned beyond their normal work schedule.   Reservations must be made in person at the Office of Auxiliary Services.  A completed and approved Reservation Form must be on file in the Office of Auxiliary Services prior to the event.

The University reserves the right to require event security and/or University Police, at the renter’s expense, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule or sponsor events in any University facility subject to these rules until the debt is paid in full.

2.
University sponsored eventstc \l2 "University sponsored events are on-campus events such as departmental workshops, meetings, fund-raisers, award banquets, state or regional professional meetings of organizations in which Nicholls State University holds membership, etc., that the university agrees to sponsor without charge.  

EXAMPLES: 
Business Administration Banquet

                          
Nursing Workshop

                          
Alumni Crawfish Boil





Association of College Unions International Louisiana Sub-Regional





Fundraisers: Chef John Folse Culinary Institute Visiting Chef Series





Colonel’s Club Auction

The Office of Institutional Advancement must approve all fundraising activities or events in which any proceeds benefit the University. Upon approval said function would be reserved as a University-sponsored function with rental fees waived.  These programs or activities are subject to all University facility-use policies and procedures.

EXAMPLES: 
Pro-NSU Crawfish Boil

                          
Marie Fletcher Chef's Benefit

                          
Bonnie Bourg Lecture Series
University sponsored groups may self-cater "Closed" organization or department activities.

The contracted food service company must cater all other events.  This includes all events open to the public.

The campus food service contractor must provide alcoholic beverage service.

The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

Departmental or University sponsored events are subject to all costs of staging the event including overtime charges for any set up or clean up in which the custodial staff has to be assigned beyond their normal work schedule.  Reservations must be made in person at the Office of Auxiliary Services.  A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services prior to the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.  

Organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule or sponsor events in any University facility subject to these rules until the debt is paid in full.

3.
Full-time faculty and stafftc \l2 "Full-time Faculty and staff may rent designated areas for their personal use at the established rates.  Personal use refers to events in which the facility is used for self, spouse, children, or parents.  This does not include brother, sister, godchildren, cousins, etc.

EXAMPLES: 
Son or Daughter's Wedding Reception

                  
Son or Daughter's Bridal Shower

                 
Spouse's Birthday Party

                 
Family Reunion

                  
Parent's Anniversary Party

Faculty and staff cannot reserve a facility for personal use for any "for profit" program(s) or book a facility for any outside person, group or organization.

Proof of insurance is required for such requests.  The Office of Auxiliary Services  must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.

Renter is encouraged to use the campus food service contractor, Sodexho Marriott, for all catering needs.  However, renter may use the caterer of their choice for food and beverage. Outside caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.  The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The off campus caterer shall provide a certificate of insurance for the minimum insurance requirements of $300,000 comprehensive general liability naming Nicholls State University as an additional insured and the certificate holder with a waver of subrogation stated on the certificate.

Groups/individuals renting the NSU facilities are subject to all costs of staging the event.  Rental fees for wedding receptions, anniversary or graduation celebrations, birthday parties, dances, etc. are all based on a four-hour event.  Any event over the approved four-hour limit will be assessed and additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 per hour will be assessed if the event exceeds 15 minutes past the ending time stated on the reservation form.  Renter is subject to a $175 clean up fee, which must be paid prior to the event.  This fee is based on a four-hour event and includes custodian(s) on duty during the event and clean up after the event.  Any event over the approved four-hour limit or which exceeds the $175 clean up charge will be assessed additional overtime charges for custodian(s) on duty.  If overtime is required to set up the event, the renter is subject to overtime charges at time and a half.

Renter is encouraged to use the campus food service contractor, Sodexho Marriott, for all catering needs.  However, renter may use the caterer of its choice for food and beverage. Outside caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.

The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

Individuals renting NSU facilities are subject to all costs of staging the event.

Rental fees for wedding receptions, anniversary events, birthday parties, graduation celebrations, etc. are all based on a four-hour event.  Any event over the approved four (4) hour limit will be assessed an additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 will be assessed if the event exceeds 15 minutes past the event ending time stated on the reservation form.

Renter is subject to a $175 clean up fee, which must be paid prior to the event.  This fee includes a custodian(s) on duty during the event and clean up after the event.  Any event over the approved four-hour limit or which exceeds the $175 clean up charge will be assessed additional overtime charges for custodian(s) on duty.  

If overtime is required to set up the event, the renter is subject to overtime charges at time and a half.

A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services.  Renter must provide the Social Security Number of the person responsible for payment.  Reservations must be made in person at the Office of Auxiliary Services.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing set up and clean up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 hours prior to the event.  The University will only refund 75% of rental fees if event is cancelled within 48 hours of the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Individuals with an outstanding debt to the University from a previous reservation will not be allowed to schedule events in any University non-academic facility until the debt is paid in full.

4.
Off-campus groups or individualstc \l2 "Off-campus groups or individuals may rent campus facilities.  Proof of insurance is required for such requests.  The Office of Auxiliary Services must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  A $1,000,000 comprehensive general liability minimum is required for any athletic or physical recreation based event. The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.

Renter is encouraged to use the campus food service contractor, Sodexho Marriott, for all catering needs.  However, renter may use the caterer of their choice for food and beverage. Outside caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.  The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The off campus caterer shall provide a certificate of insurance for the minimum insurance requirements of $300,000 comprehensive general liability naming Nicholls State University as an additional insured and the certificate holder with a waver of subrogation stated on the certificate.

Groups/individuals renting the NSU facilities are subject to all costs of staging the event.  Rental fees for wedding receptions, anniversary or graduation celebrations, birthday parties, dances, etc. are all based on a four-hour event.  Any event over the approved four-hour limit will be assessed and additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 per hour will be assessed if the event exceeds 15 minutes past the ending time stated on the reservation form.  Renter is subject to a $175 clean up fee, which must be paid prior to the event.  This fee is based on a four-hour event and includes custodian(s) on duty during the event and clean up after the event.  Any event over the approved four-hour limit or which exceeds the $175 clean up charge will be assessed additional overtime charges for custodian(s) on duty.  If overtime is required to set up the event, the renter is subject to overtime charges at time and a half.

A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services. Renter must provide the Social Security Number of the person responsible for payment.  Reservations must be made in person at the Office of Auxiliary Services.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 hours prior to the event.  The University will only refund 75% of rental fees if event is cancelled within 48 hours of the event. 

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Individuals/organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule events in any University non-academic facility until the debt is paid in full.

5.
State agencies including Louisiana state agencies, municipal corporations, and political subdivisions, fall under the Category I rental fee when used for business or educational purposes, which is at no cost to the agency.  However, if overtime is required to set up the event or for someone to be on duty after hours (such as custodians, maintenance, University police, etc.), the agency is subject to overtime charges at time and a half.
EXAMPLES:
Louisiana Department of Public Safety Seminar




Lafourche Parish Sheriff Department Training Workshop





City of Thibodaux Public Forum




Lafourche Parish School Board Teachers’ Meeting
State agencies may also rent Nicholls State University facilities at a reduced rate equal to Category Three rental rates for non-business or non-educational purposes.  Federal agencies may rent campus facilities at a reduced rate equal to Category Two rental rates for business and educational purposes and Category Three for non-educational and non-business purposes. Groups or organizations hired by the federal government to present seminars to disseminate pertinent information will be charged rent equal to Category III of the rental rates. Thibodaux Regional Hospital may rent Nicholls State University facilities at a reduced rate equal to Category Two rental rates.  

EXAMPLES:
City of Thibodaux Police Department Christmas Party




Department of Health and Hospitals Annual Dance




Thibodaux Regional Hospital Young at Heart Program




Head Start Annual Parents’ Luncheon and Awards Program




U.S. Department of Agriculture Forum on New Seafood Regulations

To reserve a facility for business or educational purposes at Nicholls State University, Louisiana state agencies must provide a letter of request declaring state status and insurance coverage by the Louisiana Office of Risk Management.  

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.

Agencies which fall under the Category I rental fee must use Sodexho Catering Services located at Nicholls State University.  If Sodexho is not used for catering needs, a fee will be charged to the agency for the rental of the facility.  In the event an outside caterer is used, caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.  The campus food service contractor will not serve donated food, beverage or alcoholic beverage.  The off campus caterer shall provide a certificate of insurance for the minimum insurance requirements of $300,000 comprehensive general liability naming Nicholls State University as an additional insured and the certificate holder with a waver of subrogation stated on the certificate.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

Individuals/organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule events in any University non-academic facility until the debt is paid in full.

6.
Private non-profit organizationstc \l2 "Non-profit organizations may rent campus facilities for a reduced rate if documentation or proof of non-profit status is provided to the University.  Non-profit organizations are non-governmental organizations, which possess IRS non-profit certification.  Community service organizations, churches, or local high school support organizations may rent University facilities for a reduced rate.


EXAMPLES:
Thibodaux Service League Breakfast With Santa





American Red Cross Auction and Brunch





Bayou Junior Women’s Club Mad hatters Event





United Methodist Church Annual Banquet and Fundraiser





E.D. White Band Booster Club Fundraising Dance



Krewe of Chronos Mardi Gras Ball and/or Parade

Proof of insurance is required for such requests.  The Office of Auxiliary Services  must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  A $1,000,000 comprehensive general liability minimum is required for any athletic or physical recreation based event. The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, 

respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.

Renter is encouraged to use the campus food service contractor, Sodexho Marriott, for all catering needs.  However, renter may use the caterer of their choice for food and beverage. Outside caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.  The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The off campus caterer shall provide a certificate of insurance for the minimum insurance requirements of $300,000 comprehensive general liability naming Nicholls State University as an additional insured and the certificate holder with a waver of subrogation stated on the certificate.

Groups/individuals renting the NSU facilities are subject to all costs of staging the event.  Rental fees for wedding receptions, anniversary or graduation celebrations, birthday parties, dances, etc. are all based on a four-hour event.  Any event over the approved four-hour limit will be assessed and additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 per hour will be assessed if the event exceeds 15 minutes past the ending time stated on the reservation form.  Renter is subject to a $175 clean up fee, which must be paid prior to the event.  This fee is based on a four-hour event and includes custodian(s) on duty during the event and clean up after the event.  Any event over the approved four-hour limit or which exceeds the $175 clean up charge will be assessed additional overtime charges for custodian(s) on duty.  If overtime is required to set up the event, the renter is subject to overtime charges at time and a half.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 hours prior to the event.  The University will only refund 75% of rental fees if event is cancelled within 48 of the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any event they deem necessary.  Examples are:



Mardi Gras Krewe Parties and Balls – Closed or Open to the Public



Athletic Events



Closed or Open Events With Open Bar Provided or BYOL Option

The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule or sponsor events in any University non-academic facility until the debt is paid in full.

7.
Dues-paying Colonel's Club and Alumni Federation memberstc \l2 "Colonel's Brigade and Alumni Federation members may rent designated areas for their personal use.  This applies only to those who have been members for at least one year at the time of request.  Personal use refers to events in which the facility is used for self, spouse, children, or parents.  This does not include brother, sister, godchildren, cousins, etc.

EXAMPLES: 
Son or Daughter's Wedding Reception

         
Son or Daughter's Bridal Shower

         
Spouse's Birthday Party
         
Family Reunion

         
Parents’ Anniversary Party

Colonel's Club and Alumni Federation members cannot reserve a facility for personal use for a "for profit" program(s) or book a facility for any outside individual, group or organization.

Colonel's Club and Alumni Federation members must be current (same fiscal year) dues-paying members at the time of inquiry/reservation to qualify for the reduced price.  Reduced price option will not be effective for customers joining the organization at or near the reservation date.

Proof of insurance is required for such requests.  The Office of Auxiliary Services  must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, 

respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.

Renter is encouraged to use the campus food service contractor, Sodexho Marriott, for all catering needs.  However, renter may use the caterer of their choice for food and beverage. Outside caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.  The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The off campus caterer shall provide a certificate of insurance for the minimum insurance requirements of $300,000 comprehensive general liability naming Nicholls State University as an additional insured and the certificate holder with a waver of subrogation stated on the certificate.

Groups/individuals renting the NSU facilities are subject to all costs of staging the event.  Rental fees for wedding receptions, anniversary or graduation celebrations, birthday parties, dances, etc. are all based on a four-hour event.  Any event over the approved four-hour limit will be assessed and additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 per hour will be assessed if the event exceeds 15 minutes past the ending time stated on the reservation form.  Renter is subject to a $175 clean up fee, which must be paid prior to the event.  This fee is based on a four-hour event and includes custodian(s) on duty during the event and clean up after the event.  Any event over the approved four-hour limit or which exceeds the $175 clean up charge will be assessed additional overtime charges for custodian(s) on duty.  If overtime is required to set up the event, the renter is subject to overtime charges at time and a half.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded form doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation. The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services. Renter must provide the Social Security Number of the person responsible for payment.

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 hours prior to the event.  The University will only refund 75% of rental fees if cancellation occurs within 48 hours of the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule or sponsor events in any University non-academic facility until the debt is paid in full.

8.
Retired faculty and staff, who served in a full-time capacity while employed at Nicholls State University, may rent designated areas for their personal use at the established rates listed below.  Personal use refers to events in which the facility is used for self, spouse, children, or parents.  This does not include brother, sister, godchildren, cousins, etc.

Years of service will be calculated on actual years of service at Nicholls State University.  Personnel Services will verify job status and years of service.  The amount of the reduced rate will be based on the following years of service:

Category III 
Retired employees with 1-19 years of service

Category II
Retired employees with 20 years or more of service

Proof of insurance is required for such requests.  The Office of Auxiliary Services  must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, 

respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.

Renter is encouraged to use the campus food service contractor, Sodexho Marriott, for all catering needs.  However, renter may use the caterer of their choice for food and beverage. Outside caterers will not be allowed the use of the leased food service operations in Vernon F. Galliano Hall and the Le Mélange/Le Bistro cash operations located in the Donald G. Bollinger Memorial Student Union.  Outside caterers will be allowed to use the catering kitchen area located behind the Plantation Suite and the Century Club Room.  No cooking is allowed on premise.  The kitchens are designated as holding/set-up areas.  The campus food service contractor will not serve donated food, beverage or alcoholic beverage.

The off campus caterer shall provide a certificate of insurance for the minimum insurance requirements of $300,000 comprehensive general liability naming Nicholls State University as an additional insured and the certificate holder with a waver of subrogation stated on the certificate.

Groups/individuals renting the NSU facilities are subject to all costs of staging the event.  Rental fees for wedding receptions, anniversary or graduation celebrations, birthday parties, dances, etc. are all based on a four-hour event.  Any event over the approved four-hour limit will be assessed and additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 per hour will be assessed if the event exceeds 15 minutes past the ending time stated on the reservation form.  Renter is subject to a $175 clean up fee, which must be paid prior to the event.  This fee is based on a four-hour event and includes custodian(s) on duty during the event and clean up after the event.  Any event over the approved four-hour limit or which exceeds the $175 clean up charge will be assessed additional overtime charges for custodian(s) on duty.  If overtime is required to set up the event, the renter is subject to overtime charges at time and a half.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services. Renter must provide the Social Security Number of the person responsible for payment.  

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 hours prior to the event.  The University will only refund 75% of rental fees if cancellation occurs within 48 hours of the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Individuals with an outstanding debt to the University from a previous reservation will not be allowed to schedule or sponsor events in any University non-academic facility until the debt is paid in full.

9. 
Local high schools or their student organizations may rent Nicholls State University facilities for a reduced rate for educational and business purposes equal to Category II of the current rental rates.

EXAMPLES:  Thibodaux High School COE Banquet




  E.D. White High School Key Club Awards Banquet




  Thibodaux High School ROTC Military Banquet and Ball

High school groups that wish to rent NSU facilities for non-educational or non-business reasons may rent said facilities equal to Category III of the current rental rates.

EXAMPLES:
Thibodaux High School Senior Prom




Raceland Jr. High School Homecoming Dance
Local high schools may request athletic facilities for a reduced rate for local, district, or regional tournaments in which a central location is required or larger facilities needed to accommodate a crowd larger than their facilities.  Thibodaux High School and E.D. White have a memorandum of understanding with the Nicholls State University to allow use of athletic facilities without charge.

EXAMPLES:
Tri Parish All Star Football Game – Reduced Rate




E.D. White High School Playoff Practice Site for Visiting Team –      






Waived Rental Rate




Thibodaux High School District Basketball Game – Waived Rental 





Rate 

Regional or state wide high school competitions requesting to use campus facilities have to be sponsored by a department on campus or the Office of Camps and Conferences, whichever will be responsible for coordinating all University and program needs.

EXAMPLES: 
Future Business Leaders of America – Camps and Conferences




Region VII Choir Competition – Music Department




Social Studies Fair – Camps and Conferences




Science Fair – Physical Science Department

High school groups, which receive a reduced rate for which the fee is waived, must use the campus food service contractor for all catering needs. 

Requests for routine or repetitive athletic practices will not be allowed due to the demand by University departments on our athletic facilities.
The University will consider allowing E.D. White and Thibodaux High use of other University facilities, without charge, due to renovation delays or acts of God that prevent said school from using their facilities.
The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, signage, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians or other University personnel are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, signage, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

The renter is subject to all costs associated with the staging of the event including overtime charges for any set up or clean up in which the custodial or other designated University staff has to be assigned beyond their normal work schedule.  Reservations must be made in person at the Office of Auxiliary Services.  A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services prior to the event.

Proof of insurance is required for such requests.  The Office of Auxiliary Services  must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  A $1,000,000 comprehensive general liability minimum is required for any athletic or physical recreation based event. The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, 

respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.
Rental fees for such organizations are based on a four-hour event.  Any event over the approved four-hour limit will be assessed an additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 will be assessed if the event exceeds 15 minutes past the event time stated on the reservation form. 

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 prior to the event.  The University will only refund 75% of rental fees if cancellation occurs within 48 hours of the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule events in any University non-academic facility until the debt is paid.

10.
Thibodaux Chamber of Commerce provides for a Nicholls State University representative to be placed on its board.  Thibodaux Chamber of Commerce may hold educational and business programs in designated campus facilities for a reduced rental rate.

EXAMPLES:  Thibodaux Chamber of Commerce Business Card Exchange

                          Thibodaux Chamber of Commerce Awards Banquet 

Thibodaux Chamber of Commerce must use the campus food service contractor for all catering needs.  If an outside caterer is preferred, the renter must pay rent equal to Category Three of the current rental rates.

The University reserves the right to approve all facility decorations.  A complete description and diagram are required in advance of the event.  This should be done as soon as plans are made and no later than two weeks prior to the event.  All decorations, props, or equipment must be removed immediately following the event unless prior written approval is on file in the Office of Auxiliary Services.  If not removed promptly and facility custodians are impeded from doing clean up or set up for another event or items left create a problem for the University, the Office of Auxiliary Services will assess a fee appropriate for the inconvenience involved with correcting the situation.  The University is not responsible for props, decorations, equipment, and personal items, etc. used to set up, clean up, or stage an event, left unattended, or not removed promptly, warranting removal or movement by University personnel.

The renter is subject to all costs associated with the staging of the event including overtime charges for any set up or clean up in which the custodial staff has to be assigned beyond their normal work schedule.  Reservations must be made in person at the Office of Auxiliary Services.  A completed and approved Reservation Form has to be on file in the Office of Auxiliary Services prior to the event.

Proof of insurance is required for such requests.  The Office of Auxiliary Services  must receive an original 
Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $300,000 comprehensive general liability.  A $1,000,000 comprehensive general liability minimum is required for any athletic or physical recreation based event.The Certificate of Insurance must name both the renter and Nicholls State University as an additional insured and Nicholls State University as the certificate holder.  A waver of subrogation shall also be stated on the certificate.  The University reserves the right to set the minimum limit required for any event held on the Nicholls State University campus on a case-by-case basis. 

The renter of the facility agrees to protect, defend, indemnify, save, and hold harmless Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards and Commissions, its officers, agents, servants and employees, including volunteers, from and against any and all claims, demands, expense and liability arising out of injury or death to any person or the damage, loss or destruction of any property which may occur or in any way grown out of any act of  commission of the renter of the facility, their agents, servants, and employees, or any and all costs, expense and/or attorney fees incurred by the renter of the facility as a result of any claim, demands, and/or causes of action except those claims, demands, and/or causes of action arising out of the negligence of Nicholls State University, the State of Louisiana, all State Departments, Agencies, Boards, Commissions, its agents, representatives, and/or employees.  The renter of the facility agrees to investigate, handle, 

respond to, provide defense for and defend any such claims, demand, or suit at their sole expense and agrees to bear all other costs and expenses related thereto, even if it (claims, etc.) is groundless, false or fraudulent.
Rental fees are based on a four-hour event.  Any event over the approved four-hour limit will be assessed an additional rental fee of $150 per hour.  The four-hour time limit will be based on beginning and ending times specified as event time on the reservation form.  The additional rental fee of $150 will be assessed if the event exceeds 15 minutes past the event time stated on the reservation form.

To be officially reserved the University requires a deposit of 50% of rental fees; a signed reservation form; and a copy of the renter’s (person responsible for payment) social security number and valid driver’s license.  The remaining 50% of the fees must be paid no later than two weeks prior to the event.  A full refund of fees requires cancellation of the event at least 48 hours prior to the event.  The University will only refund 75% of rental fees if cancellation occurs within 48 hours of the event.

The University reserves the right to require event security and/or University Police, at the expense of the renter, to monitor any function they deem necessary.  The University also reserves the right to determine the number of officers required based on the type of event, crowd expected, and University experience of said events or with the particular group reserving University facilities.

Organizations with an outstanding debt to the University from a previous reservation will not be allowed to schedule events in any University facility until the debt is paid.

RENTAL WAIVER OR REDUCTION POLICY

The University, with approval from the President of Nicholls State University, will consider the waiver and/or reduction of rent to individuals and/or groups who make significant contributions of important or momentous benefit, to Nicholls State University.  The contribution may be either monetary or in-kind.  The President on a case-by-case basis determines the level of significance of the contribution.

Business, Corporation, and Organization Contributions

When a significant contribution is made by a business, corporation and/or organization, the following rules apply:

1. The rental waiver may only be granted for an event that is being held for business, award ceremonies, or educational purposes.  The event cannot be for personal use, “for profit” purposes, or for another outside group or organization.  However, events scheduled by customers meeting significant contribution guidelines are considered University sponsored, and, as such, significant contributors may rent designated University facilities at a reduced rate for non-business or non-educational purposes.  Only one such request, non-business or non-educational, will be allowed per contribution year (date from which contribution is made to the same date the next year) and must follow all University guidelines as well as the conditions listed herein.

2. Business related significant contribution events held on campus are limited in number per contribution year:

Usage Limit/Year

Facility

1


Student Union Cotillion Ballroom, 





auditorium, classroom, meeting facility, 





outside lawn space, area underneath





John L. Guidry Stadium


Requests for use of athletic facilities, as well as Stopher and Shaver


Gymnasiums, will not be considered.


Chart I.  
Business, Corporation and Organization Contributions




Donation Amount


Rental Reduction/Waiver



$         0  to  $   999



    0% Reduction



    1,000  to     4,999



  50% Reduction




    5,000  to     9,999



  75% Reduction




  10,000   +  




100% Waiver

Individual and/or Family Significant Contributions

When an individual and/or family unit makes a significant contribution, non-business in nature, the following rules apply.

1. The rental waiver may only be granted for an event being held for personal or educational reasons.  The event cannot be used for “for profit” purposes or for another outside group or organization.  However, events scheduled by customers meeting significant contributor requirements may rent designated University facilities at a reduced rate for business purposes.  Only one such business related request will be allowed per contribution year (date from which contribution is made to the same date the next year) and must follow all University guidelines as well as the conditions listed herein.

2. Individual/family related significant contribution events held on campus are limited in number per contribution year.

Usage Limit/Year

Facility

1


Student Union Cotillion Ballroom, 





auditorium, classroom, meeting facility, 





outside lawn space, area underneath





John L. Guidry Stadium


Requests for use of athletic facilities will not be considered.


Chart II.  
Individual and/or Family Significant Contributions




Donation Amount


Rental Reduction/Waiver



$         0  to  $   999



    0% Reduction




    1,000  to     1,999



  50% Reduction




    2,000  to     4,999



  75% Reduction




    5,000   +  




100% Waiver

Foundation Board Member Contributions

Foundation members who contribute $1,000 per year to the Foundation will be given a waiver of fees for one event for personal or business use per year, based on space availability and reservation guidelines, as well as all rules stated herein, as administered through the Office of Auxiliary Services.

General Policies for All Significant Contribution Renters

Reservations for facilities will be based on availability and will follow approved reservation guidelines.  Please note that certain University facilities have usage restrictions based on the academic calendar, designated holiday schedules, and anticipated demand for annual University events.

1. Each reservation cannot exceed a twenty-four hour time period.

2. Reservations must be made in person at the Office of Auxiliary Services.  A completed and approved reservation request has to be on file in the Auxiliary Services Office prior to the event.

3. Renter is subject to all costs of the event including any set-up or tear down costs, overtime charges, etc.

4. Rental waiver and price reduced guests must use the campus food service contractor for all food and beverage except when campus catering is unavailable.  Donated food and beverage will not be accepted in a no-fee rental.

5.
Organizations/individuals with an outstanding debt to the University from a previous reservation will not be allowed to schedule or sponsor events in any University facility until the debt is paid in full.

6.
Proof of insurance is required for personal use and outside group requests.  The Office of Auxiliary Services must receive an original Certificate of Insurance at least two weeks prior to usage. Minimum insurance requirements are $300,000 comprehensive general 

liability.  The Certificate of Insurance must name the renter as insured and Nicholls State University as the certificate holder.

7.
Approved significant contribution renters must adhere to all University and facility rental policies.  An appointment to meet with a representative from the Office of Auxiliary Services to discuss information should be made before any contractual agreement is signed.

((((((

(( 
RESERVING NON-ACADEMIC FACILITIES ((
The Office of Auxiliary Services reserves all non-academic facilities.  These facilities include the Student Union, Vernon F. Galliano Hall Cafeteria, Century Club Room, Ayo Swimming Pool, Tennis Courts, Racquetball Courts, John L. Guidry Stadium, Ray Didier Baseball Field, Lady Colonel's Softball Field, and any outside lawn areas. Room availability and dates are confirmed through this office.  The facility is officially reserved when all forms are completed, signed by the Director of Auxiliary Services, and on file in all campus support offices.

All rental rates quoted are based on a four-hour event time period during one calendar day.  The University will not rent any facility for longer than one calendar day without a charge.  If an extra day is required for set-up or decorations, a charge of 50% of event rental will be added to the bill.

The University requires a deposit of 50% of the rental fee to be paid at the time a firm reservation is made.  (Tentative reservation policy is unaffected).  The following procedures will apply:

1.
A Reservation Request Form along with a Deposit Slip designating the amount due will be issued to the renter.  The signed Reservation Request must be returned to the Office of Auxiliary Services.

2.
The renter will be directed to the Office of Auxiliary Services, where payment will be received.  The renter must have a driver’s license or social security card.  The deposit must be paid within 15 working days of the date of the confirmation letter received from the Office of Auxiliary Services.

3.
The Office of Auxiliary Services will issue a receipt for payment to the renter and forward the payment and deposit slip to the Controller’s Office.  The Controller’s Office will issue a receipt that will be attached to the Reservation Form (original).

4.
The deposit will be refunded in full if a cancellation is made at least 48 hours prior to the event.

5.
At the completion of the event, final billing will be compiled, and the total amount due will be tabulated to reflect advanced deposits.  The final bill will be sent to the Controller's Office, where it will be invoiced to the user.

The University reserves the right to schedule the day before or after any reserved event.  Any organization or individual renting facilities must remove decorations or equipment immediately following the event.

Rooms may be booked on a tentative basis for a period of one week.  At that time, the reservation should either be confirmed or canceled.

The University is not responsible for items stored or left in facilities without approval or security measures taken.

Any person and/or organization wishing to reserve these areas should contact the Office of Auxiliary Services located in the Student Union Ballroom.

ON-CAMPUS DEPARTMENTS/ORGANIZATIONS
1.
The Office of Auxiliary Services will issue a Reservation Request Form for Departmental-sponsored events when a definite date is reserved. An Overtime Request Form must be completed and forwarded with the Reservation Form if University staff has to be scheduled beyond normal work hours.

2.
Student organizations wishing to reserve a University facility for their regularly scheduled meetings should go directly to the Office of Auxiliary Services located adjacent to the Cotillion Ballroom in the Student Union.  The organization should complete all information requested when reserving the facility.  All facility set-up and equipment information should be included on the form or attached on a set-up diagram.

3.
Student organizations should have an approved activity request form to reserve any facilities for anything outside of the regularly scheduled meetings.  Please refer to the Student Organizations' Handbook for Reserving Facilities on Campus for specific instructions.

4.
The signed Reservation Form and any other necessary forms should be turned in at least one week in advance of the event to the Office of Auxiliary Services for approval.

5.
The Director of Auxiliary Services upon approval of the event, will sign and forward a copy of the Reservation Form to the sponsoring organization and campus departments needing event information.

OFF-CAMPUS OR OUTSIDE INDIVIDUALS OR ORGANIZATIONS

The Office of Auxiliary Services will issue a Reservation Form when a definite reservation is confirmed.  The individual or organization will be given the following information at the time of request.

1.
The rental charge is determined and recorded.

2.
Overtime charges, if needed, are explained and an Overtime Request Form is given to the renter.

3.
The insurance requirements are outlined.  The Certificate of Insurance should be applied for as soon as possible.  The process sometimes requires several weeks to obtain proper information.

4.
A facility diagram is given the renter.  Detailed sketches of set-up and equipment are needed for accurate follow through.

The completed Reservation Form, Overtime Request Form, Certificate of Insurance and facility diagram should be on file and approved by the University at least two weeks in advance of the event.  The Director of Auxiliary Services, upon approval of the event, will sign and forward a copy of the Reservation Form to the renter and campus departments needing the event information.

FACILITY USAGE BILLING PROCEDUREStc \l1 "FACILITY USAGE BILLING PROCEDURES
Following an event, the necessary charge sheets are completed by University Police, University Food Service, Pool officials, etc. and are forwarded to the Office of Auxiliary Services. These charges, along with any charges from the Student Union, are totaled on the original Reservation Request and forwarded to the Controller's Office for processing.

((( STUDENT UNION FACILITIES (((
STUDENT UNION
The entire Student Union complex may be rented based on availability and approval of the University.  The total square footage of the Student Union complex is 76,376 (before renovation: 65,162; with the new addition: 8,214).

Specifics of request will determine if other charges, besides rent, will apply.  The food service contractor is the designated food vendor for the Student Union.

LE BON TEMPS GAMEROOM
Billiards and games are provided in the Le Bon Temps Gameroom by low bid vendors who provide service and funds for the operation and maintenance of their own machines.

The Le Bon Temps Gameroom is open from 7:00 a.m. until 9:00 p.m. Monday through Thursday and from 7:00 a.m. through 5:00 p.m. on Friday.

The Le Bon Temps Gameroom can be reserved for normal operation for a fee of $50.00 per four (4) hour time period.  The reservation includes:

1.  An employee to operate and monitor the facility;

2.  The use of all video and game equipment for the normal game prices.

All monies collected are the sole property of the designated vendor and Nicholls State University.  Any person entering the Le Bon Temps Gameroom is subject to all University policies and regulations.

BAYOU SUITE
The Bayou Suite consists of the Terrebonne, Teche, and Lafourche Rooms.  The suite is located on the Mezzanine level of the Student Union and has portable dividers that separate each room.  The suite may be used as two or three small rooms or one large.  Reservations for this area are limited due to the lack of handicap access to the upper floor area.  No food or beverage is allowed in this area without approval of the Office of Auxiliary Services.

Capacity:

Standing

Lecture

Banquet
  Bayou Suite
  
  200

  
  120

  
   NA

Lafourche
   
   50

   
   30

  
   NA

Terrebonne
  
  100

   
   60

  
   NA

Teche

   50

   
   30

  
   NA

LE BIJOU THEATER
Le Bijou Theater is located in the lobby of the Student Union.  Le Bijou Theater is utilized as a movie theater, artist and lecture room, and workshop/meeting area.  Student Programming Association features movies during the day and evenings throughout the week.  Food and beverage are not allowed in the theater.

If a video technician is required to operate equipment, an hourly fee for an attendant will be charged.

Capacity:  180

PLANTATION SUITE
The Plantation Suite is located in the new Cotillion Ballroom entrance at the back of the Student Union.  The suite consists of the Madewood and Magnolia Rooms, which have portable walls separating the rooms.  The suite can be reserved as one large or two smaller facilities.  Food and beverage are allowed.  A catering kitchen is located behind the suite area.  Dances are not allowed in this area because of the carpeted floor.

Capacity:

Standing

Lecture

Banquet

  
Suite
    
  200

  
  100

   
   80

Madewood
  
  100

   
   50

   
   40

       Magnolia
  
  100

   
   50

   
   40

BOWIE ROOM
Bowie room is located in the Student Union hallway opposite of Le Melange Snack Bar.  Bowie is used as a television room from early morning until evening.  No food or beverage is allowed in this area.

Capacity:

Standing

Lecture

Banquet
  
Bowie

   50

   
   30

   
   NA

Note:  Bowie and Lafitte, the television rooms, cannot be reserved for meetings at the same time.  One room must be available for television viewing at all times.

LAFITTE ROOM
Lafitte room is located in the Student Union hallway opposite Le Melange Snack Bar.  Lafitte is used as a television room from early morning until evening.  No food or beverage is allowed in this area.

Capacity:

Standing

Lecture

Banquet
  Bowie

  
 50

   
   30

   
   NA

COTILLION BALLROOM
The Cotillion Ballroom is located in the Student Union and is utilized for banquets, receptions, meetings, dances, and functions requiring a large, modern facility.  The Cotillion Ballroom has access to a catering kitchen located at the back of the building.

Capacity:

Standing

Lecture

Banquet
  Ballroom

  1000

  
700

  
  450

CAPTAIN'S ROOM

The Captain's Room is located in the Cotillion Ballroom.  This facility is a part of Vernon F. Galliano Hall Cafeteria.  Only food and beverage from the food service contractor is permitted.

Capacity:

Standing

Lecture

Banquet

  Captain's Room  
   80


   60


 55-60

Note:  The square footage of Vernon F. Galliano Hall Cafeteria is 29,720 square feet.

CENTURY CLUB ROOMtc \l1 "CENTURY CLUB ROOM
The Century Club Room is located beneath John L. Guidry Stadium.  The Century Club Room is utilized for parties, receptions, meetings, workshops, etc.  The room has a limited kitchen facility.

The area underneath John L. Guidry Stadium is often used for a rain site for outdoor events, crawfish boils, and as a concession area for stadium events.

Capacity:

Standing

Lecture
Banquet

Century Room
   
250 (281 - Fire Codes)     150
 
 100 (131 Fire Codes)

Underneath
   
500

   
      NA
 150

Stadium Area


JOHN L. GUIDRY STADIUM RENTAL FACILITIEStc \l1 "JOHN L. GUIDRY STADIUM RENTAL FACILITIES
John L. Guidry Stadium, Nicholls’ football field, is available to outside promoters and groups at a rental rate of $1500 or at a rate of 10% of gross gate revenue, whichever is greater.

Nicholls State reserves the right to let area high schools use the facility for football games and the district band festivals on a cost basis.  This means that these groups would pay all costs associated with set-up, servicing of the event, and clean up.  Examples of cost are:

Lighting



Marking on field

Electrician on duty


Clean-up crew

University police

The pressbox and Colonel's Brigade Sky Box are available for rent for events being held in the stadium.

The food service contractor is the designated concession vendor at John L. Guidry Stadium.

Reciprocal charge agreements with public institutions will be considered.

TENNIS COURTStc \l1 "TENNIS COURTS
Academic classes, varsity tennis, intramural tennis, tennis club reservations, and student recreational reservations will be given priority court privileges.  However, Nicholls State University will accommodate requests from outside groups to use the tennis courts when scheduling permits.  Routine use of courts, by outside groups, will not be permitted to allow priority court availability to the Nicholls community.

Outside groups wishing to use the courts for special events must contact the Office of Auxiliary Services.  A Certificate of Insurance must be provided before the event may occur.  Charge for use will be assessed as indicated in the Student Affairs Procedure Manual.

NSU students, faculty, and staff with a current NSU I.D. are not charged for court use.  A charge of $3.00 is collected from all walk-up guests.  All court users must check-in at the Intramural Office and pay guest fees when applicable.  Community members may join the NSU Tennis Club -- allowing them the same privileges granted to NSU community members.  Contact the Office of Campus Recreation for details.  Campus organization requests for tennis court use should be made at the Intramural Office, Ayo Pool building.  Charges, if any, will be based on the specifics of the request.

COURT AVAILABILITY FOR OUTSIDE GROUPS:
Outside groups may reserve the tennis courts during the academic calendar sessions and holiday or break periods through the Office of Auxiliary Services.  The following usage rules will be apply:

1.
Outside groups will be limited to one (1) tournament/match (Fridays after 3:00 p.m., Saturdays and Sundays) during the academic semester.  Holiday and break reservations will be subject to approval based on submitted request.

2.
Outside groups may reserve no more than four (4) courts at any time.

3.
Outside groups, upon scheduling approval, must check in and obtain court assignments from the Office of Campus Recreation located at Ayo Swimming Pool.

NOTE:  Academic calendar sessions will be those time periods or semesters so designated by the University, but generally occur during the following months.

   Mid August - Mid December (Fall)

   Mid January - Mid May (Spring)

   June 1 - July 30 (Summer)

CHARGES:
Outside groups using the tennis courts will be assessed a charge for the use of the courts.  Outside groups may reserve four courts for tournament/match use following the guidelines previously listed.  The charges are as follows:

  Outside
     Non-Profit/

4 Court Tournament Use
 
 Group   
Community Service
Weekend (Friday after   
  
$200.00
      $100.00

3:00 p.m., Saturday,

and Sunday)

One Day


   
$100.00
      $ 50.00

Half Day or Less

  
$ 50.00
      $ 25.00

NOTE:
Reciprocal charge agreements with public institutions will be considered.

AYO SWIMMING POOLtc \l1 "AYO SWIMMING POOL
Ayo Swimming Pool can be rented.  The request for use of Ayo Pool is made through the Office of Auxiliary Services.  The Campus Recreation Director verifies availability of pool. The Campus Recreation Director shall determine minimum-staffing requirements for all pool functions, including lifeguards, custodians, maintenance personnel, etc.  Individuals or groups reserving the pool shall be responsible for paying charges associated with the function.  Charge for rental of the pool by NSU organizations shall be determined by the specifics of the request.

Birthday parties will only be scheduled on Saturday mornings from 10:30 a.m. till 12:30 p.m. (Everyone must be out by 12:45 p.m.).  Other functions will be scheduled on Tuesday nights from 7:00 p.m. till 9:00 if the pool is open.  One week advanced reservation notice is required for all pool rental requests.  Please See Appendix for rental scale. No outside sound equipment allowed.

Proof of insurance is required for personal use and outside group requests.  The Office of Auxiliary Services must receive a Certificate of Insurance at least two weeks prior to usage.  Minimum insurance requirements are $100,000/$300,000 personal liability and $50,000 property damage.  The Certificate of Insurance must name the renter as insured and Nicholls State University as the certificate holder.

Birthday parties are limited to 20 participants.  All parties must have adult supervision on the deck and is responsible for clean up.  All parties must be over by 12:30 p.m. and all participants must exit the pool area by 12:45 p.m.    NSU will provide necessary lifeguards.

RENTAL RATES:
Outside Groups – $100.00





Faculty/Staff - $45.00





Swim Club Members - $80.00


 

Continuing Education Classes may only be scheduled when pool is operating and after Campus Recreation hours.  A Campus Recreation worker will be on duty to open and secure the building.  

RENTAL RATE:
$15 per hour plus worker’s hourly rate

Camp participants are allowed to swim during normal operating hours.  Pool must be given notification of the approximate number of swimmers one week in advance.  $1.50 per swimmer will be charged to the camp.

Student organizations may schedule the pool after normal operating hours.  Maximum length of time is 2 hours.  Faculty Advisor must be present.  An approximate number of attendances must be given to Pool Director a minimum of one week in advance. No outside sound equipment allowed.

RENTAL RATE:  Please see chart in appendix.


SWIM CLUB MEMBERSHIPS:

The University offers Swim Club memberships, with rates for full-time University faculty


and staff, full-time enrolled students, and community membership rates.  Membership rates


can be verified through the Campus Recreation Department located at the Ayo Swimming


Pool.


Ayo Pool has a family-oriented environment complete with deck chairs, tables, and

umbrellas.  Vending services are available.  Pool memberships are for recreational and lap swimming.  Swimming hours during the summer for club members are 1:30 p.m. - 6:30 p.m. Saturday through Thursday.

RACQUETBALL COURTStc \l1 "RACQUETBALL COURTS
There is no cost for the use of the courts by students, faculty, or staff.  The walk-up guest fee is $3.00 per hour.  Reservations are made through the Racquetball Court Office in person or by phone, at extension 4529.

The hours of operation are:

Sunday - Thursday


3:00 p.m. to 9:00 p.m.

Reservations cannot be made in excess of 24 hours in advance.  Walk-up reservations can be made depending on court availability.

OUTDOORS AREAStc \l1 "OUTDOOR AREAS
Outdoor lawn areas can be reserved through the Office of Auxiliary Services.  Charge (if any) for use by NSU students, faculty, staff, and organizations will be determined by the specifics of the request.  Please refer to the Appendix for rental rates.

The University recognizes its commitment to community service.  Charges for any outside group (non-NSU sponsored) use shall be determined by the specifics of the request.  The office verifying facility or outdoor availability prior to use of the facility or outdoor area must receive proof of appropriate insurance.  Please refer to the Appendix for rental rates.

Facility or outdoor area is officially reserved when the appropriate paperwork is returned completed and signed.

SPORTS FACILITIEStc \l1 "SPORTS FACILITIES
Didier Baseball Field, Lady Colonels Softball Field, athletic practice fields or facilities and the Intramural fields are reserved for use by outside groups through the Office of Auxiliary Services.  Charges shall be determined by the specifics of the request (See rates in the Appendix).

ACADEMIC FACILITIEStc \l1 "ACADEMIC FACILITIES
The Office of Auxiliary Services reserves the following academic facilities:

Peltier Auditorium

Stopher Gymnasium

Powell Auditorium

Shaver Gymnasium Floor

Talbot Auditorium

Gouaux Auditorium

Please refer to the Guidelines for Auditoriums and Gymnasiums for rules and regulations regarding these facilities.

((((((

((( CALENDAR OF EVENTS (((
1.
A Calendar of Events will be printed on Monday and Thursday mornings and will consist of events scheduled during the following five (5) days.

2.
Copies of the calendar will go to the Vice President of Student Affairs, Dean of Student Life, the employees' bulletin board, the Graduate Assistants' Office, the Gameroom, Maintenance, University Police, Greenhouse, Campus Recreation, Placement Office, Bookstore, and the food service contractor.

3.
If applicable, copies of the Reservation Form will be sent to University Calendar.

4.
If changes occur, all calendars will be updated as necessary (Graduate Assistants' office, employees' bulletin board, gameroom, etc.).  University Police must also be notified of the change.

5.
Maintenance should always be notified of after-hour events (i.e., Friday evenings, Saturdays, Sundays; and Monday-Thursday before 7:00 a.m. and after 9:00 p.m.).

6.
If we book an emergency or short-term event, notify campus security.

Functions requiring special arrangements, equipment, and/or set-ups must be coordinated through the Office of Auxiliary Services in advance.

((((((

((( TYPES OF EVENTS (((
BLOOD DRIVES
No more than 2 blood drives will be scheduled per semester and 1 per summer session (subject to facility availability and approval).

One blood drive will be allowed within an 8-week period.

Blood drives will not be scheduled during mid-terms, finals, homecoming week and at other times deemed unacceptable by the Vice President for Student Affairs or the appropriate designee.

Blood collection businesses will be allowed to schedule on a rotation basis (currently 1 blood drive per semester).  If the second available date is not claimed within 30 days of the allotted time, any business group may schedule the second date.

Blood drive vendors will be subject to the same rental rates and general policies listed in the Commercial and Outside Vendor policies listed below.

Blood drives shall be scheduled in accordance with established procedures governing student activities (See Student Organizations Handbook for Reserving Facilities on Campus).

Blood drives may be scheduled up to one calendar year in advance.

Effective Spring, 1993, the blood drive dates will be established and approved by the University.

Fall Semester:
The first blood drive will be held before the second week of September; the second drive will be held after the first week of November.

Spring Semester:
The first blood drive will be held before the first week of February; the second drive will be held after the last week of March.

Summer Session:
Only one blood drive per summer session.

CRAWFISH BOILS
Crawfish boils on the Nicholls State University campus are limited to the Century Club Room and underneath the stadium surrounding the Century Club Room.  The exception is the Alumni Affairs Crawfish Boil held in the Student Union Ballroom and the seafood boils held in Vernon F. Galliano Hall Cafeteria catered by the food service contractor.

Overtime charges for a crawfish boil are mandatory since the University reserves the right to clean the facility immediately following the event.

Caterers are responsible for bagging crawfish shells and disposing of the refuse in the nearest garbage dumpster.  An extra clean-up charge may be incurred if crawfish boil debris and area is not cleaned appropriately.

LOBBY USES AND RENTAL
STUDENT ORGANIZATIONS

The lobby may be used by a maximum of three organizations per day, Mondays through Fridays from 8:00 a.m. to 2:00 p.m.

Each campus organization is allowed a maximum of six days per fall and spring semester with no more than three days per week, and a maximum of three days per summer session.  

Each organization is limited to one table and up to three chairs to be placed in a manner not to impede traffic flow.  The Office of Auxiliary Services may grant exceptions on a case-by-case basis.

The use of sound equipment or loud noise devices is strictly forbidden.  If TV/VCR equipment is used, noise level must be controlled as not to disturb other vendors or guests of the Student Union.  This will be strictly enforced.

Posters or signs cannot be taped to lobby walls.  Damages caused by such displays will be assessed to the sponsor.  The University will provide a sign stand upon request.

Tables and displays must be within four feet from the walls.

The University is not responsible for items stored or left in the facilities without prior approval or without appropriate security measures taken.

Bakesales are the only food-related fund-raising activity allowed in the lobby.  No other food substance sales (ice cream, nachos, etc.) are permitted.

A Request for Fund-raising Activity Form must be completed and approved by noon on the proceeding Friday of the event before lobby space can be reserved.

COMMERCIAL OR OUTSIDE VENDOR POLICIES

At the beginning of each semester, the Student Union receives an overwhelming amount of requests for the use of the Student Union Lobby from student organizations and campus departments.  In a desire to accommodate such requests, the Office of Auxiliary Services has established the following Commercial or Outside Vendor Policies.

Commercial or outside vendors will be limited to the Bowie Room.  A sign will be posted in the main Student Union Lobby on the day of the reservation to alert students, faculty, and staff of the vendor’s location and reservation time.

Commercial or outside vendor reservations will be limited to the months of October and March each year.  The Office of Auxiliary Services will take commercial or outside vendor reservation requests during the month of September only.  The reservations will be taken on a “first come, first serve” basis.  Each vendor will be limited to one reservation per year.  Each vendor category or type, such as credit card, poster, etc., will be limited to two days in October and two days in March.

Commercial or outside vendors will be assessed a per day rental fee as follows:


$100.00/day
Commercial, for profit vendors


$ 50.00/day

Non-profit organizations

The rental fee must be paid in full in advance of the reservation date.  Commercial vendors are required to give a tax identification number at the time of reservation.  Commercial vendors are responsible for collection and payment of all appropriate taxes.  Vendors wishing to claim non-profit status must provide official documentation at the time of the reservation.  Proof of insurance is required for all outside group requests.  An original Certificate of Insurance must received by the Office of Auxiliary Services.  Minimum insurance requirements are $300,000 comprehensive general liability. The Certificate of Insurance must name Nicholls State University as the certificate holder.  A Certificate of Insurance can be provided to cover a one-year period and will remain on file until its expiration.  The NSU Bowie Room must be reserved; the rental fee paid, and all paperwork completed an on file in the Office of Auxiliary Services one week prior to the reservation date.  The University reserves the right to refuse or cancel a reservation request due to non-payment of rent, damages, or prohibited conduct from a previous reservation.  The commercial vendor is required to give a one-week notice of cancellation to receive a refund of the rental fee.

The University is not responsible for items lost or stolen.  The University will not accept delivery and/or store shipped boxes or packages on behalf of commercial or outside vendors.  Commercial vendors will have to bring all exhibit supplies on the date of the reservation and be responsible for removing the supplies when they leave the facility.

Commercial and/or outside vendors will not be allowed to give “freebies” as an enticement to the customer.  Vendors are allowed to distribute informational brochures.  Vendors must conduct business from behind the table.  Vendors are not allowed to roam through University facilities to promote merchandise or product.  Vendors cannot verbally call out or physically approach customers to promote or advertise products, message, or literature.  Students and guests should be allowed to approach 

the table or hear or view the product or literature on their own.

Vendors will be given one table and two chairs for the exhibit space.  The use of sound equipment or loud noise devices is strictly forbidden.  If TV/VCR equipment is used, noise level must be controlled as not to disturb other vendors or guests of the facility.  This will be strictly enforced.  The University reserves the right to approve/disapprove any other equipment request or placement of said equipment.  All equipment requests must be made at the time of reservation for consideration.

Posters, banners, signs, or other items cannot be taped to the walls.  The University can provide a sign stand upon request. There is a $25 fine for taping or puncturing walls.  Damages to the facility or University equipment caused as a result of negligence by the vendor’s representative or exhibit will be charged to the vendor for immediate payment.

CREDIT CARD VENDORS:  Credit card companies must provide a brochure to the student or customer before the application is completed warning of the financial problems associated with excessive financial debt.  The credit card company must submit this brochure in advance, for approval, to the Office of Auxiliary Services.  Credit card companies may only offer one type of credit card per visit.  Solicitation of more than one card is strictly prohibited.

BANK VENDORS:  Banks wishing to exhibit a full range of services (excluding credit cards) may reserve lobby space during University designated Freshman Orientation dates each year.  The University will sponsor a “bank fair” during the orientation program.  Banks are subject to the same rental rates and general policies listed in the Commercial and Outside Vendor Policies herein.

UNIVERSITY SPONSORED VENDORS:  University sponsored vendors such as the cable company, which is providing a direct service to the residence hall students and sponsored by Residential Services, will be allowed to set up exhibit space in the Student Union Lobby.  The type or category of commercial vendors is subject to the same rental rates and general policies listed in the Commercial and Outside Vendor Policies herein.  Student organizations are not allowed to sponsor commercial or outside vendors without the permission of the Student Life Office.  If approved, the commercial vendor is still subject to the same rental rates and general policies listed in the commercial and Outside Vendor Policies herein.  Blood drive businesses, which are sponsored by campus organizations and/or departments, will follow the established reservation guidelines monitored by the Office of Auxiliary Services.  Blood drive vendors will be subject to the same rental rates and general policies listed in the Commercial and Outside Vendor Policies herein.

QUADRANGLE USE RULES AND REGULATIONS:

1.
Bands, loud music or noise, which would interrupt or disturb classes, are strictly prohibited in the Quadrangle area.  The Director of the Student Union must approve exceptions

2.
Hamburger sales are limited to the hours of 10:00 a.m. until 2:00 p.m.

3.
Permission to distribute literature must be obtained through the Student Union Office.

BARBECUE RULES AND REGULATIONS:

Procedures:

Student Organizations should:

1.
Go to Student Life to pick up an Activities Request Form and BBQ Pit Reservation Form.

2.
The organization president or officer should sign each form where indicated.

3.
The two forms should be taken to the organization advisor for signatures where indicated.

4.
The two forms are taken to Student Life for the Dean to sign where indicated.

5.
The Activity Request and BBQ Pit Reservation Forms should be taken to the Office of Auxiliary Services where the quadrangle will be reserved for the event.

6.
Guidelines for set-up, service, and clean up are issued to the student organization.

7. The Office of Auxiliary Services will notify the Health Department of the scheduled barbecue.

NOTE:  No person shall operate a Retail Food Establishment, an Eating and Drinking Establishment, or Itinerant Market or shall engage in the sale of any food products as a vendor, without first having received a permit from the State Health Officer.

Written application should be made on forms provided by the Lafourche Parish Health Unit.   The permit shall be issued upon written application to and approval of the State Health Officer, and shall be in the name of the owner, President of the corporation, or such other officer duly delegated by the corporation entity to act on behalf of the corporation.

Penalties for violation of the Louisiana State Sanitary Code are delineated in LSA-RS 40:6.

Set-Up Guidelines:

1.
Get four tables from the Student Union (ordered from and delivered by the Maintenance Department 


when work orders or completed in a timely manner).

2.
Pick-up soapy water, bleach water, equipment, and non-food supplies from the cafeteria.

3.
Light charcoal.

4.
Set-up area according to diagram (see appendix).

5.
Wipe tables with sanitizing solution and set-up equipment according to each area diagram (see appendix).

Service Guidelines:

1.
Bring food to site.

2.
WASH HANDS BEFORE HANDLING FOOD ITEMS.

3.
Person(s) handling raw meat (cooking) needs to wash hands frequently and cannot handle buns, condiments, or wrappers.

4.
Person(s) handling buns and wrappers cannot cook or handle money and vice versa.

5.
Hamburgers are cooked and put in holding pan on the grill.  The lid should cover the cooked meat as much as possible.

6.
The prep person should take buns out of plastic wrapper and put the cooked burger on the bun.  The burger is then wrapped at the prep table and given to customer.  The prep person (not cashier) should issue condiment packets as requested.

Clean-Up Guidelines:

1.
All equipment from cafeteria is checked back in.

2.
Tables are taken back to the Student Union (check in through the Office of Auxiliary Services).

3.
Trash is picked up in area and trash is disposed in cafeteria trash bins and garbage can is checked in.

4.
BBQ pit should be cleaned after it cools down.

NOTE:  Any missing equipment will be charged to the organization.

DANCES/FUNDRAISERS OPEN TO THE PUBLIC:
Fund-raisers open to the public are limited to two events per semester.

Should the organization choose dances, talent shows or block parties as their fund-raisers, one weekday (Sunday through Thursday) event and one weekend (Friday/Saturday) event are allowed each organization per semester.  Organizations may have two weekday events.


No organization may schedule an activity on Crawfish Day, during finals week, midterm 


exam week, or on commencement.

All activities must be booked and the Reservation Request, Overtime Request Form, and Activity Request Form must be completed and in the Office of Auxiliary Services, at least 7 workdays proceeding the date of the proposed event.  If the organization should cancel the event, at least 24 hours’ notice of cancellation 

must be given to avoid assessment of overtime and other charges.

Dances are restricted to the Cotillion Ballroom.  A maximum of two (2) dances, one weeknight dance and one weekend dance, is allowed each student organization per semester.  Fridays are considered weekend while Sundays are considered weeknight for quota purposes.

A weekend dance may be substituted for use on a weeknight, but only one weekend dance is available to each organization.  In cases where dances are co-sponsored, each sponsoring organization is individually assessed one dance use.

Weekday activities must end by 12:00 midnight.  Weekend activities must end by 1:00 a.m.

The organization's campus advisor or an approved faculty/staff member must be in attendance throughout the event.

Dances open to the general public and/or requiring paid admission must acquire the services of an off-duty University Police Officer.  The reserving organization will be assessed for this service by the hour at an overtime rate. The University reserves the right to designate the number of police officers on duty for public events.  The general practice is that no fewer than two officers will be required for events open to the public.

Outside alcoholic beverages and B.Y.O.L. type events are strictly forbidden.

All University policies, and local and state laws, pertaining to food and beverage service (including alcohol) apply to fundraiser/dances open to the public.

Organizations must schedule facility checks (including bathrooms) throughout the event.  The president, advisor, and the officer on duty will address all problems.

Loitering outside the building/activity is prohibited.  Persons will be asked to enter the activity or leave the area.

Student organizations are subject to charges billed by the Controller's Office that are incurred as a result of the event.  Examples of charges include overtime for University Police and Student Union custodians, charges for damages, and equipment rental fees.  The appropriate University department will assess the charges.

The University is not responsible for items stored or left in the facilities without prior approval or without the appropriate security measures taken.

All problems involving the behavior of students, the president of the organization, its advisor, and the officer on duty must address guests, and the public.

If entrance or admission fee is charged, organizations must follow an approved money-collected and 

accounting system for each event.  The approved accounting worksheet can be obtained from the Office of Student Life.  The organization will submit the accounting worksheet to the Office of Student Life the next workday following the event.  A copy must be kept in the organization’s file.

All aspects of the event must be organized and managed by members of the student organization. The University must approve any co-sponsorship or involvement by outside entities, businesses or individuals in writing in advance.  The University will not approve any activities co-sponsored by establishments for which the principal source of income is from a sale and consumption of alcoholic beverages.

Student organizations can reserve, a semester in advance, only one fundraising or private party dance or function.  Beginning the first day of classes of each semester, student organizations can start reserving the second fundraising or private party functions on a first-come, first-serve basis.

Security at Dances:
Student Union staff must meet with organization representative and security officers upon arrival to discuss assignments.  Stay in touch with these people during the event to maintain safety, and to make sure rules and regulations are being adhered to.  Meet again with each at the conclusion to discuss any incidents.

Maintain peace and order. Intervene in case of arguments, fights, etc.

Assist organization representative and police officer(s) as needed.

Assist organization representative and police officer(s) at entranceway to ensure orderly entrance.

Periodically check hallways and restrooms for violations.

See memo from University Police in Appendix.

Special Procedures for On-Campus, Fundraising Events (Dances, Block Parties, Songfest, Talent Shows, etc.) Open To The Public
The University reserves the right to limit admission to such events to persons who:

· present a valid NSU student ID;

· are accompanied by a student with a valid NSU ID; no more than three guests per student escort are allowed;

· present a valid picture ID, either a driver’s license or its equivalent (military, state).

The University reserves the right to require that all attendees sign in, using a legible handwriting (if the writing is illegible, an officer of the student organization will print the attendee’s name next to the signature).

If admission is charged, either pre-sold tickets or admission fees must be collected throughout the event until its termination.

Reentering may require additional payment.

Security personnel may use hand-held metal scanners as attendees enter the event.

General reservation rules listed on page 1 apply to these and all other events.

WEDDING RECEPTIONS:
Reservations for wedding receptions will not be taken in advance for any periods within the fall and spring semesters and will be taken according to the calendar below.  
January:

No reservations on New Year's Eve or New Year's Day.

No reservations during registration period.

February:
Reservations are not to conflict with annual Mardi Gras events such as Christopher/Ambrosia Balls; Chronos, Cleophos, Ambrosia parades at Century Club Room.

March:

No dates quoted during this time.

April:

No dates quoted during this time.  Weekends are reserved for annual banquets, crawfish boils, awards ceremonies, formals, etc.

May:

No dates available until after graduation.

June:

Available.

July:

Available except on July 4th weekend.

August:

Dates available before Registration/Orientation begins.

September:
No dates available during this time.

October:

No dates available during this time.

November:
No dates available during this time.

December:
Reservation dates available after annual campus events have been scheduled.  No weddings will be reserved on graduation day. No reservations on Christmas Eve and Christmas Day.

GENERAL EVENT POLICIES:
Due to safety reasons, traditional rice and/or grain throwing products are not permitted inside the building.

The sponsoring party must specify in advance if guests may enter reception area before the bridal party arrives.

Stapling on white lattice panels or painted surfaces is prohibited.  Taping on painted surfaces is also prohibited.

A list of support vendors (florist, caterer, band, baker, etc.) is required with estimated time of arrival.

Decorations and other items brought into the facility must be removed before the deadline established by the Office of Auxiliary Services.

Caterers are limited to the Student Union catering kitchen and the adjacent caged area for food preparation.  This area is located to the back of the Cotillion Ballroom and adjacent to the Plantation Suite.

Cooking and frying of foods are not permitted in the catering kitchen or in other indoor areas of the facility.  Outdoor frying on portable burners is allowed with approval.  The kitchen is designed for heating/holding purposes only.

All equipment including ice chests or bins, keg coolers, food storage, and preparation equipment, etc., must be removed immediately following the event unless prior arrangements have been made.

A maximum of one appliance or light string may be plugged into each electrical outlet.

The delivery site or loading zone for the Student Union Ballroom and Plantation Suite is through the catering kitchen, southwest Ballroom entrance, or through the front side doors by Student Life.  No deliveries are to be made using the carpeted lobby area used as the main entrance to the Ballroom and Plantation Suite.

When bringing flowers and plants into the University facility, the florist/nursery personnel are responsible for cleaning any debris, dirt, leakage or spills, caused by the delivery.


CHRISTMAS TREES:

Only 12 natural trees will be allowed in the facility at one time.

The trees must be fresh cut and sprayed with fire retardant chemicals. Discarded, old, and dried-up trees are not allowed.
Trees must be brought in and removed in bags to contain debris.  Trees must be brought into the building from the corner entrance where there is no carpeting.  Trees must be placed in a display area designated by Student Union staff.

*
No trees on carpeted area.

*
Trees cannot be placed by food tables, electrical outlets or cords.

*
No electrical lights allowed on trees.

Trees must be removed immediately from building and campus.  Renter must clean up all debris from the trees.  Trees cannot be disposed of at an on-campus site.

BANQUETS:
Banquets may be reserved a semester in advance.  All banquet reservations are based upon a four-hour time period during one calendar day.

The Office of Auxiliary Services reserves the right to schedule the day before or after any function.

When cancellations are anticipated, the Office of Auxiliary Services should be notified so others may use the facility.

TAILGATE PARTIES/BONFIRES:
Tailgate parties and/or bonfires are limited to a designated area.  A map of this area can be obtained through the Office of Auxiliary Services.

Written approval must be obtained from the Dean of Student Life and the University Safety Officer for all bonfires held on campus, as well as obtaining permits from the City of Thibodaux and the Thibodaux Fire Department.

All tailgate parties will end by 6:45 p.m. or 15 minutes before game time.

The sale of food items, beverages, or alcoholic beverages to the general public is strictly forbidden.

The Reservation Form reserving the area for a tailgate party and/or bonfire, the approved Activities Form, and copies of all permits associated with the event must be completed, approved, and in the Office of Auxiliary Services by noon on the preceding Monday of the event.

PRE-GAME ACTIVITIES AND ADMISSION TO NSU FOOTBALL GAMES:
Pre-game activities (including tailgate activities) for students will be limited to the designated areas.

Consumption of alcohol at any such activity will be limited to persons of legal age (21 and over).  All consumption will be limited to the designated activity (tailgate) area.  Kegs and other common containers are prohibited.  All glass containers (bottles, cups, pitchers, etc.) are prohibited.  Walking around with beer cans or hard liquor bottles is prohibited.  Whatever is consumed must be poured into a paper or plastic cup.  Drinking games, funneling or any other activity judged by University staff as inappropriate is prohibited.

Each group and individual will be directed to maintain the grounds area they are using.  Adequate garbage cans and garbage bags will be provided.  Individuals or groups not maintaining the grounds will be asked to do so.  Failure to comply with requests made by staff will result in eviction from the campus.

If individuals who are not of legal drinking age (21) are found to be in possession of alcohol, they will be directed to empty the drink/alcohol on the grass area and to place the container and or cup in the nearest garbage container.  Refusal to do so will result in eviction from the campus, with appropriate University discipline action to follow.  Repeated violations will result in eviction from the campus groups, with follow-up discipline action to be taken by the University, and University Police will also issue the person a misdemeanor summons.  If an individual refuses to present identification or refuses to follow the directions of University staff, he/she will be issued an appropriate misdemeanor summons and referred to the Office of Student Life for appropriate follow-up discipline action to be taken by the University.

The Student Programming Association will provide a band or DJ for each home game.  Outside bands or sound systems are not permitted.  The SPA, as has been the practice for several years, will provide free food and non-alcoholic beverages for the students in the pre-game activity area.

Nicholls students must present their student identification card to gain admission to the football game.

All persons entering the stadium are subject to a reasonable check for violations of University policies, including the search of person (and property in possession), including the opening of personal belt bags, purses, etc.  Anyone found in possession of alcoholic beverages, weapons, and other items deemed dangerous or inappropriate by the University will be refused admission to the game.  Any person found in possession of said items inside the stadium gate will be evicted from the stadium and will not be permitted to reenter the stadium for the remainder of the game.

Cups, containers, ice chests, etc., may not be brought into the stadium.  Food and beverage of any kind may not be brought into the stadium.  Once inside the stadium, any person found in possession of said items brought in from outside will be evicted from the stadium and may not reenter the stadium for the remainder of the calendar day in which the game is held.

Individuals or groups engaging in inappropriate or disruptive behavior will be directed by Student Life staff and or University police to cease and desist from doing so.  Any individuals or groups engaging in repeated inappropriate or disruptive behavior will be evicted from the campus grounds (tailgaters) or stadium.  Appropriate follow-up action will be taken.

Persons attending the game and who leave will not be permitted to reenter the stadium.  We will work with the Athletic Department gate personnel to address legitimate cases where it may be necessary to permit reentry for someone who has left the stadium.

POSTERS, SIGNS, ADVERTISEMENTS, DECORATIONS:
Posters, signs, and all other display material are permitted only in designated areas throughout the Student Union.  A list of these areas can be obtained from the Office of Auxiliary Services.  The following are exceptions to the above.

1.
Student organizations may place printed material on organizational bulletin boards.

2.
Student election campaign material may be placed in other areas with prior permission from the Office of Auxiliary Services.

3.
SGA and SPA informational and/or promotional material may be placed in other areas with prior permission from the Office of Auxiliary Services.

Display material is not permitted on painted surfaces.  Failure to comply can result in assessment of damages to the responsible organization or party (ies).

Any decorations, posters, signs, or non-university furniture used for special events must be removed by the sponsoring organization immediately following the function.

Fasteners, nails, staple, or screws are not permitted for use in placing decorations or posters or signs.  Only masking tape is permitted as a securing device for these items.

The use of table tents for advertisement purposes in Le Melange and Le Bistro facilities is permitted with prior approval from the Office of Auxiliary Services.

The Office of Auxiliary Services must approve all promotional materials from off-campus sources before they are displayed.

The University is not responsible for items stored or left in the facilities without prior approval or without the appropriate security measures taken.

((((((


((( GRADUATE ASSISTANTS (((
UNIVERSITY POLICIES GOVERNING GRADUATE ASSISTANTSHIPS
The next section regarding graduate assistantships is taken from the 1992-93 Nicholls State University Undergraduate/Graduate Bulletin.

Graduate assistantships are available at Nicholls State University.  Application forms may be obtained from the offices of the Coordinator of Graduate Studies of each college.  Students with full-time employment are ineligible for graduate assistantships, except in cases of individuals on leave from full-time employment.

A graduate assistant is expected to earn not less than six semester hours of graduate credit during a semester and not less than three during a summer session while scheduling not more than 12 hours during a semester and six hours during a session.  For graduate assistants, six semester hours during a semester and three semester hours during a summer session will constitute a full-time load.

Nicholls State University assures equal opportunity for all qualified persons without regard to race, color, religion, sex, national origin, age, handicap, marital status, veterans' status in the admission to, participation in, or employment in any of the programs and activities operated by the University.

Inquiries concerning equal opportunity programs should be directed to the University Compliance Officer in 122 Picciola Hall, Nicholls State University, Thibodaux, Louisiana, 70310 (504-448-4012).  Persons who feel that they have been discriminated against concerning applicable Federal law, may make an inquiry or file a complaint with: U.S. Equal Opportunity Commission, 500 Camp Street, New Orleans, Louisiana 70130; U.S. Department of Education, Office of Civil Rights, 1200 Main Tower Building, Dallas, Texas, 75202.

JOB DESCRIPTION:
JOB TITLE OF PERSON TO WHOM REPORTING:
Director of Auxiliary Services and Assistant Director of Student Union Operations

JOB PAY:  $2000.00 Per Semester

NUMBERING OF PERSONS SUPERVISING:

2 Direct Supervision; 6 Moderate Supervision

EDUCATION REQUIREMENTS:

Bachelor Degree from a recognized four-year institution.

PRIOR EXPERIENCE REQUIREMENTS:
Preferably, supervisory experience in a related field or job experiences in which the applicant assumed a great deal of responsibility.

JOB SUMMARY:

Supervises the Student Union building, Century Club Room, and other Student Affairs facilities as assigned by the supervisor.  Responsible for knowing the following, and initiating, if necessary, all policies and procedures associated with the Student Affairs Division, Nicholls State University, and the State of Louisiana.

RESPONSIBILITIES:
1.
Receives daily briefing from immediate supervisor.

2.
Must become familiar with all scheduled events during assigned shifts.

3.
Supervise evening gameroom personnel and will assume said position as required to maintain adequate service.  Will relieve the gameroom monitor each evening during their assigned dinner break.

4.
Open and secure facilities as scheduled.

5.
Monitor scheduled events and prepare Student Union Supervisory Log and Facility Use Summary.

6.
Check facilities as directed by supervisor.  This includes, but is not limited to:

a.
Reporting maintenance problems in the Student Union Supervisory Log.  If an emergency occurs, call the on-call supervisor.

b.
Reporting janitorial problems such as spills and unkept appearance of areas to the custodial staff.  Maintaining a neat and attractive facility is a priority of this position.

c.
Administers and enforces institution policies and rules pertaining to the operation of the Student Union facility or assigned area, including discipline, security, safety, and emergencies.

d.
Conducts inspections and checks of facilities.  Reports or acts to correct discrepancies.

e.
Resolves problems, disputes, and disturbances, or reports to a higher authority.

7.
Adheres to the Graduate Assistant dress and appearance code.

8.
Greets directs and/or escorts visitors or guests as needed.

9.
Performs other duties as assigned.

Graduate Assistants, as Building Monitors should be able to:
 1.
Approach people, identifies their authority, and makes requests for cooperation;

 2.
Communicate effectively and professionally;

 3.
Inform violators of the violation and document incident;

 4.
Remain calm under pressure;

 5.
Verify the identification of persons entering the building;

 6.
Make sound decision quickly;

 7.
Understand who to call and under what circumstances;

 8.
Write legible incident reports, which contain verified information;

 9.
Use integrity and discretion when listening to police business;

10.  Obtain descriptions and directions of travel to provide to police if called.

OPENING PROCEDURES:

*
Arrive at least 15 minutes before a function starts.

*
Turn on all lights in the area being used including the restrooms.

*
Inspect area and pick up any garbage lying around.

*
Open the doors being used.

*
Find the person in charge of the function.

*
Fill out the Building Usage Summary form with them.

*
Have them sign the form.

*
Check that everything is in order and check if they need anything.

*
Remain in the area until the function has started.

*
Once the function starts, you may leave and check up on them every now and then.

CHECKING UP ON A FUNCTION:
Non-alcoholic functions:  check every 45 minutes to an hour.

Alcoholic functions:  check every 30 - 45 minutes.

CLOSING PROCEDURES:
*
Ten minutes before time to shut down go to the person in charge of the function and remind them it is time to close in 10 minutes.

*
At time of shut down, turn on all the lights.  This will get the people out faster.

*
Check for cigarette butts, ashes, and any damage to the building with the person who has filled out the form.  Make sure you mark any damage on the form.

*
If a band or DJ is present, you must remain until they have picked up, unless a janitor is present to clean the building.  They will then secure the building.  Make sure they know you plan on leaving.

*
When everyone has left the building, lock the doors and check the restrooms for any damage and turn out the lights.

*
Turn out all other lights in the building.

*
Leave the building.

GUIDELINES FOR DEALING WITH DISRUPTIVE BEHAVIOR:
1.
Approach perpetrator(s) in a calm manner.  Identify yourself as a Student Union staff member.

2.
Advise the person(s) what breach of conduct on their part is causing disruption.  Instruct them that their conduct must cease.

3.
In the event the disrupter(s) fail to heed your instructions, seek their identity (ies).  Do not get involved in heated conversation regarding the incident.  Ask that they vacate facility.  Inform them you will be forced to seek assistance from University Police should they refuse to cooperate.

4.
After exhausting all efforts to gain cooperation, phone University Police at 4746 and ask for their assistance.

5.
When your assistance is requested to help SPA personnel regarding disruptive behavior during movies, follow the same procedures.  However, you are advised to have the movie interrupted and the overhead lighting turned on before attempting steps 1 through 4.

6.
Document all incidents of disruptive behavior on daily log.  Information should include a description of the incident, identities of persons involved, the identities of witnesses and complainants, the actions taken to rectify the incident, and the Police personnel involved and their actions if required.

DRESS CODE:
1.
Nice shirt and slacks, dress, blouse, skirt, etc.

2.
Tie and coat, or nice outer apparel may be required when formal events are scheduled.  If in doubt, please ask supervisor.

3.
Appearance must reflect good grooming.

4.
Clean shaven or a well-trimmed mustache and beard.

5.
Must wear Student Union Staff Pin when on duty.

NOTE:  No shorts, tank tops, muscle shirts, or recreational attire permitted while on duty.

BREAK POLICY:
The Graduate Assistants are entitled to one thirty-minute dinner break each evening.  However, the graduate assistant cannot leave the immediate facility.  You may eat in the cash/cafeteria operations or bring a meal from home.

SCHEDULING POLICY:
The graduate assistants' academic schedules must allow for one to two work nights, Monday through Friday, and varied weekend schedules.  Friday nights and weekend schedules will be rotated when possible.

A graduate assistant starting at 5:00 p.m, Monday through Friday, must supervise each night.  It is hoped that work/academic schedules will be worked out among the graduate assistants.  However, if a scheduling conflict arises between two graduate assistants, the schedule of the graduate assistant with the most departmental seniority will prevail.

((((((

(( GENERAL STUDENT UNION POLICIES ((
STUDENT UNION PIANO:
The piano may be used in first-floor areas of the Student Union at no charge.  The piano may be transported to other facilities on campus.  The following fees shall apply:

1.
Transportation charge:  $20.00 each way.

2.
Tuning Fee (optional each delivery; mandatory each return):  $50.00 per tuning.

GAMEROOM RULES:tc \l1 "GAMEROOM RULES:
1.
No food or drinks allowed in Gameroom.

2.
No sitting on the pool tables.

3.
No books under the legs of the pin ball machines.

4.
No covering up the pockets on the pool tables.

5.
Books and other items are not allowed on pool tables.

6.
Student workers must sign in and out of notebook.  All incidents must be written in notebook.

7.
Persons beginning and ending each shift must count money and complete the worksheet.

8.
Keys are used only when there is trouble with a pool table.  No one gets a free game.
9.
Pick up student's/customer's Nicholls I.D. or Driver's License when checking out a cue ball.  When the ball is returned, the I.D. can be returned.

POOL TABLES:
There are keys to fit every pool table located in the gameroom.  Open and lift lever for remaining balls to come out only if all balls are not released at the start of the game.  If there is a ball missing from the table, there is an extra set of balls under the counter and the appropriate ball can be given to replace the missing ball.

CLOSING:
At the close of the gameroom each night, the night attendant is responsible for the following:

1. Pick up sticks and place in the racks along the wall.

2. Brush off pool tables.

3. See that floors are clean.  If custodians do not have time to pass a dust mop, get one from them and pass it.

4. Close doors and check to make sure all students are out.

5. Count money and do Cash Bank Worksheet Closing Statement and lock money in drawer.  Make sure to sign name, put correct date and day. Both the student worker and the graduate assistant on duty must do this.

6. Lock all money in the safe.

7. Turn off lights from circuit breaker.

8. Make sure doors are locked.

Rules governing the gameroom are simple and straightforward.  The use and abuse of items need to be watched and reported.  Students need to be aware of what they can and cannot do.

GAMEROOM REFUND POLICYtc \l2 "GAMEROOM REFUND POLICY:

There are no refunds for money lost in the video games or pool tables in the Student Union Gameroom. 

All vending machine refunds (snacks & cokes) must be given through the Office of Auxiliary Services.

If there is a problem with the copier that you cannot resolve, call the office for assistance.  If the office is closed, write down the individual's name and amount lost and have them check back the following day.

PROCEDURES FOR VENDOR SERVICING, REMOVAL, OR REPLACEMENT OF GAMEROOM MACHINEStc \l1 "PROCEDURES FOR VENDOR SERVICING, REMOVAL, OR REPLACEMENT OF GAMEROOM MACHINES
SERVICING:

1.
Gameroom operator should note date, time, vendor, and a brief description of repair/service performed by vendor's representative on daily log.

2.
Gameroom operator should carefully watch all repair/service work being performed.  If the view of the machine is obstructed, the cash counter should be closed and the operator should be positioned where service work can be seen.

3.
In the event the cash box of any machine is removed, the Auxiliary Services Office must be notified immediately.

REMOVAL/REPLACEMENT:
1.
When a machine is to be removed for service or replaced, the Office of Auxiliary Services must be notified immediately.

2.
Monies will be retrieved from the machine to be removed and placed in a replacement machine or another machine belonging to the appropriate vendor.

3.
At no time can a machine be removed with its cash box intact.

4.
A representative of the Auxiliary Services Office will complete the form attached herein before the machine is removed/replaced.

5.
The date, time, vendor, and transaction should be noted on the daily log.

6. No machine may be removed after 4:30 p.m.

COIN-OPERATED COPIERtc \l1 "COIN-OPERATED COPIER
A coin-operated copier is available for student use in Le Bon Temps Gameroom located in the Student Union.  The Office of Auxiliary Services will maintain the copier.

CHANGE BANK:
1.
The Office of Auxiliary Services will maintain a $36.00 change bank issued from the Controller's Office in the copier located in the Student Union ($12.00 each in quarters, dimes, and nickels) This is the amount put in the machine to initiate service.

MONEY COUNTING AND DEPOSIT PROCEDURES:
 
1.
The money and meter reading is always witnessed and verified by two staff members.

2.
Take the current copy meter reading and record on the Coin-operated Reconciliation Worksheet, Section A, number 1.

3.
Remove all money, including the dimes and nickels in the change slot, from the machine.

4.
The total of all change is recorded on the Worksheet in Section C. Machine. 

5.
The copy meter reading from the last worksheet is recorded in Previous Meter Balance brought forward, Section A, Number 2.  The previous meter reading from is subtracted from the current balance.  The difference will be the Total Copies Made, number 3.

If any override copies (section a, #4) were made, the total override copies need to be subtracted from the Total Copies Made.  This difference will be the TOTAL CASH COPIES MADE.

In Section B, Number 1, the Total Cash Copies Made is multiplied by ten cents to determine the Total Deposit.

6.
The Total Deposit in Section A and Section B should equal.

7.
Section D needs to be completed when any discrepancy needs to be noted concerning the Worksheet.

8.
A Auxiliary Services staff person will take the money to the Controller's Office located in Elkins Hall for deposit in Systems #175 account.

10.
The receipt from the Controller's Office is attached to the Coin-Operated Copier Reconciliation Worksheet.  This set is filed in numerical and date order.

OVERRIDE PROCEDURES:
The Coin-Operated Copier Override Record Sheet is to be used when a staff person or copier maintenance person has to use the override key for any reason.  Each occurrence using the override key has to be recorded.

SPA MOVIE SERIES PROCEDURES:
1.
Graduate Assistant on duty should arrive 1/2 hour before the showings of evening and weekend movies to open lobby area.

2.
Upon the arrival of SPA projectionist, on-duty personnel will open projection booth and theater.

3.
SPA personnel will monitor entrance to prevent food and drink items from being brought into theater.  On-duty graduate assistant will assist up to ten minutes after commencement of movie.

4.
SPA personnel will remain throughout the duration of the movie to monitor crowd behavior.

5.
In the event of disruptive crowd behavior during movies, SPA personnel will make attempts to remediate.  Should such behavior persist; SPA personnel will seek assistance from Graduate Assistant, who will make all attempts to rectify problems.

6.
In situations where projectionist does not arrive or is tardy, Student Union personnel are instructed not to show the movie.

SPA SOUND SYSTEM USE/RENTAL

The SPA Sound System(s) may be rented for use on campus by all student organizations, University departments/programs and off-campus groups.  The “new” sound system can only be used in the Student Union.  The student organization, department, or group using the system will pay rental and labor fees as designated below and will be responsible for paying for any damage to the SPA equipment.  The SPA reserves the right to first use of the equipment.  Reservations of the equipment may be cancelled by SPA within 30-calendar day notice.

New Sound System (limited to use in the Student Union)


Rental Fees:



Student organizations



No Charge



University Departments/programs

$25.00



Off-Campus groups



$40.00


Labor Fees:





$10.00 per hour (2 hour minimum)

Old Sound System (limited to campus use only)


Rental Fees:



Student organizations



No Charge



University departments/programs

No Charge



Off-campus groups



$40.00


Labor Fees:





$10.00 per hour (2 hour minimum)

The Office of Auxiliary Services will bill for rental fees, sound system labor and other charges associated with the event.  Payment for rental charges and sound system labor and other charges associated with the event.  Payment for rental fees and sound system labor will be deposited in SPA Agency Account, #2641.  Payment for sound system labor will be paid by SPA Agency Account, #2641.  SPA will complete intermittent contracts for payment for sound system labor.

((((((

( FIRE EMERGENCY RESPONSE PROCEDURES (
Fire Emergency Response Procedures revised on 10/18/91 designates the Thibodaux City Volunteer Fire Department as the "First Emergency Response Agency" for Nicholls State University in case of fire.  These procedures rely heavily upon good reporting by all Nicholls faculty and staff.

To avoid confusion during fire emergencies, please contact University Police at extension 4911 when reporting a fire emergency, or when a fire alarm is activated.  This will provide Nicholls better coordination with the fire department.  The time and date of the incident will be logged at University Policy.  University Police will be able to respond immediately to provide line of radio communication with the fire department, keys of access for the fire department, definite location of the fire, crowd control, accountability of building residents, and enforcement.

FIRE EMERGENCY RESPONSE PROCEDURES
1. The Thibodaux City Volunteer Fire Department will be designated as the "First Emergency Response Agency" for Nicholls State University in case of fire.

2. It will be the responsibility of Nicholls State University Police to provide keys of access to buildings, offices, mechanical rooms, etc. throughout campus for entry to areas where fire alarm panels, smoke detectors, fire alarm pull-stations and other fire detection devices are located, and will make these keys available to the Fire Chief for inspection and response procedures.  These keys are to be housed and secured at University Police and used for emergency response purposes only.

3. A listing of all buildings on campus with fire alarm panels, smoke detectors, fire alarm pull-stations, and other fire detection devices, and their respective locations are to be made available to the Fire Department, with a record on file with University Police, the Safety Officer, the Maintenance Supervisor, and the Campus Engineer (listing to be provided by the University Safety Officer).

4. The Nicholls State University campus is to be divided into fire location blocks to provide easier identification and location of the emergency are when the fire department arrives on the scene (block map to be provided by the University Safety Officer).

5. University Police is to display a block location map at their office, and when reporting a fire alarm, give the location block, building name, any landmarks, street address, etc. which will provide easier location of the emergency area.  Also, to assist the Fire Department in locating the emergency area, University Police cars will have their emergency dome lights flashing.

6. Fire alarms are to remain activated until the Fire Department arrives on the scene.  The fire alarm panel is then located, the alarm placed in the "ACK - Acknowledge Mode", so that the zone displaying trouble can be determined and investigated.  Only after the area has been clear by the Fire Chief, or his designated officer in charge, will the fire alarm panel be reset.  Should the Fire Chief or his designated representative be unavailable to reset the alarm panel, the following individuals will then assume this responsibility:

a.  The University Safety Office;

b.  The University Police Shift Commander;

c.  The Maintenance Superintendent;

7. When a fire alarm is sounded in any University building, all personnel and students shall immediately leave the building in an orderly manner by means of the nearest exit.  Outside gathering places for all faculty and staff occupying buildings, and students occupying dormitories will be assigned and followed (this is mandatory for accountability purposes).  Under no circumstances are any personnel to remain in the building/dormitory or return to the building without first securing the permission of fire officials.  Written reprimands will be issued for those not complying.  University Police will be in charge of crowd control and will remain on the scene until authorization for departure is received from the Fire Chief.

8. If it is determined the alarm is false, the party responsible for sounding the alarm, if apprehended, shall be detained if at all possible and turned over to University Police upon their arrival.

((((((

((( BOMB THREATS (((
When a bomb threat is received by telephone, the following procedures should be followed:

1. DO NOT HANG UP!  The proper authorities may be able to trace the telephone call.

2. ATTRACT THE ATTENTION OF SOMEONE ELSE AND INFORM HIM OR HER OF THE THREAT AS YOU CONTINUE THE CONVERSATION.
3. ENGAGE THE CALLER IN CONVERSATION.  Try to keep the person on the line and get as much information as possible.

4. NOTE THE EXACT WORDING OF THE CALLER.
5. ASK THE FOLLOWING QUESTIONS.  Some of these questions may seem a little strange, but the information gathered may lead to the apprehension of the caller.  As you are talking (or afterwards), write down any mannerisms, accents, and background noises.

a.
When will the bomb explode?

b.
Where did you place it?

c.
When did you put it there?

d.
What does the bomb look like?

e.
What kind of bomb is it?

f.
What will make the bomb explode?

g.
Why did you place the bomb?

h.
What is your name?

i.
Where are you?

j.
What is your location or address?

6.
NOTIFY UNIVERSITY POLICE AT EXTENSION 4911.
EVACUATION:
Evacuation of the building may not always be the first course of action.  There are some considerations that must take place:

1. The outside of the building must be checked first.  Shrubs and flowerbeds are some of the easiest areas to place a bomb.

2. Check access ways or reception areas to which large volumes of people have access.

3. The above areas should be checked first before evacuation is ordered.

4. Individuals in offices should use their special knowledge of their work areas to identify things that shouldn't be there, out of place, or that can't be accounted for.  This is knowledge that University Police and other emergency response personnel will not have.  If you locate a suspicious object, DO NOT TOUCH IT.  NOTIFY UNIVERSITY POLICE IMMEDIATELY.
5. Once an evacuation has been ordered, proceed to the nearest, approved exit.  Take all personal bags, purses, books, and other personal, portable possessions.

6. When outside, stay at least 300 feet from the building.  Do not use adjacent parking lots, as cars may have explosive devices placed in them.

((((((
((( OTHER CAMPUS-WIDE POLICIES (((
GAMBLING:
Fund-raisers in the form of gaming activities will be allowed in the Student Union provided the proper license(s) have been obtained and the University has approved the activity.  Gambling for personal gain will not be allowed in the Student Union or Acid Hall complexes.

SMOKING AND THE USE OF TOBACCO PRODUCTS:
It is the goal of this institution to provide a smoke-free environment.  Therefore, no smoking or use of other tobacco products is allowed inside any University facility.

RENTING/LOANING EQUIPMENT:
The Louisiana State Constitution strictly prohibits its state agencies to rent or loan state property to private individuals or organizations, unless it involves another State agency.

BEER/ALCOHOL POLICY:

The sale and/or consumption of beer and other alcoholic beverages on the Nicholls campus are permitted only in the Student Union and shall be limited to students, faculty, staff and their guest.

The sale of alcoholic beverages during regularly scheduled periods and during special function shall be made by the licensed catering service contracted by the University to operate the snack bar of the Student Union.

Alcoholic beverages shall be consumed only in the Student Union and may not be removed in containers from the building.

CONDUCT:
Any member of the University community who is hosting a guest is responsible for their behavior.  All guests are subject to the same University regulations as their host.

The snack bar contractor and/or his employees and/or University personnel shall refuse to serve alcoholic beverages and/or permit its consumption by any patron who is apparently intoxicated or who is disorderly.

SPECIAL FUNCTIONS:
Alcoholic beverages are sold and/or served by the University caterer when requested by any authorized special function for any organization subject to the following conditions:

1.
Beer may be served by cup, pitcher, or keg.

2.
If beer is requested by the keg, the catering service will be made available.

3.  Non-alcoholic beverages must also be made available.

4.
Food, in sufficient quantity, must be served in conjunction with alcoholic beverage sales.

5.
All who consume alcoholic beverages must be of legal drinking age (21 years old).

GENERAL PROVISIONS:
1.
Regular hours for the sale of alcoholic beverages in the Student Union are from 3:00 p.m. to 9:00 p.m. Monday through Thursday and 3:00 p.m. - 5:00 p.m. Friday.

2.
The sale or consumption of alcoholic beverages is limited to persons of legal age (21 years old) or older.  The vendor and/or University personnel may require proof of age from all buyers and consumers.

3.
All local ordinances regarding the sale of alcoholic beverages will be observed.

4.
No alcoholic beverages may be brought in or outside the building.

5.
No glass containers are allowed.

6.  The University reserves the right to refuse to serve alcohol to any patron.

7.  A recognized student organization may request the sale of alcoholic beverages at a scheduled event.


8.
The University reserves the right to require wrists bands be worn by attendees who are 


under the legal drinking age.

TELETHON PHONE ORDERS:
When University facilities are the sites for telethons, all telephone type orders must be submitted on a work order, and routed for signatures. A copy of the work order will be sent to the campus phone department, who will submit the request to the Office of Telecommunications Management (OTM) by our Telephone Coordinators (Lionel Naquin and Stephanie Cabellero).  OTM will submit the order requested and return confirmation of the order.

POLICY AND PROCEDURES CONCERNING OUTSIDE SPEAKERS:
Nicholls State University recognizes and appreciates that the University is a marketplace of ideas.  As such, Nicholls welcomes the free exchange of ideas among students, faculty and staff, and speakers from the external community.  This freedom of ideas is limited only by certain practical constrains, necessitated by such considerations as securing the safety of person and property and the need to prevent disruption of the learning environment.

General (Not Class Related Procedures)
The sponsoring department, group, or individual completes an Outside Speaker Proposal form in the Office of Auxiliary Services.

If target audience of speaker is primarily the NSU community, with no appreciable attendance from off-campus anticipated, the Dean of Student Life must review the proposal.

If the speaker is expected to draw not only NSU, but also an appreciable number of off-campus attendees, the appropriate Vice President must also review the proposal.

If it is anticipated that either a large number of off-campus individuals, or representatives of the media, or both, will be in attendance, the proposal will be routed to the president for his review, with a copy of University Relations and to Alumni Affairs.

If one of the purposes of the speaker’s visit is to solicit funds, either in form of sales or donations, the sponsoring individual or group must follow the University’s “Regulations Governing the Use of Bulletin Board and Posting of Signs, and Solicitation on Campus,” issued by the Student Life Office.

If the speaker is known at the time of reservation of university facilities, the completed and reviewed Outside Speaker Proposal form must be returned to the Office of Auxiliary Services for the reservation of appropriate space.  If the speaker is not yet known, space may nevertheless be reserved.  However, all reservations are contingent upon university review of outside speakers at least two weeks prior to the event.

In reserving space, the Office of Auxiliary Services will assess fees and costs associated with the event.  The University will assign personnel and equipment as necessary to support the success of the event; the speaker and/or sponsoring organization is responsible for all such charges.  Policies, procedures and fee schedules for reservation of facilities are published in the Policy and Procedure Manual available in the Office of Auxiliary Services.

If the Outside Speaker Proposal involves the use of the SGA Free Speech Alley podium, the SGA; published policy and procedures must be consulted and followed.

The use of University Police, city police or private security in connection with the event is at the sole discretion of the University, in determining both the need for, and the strength of, the security force.  The sponsoring group or individual is responsible for the cost of security beyond that normally provided by the University.

Academic (Class-Related)

For invited speakers who are not members of the Nicholls community to address a regularly scheduled class, faculty must give notification as follows:

If the audience of the speaker will primarily be the NSU community, with no appreciable attendance from off-campus anticipated, the faculty member’s department head must be notified, in writing, at least one week in advance, of the time, date and location of the lecture, as well as the name of the speaker.

If the speaker is expected to draw not only NSU, but also an appreciable number of off-campus attendees, the notice must also be forwarded to the Dean of the college.

If it is anticipated that either a large number of off-campus individuals or representatives of the media, or both, will be in attendance, the notice will be routed to the Vice President for Academic Affairs and the President, with a copy to University Relations, Alumni Affairs, and University Police.

If the size of the audience is anticipated to exceed the capacity of the classroom, and an auditorium, the Student Union Ballroom, or other large facility is required, the faculty member must reserve the space in accordance with the procedures outlined in “Reserving Facilities” (see section on “General” speaker).

SGA Free-speech Alley Podium
The speaker or sponsor must go to the SGA Secretary to receive a Speaker Proposal Form providing information such as who and what will be discussed at the podium.

Within three days the application of the speaker will be reviewed by the SGA President and the Judiciary Committee Chairperson, to ascertain information about publicity and security for the speech, if any is needed.

Within two class days after SGA reviews it, the individual/organization requesting use of the podium will be notified of approval.

If the speaker provides his/her own sound equipment, the University reserves the right to limit its volume.  NSU pep rally will be the rule of thumb.

Blanket approval is available for a series of speeches on the same or related topics.

Information concerning the subject matter will not be used to deny the speaker’s use of the SGA Free-Speech Alley Podium
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Bulletin Boards and Posting Signs:
1. Signs, fliers, and posters for approved campus activities may be posted ONLY on bulletin boards or on places designated by the approving authority.  The posting of signs on trees, painted surfaces, brick surfaces, and glass surfaces is PROHIBITED.  The writing with chalk, removable markers, shoe polish etc. on sidewalks, buildings, garbage cans, walls, or University glass surfaces is PROHIBITED.  The University reserves the right to place time, manner and place restrictions on advertising by any organization/group/individual, and may restrict the content of the advertisement if it thwarts the aims, purposes or policies of the institution; for example, advertisement of alcoholic beverages will NOT be permitted.  Penalties for violation will be $15 per sign or advertisement per day and disciplinary action may be taken against the individual or organization/group in violation.

2.
Approval authority for the posting of signs advertising campus activities* is as follows:

General Campus and General Bulletin Boards - Dean of Student Life

Department Bulletin Boards - Individual Department Office

Residence Halls – Student Life Office

Student Union Building and Surrounding Area – Office of Auxiliary Services or Student Life Office.

3.
Fliers and posters on bulletin boards generally should not exceed 11” by 17”.  Signs posted outside should be NO larger than 4’ x 8’ (the face of the sign).  All fliers should be approved before they are displayed.  Approval can be obtained from the offices noted above in item 2.

4.
Signs advertising specific events must be removed by the sponsoring organization/group within 72 hours after the event.

5.  Standing signs should be at least five feet from walkways, building entrances, or buildings.  Penalties for violation will be $15 per sign or advertisement per day and disciplinary action may be taken against the individual or organization/group in violation.

6. Approval must be obtained by the University Safety Officer prior to digging any holes in the ground for the placing of standing signs.  Any holes made in the ground for the purpose of placing signs must be properly filled, after the signs have been removed.  Failure to fill in the holes will result in a fine and disciplinary action may be taken against the individual or organization/group in violation.

7. Banners can be hung from trees as approved by the Office of Student Life, but must be removed with 72 hours after the event.  Banners CANNOT be hung from the outside of ANY windows or the outside of ANY building on campus.

8. Signs for campus elections, Homecoming, Family Day, rush and the Student Life Office prior to placement on University grounds must approve other campus events.  These signs must be placed and removed in accordance with published regulations governing the activity or as requested by the University.  Penalties for violation will be $15 per sign or advertisement per day and disciplinary action may be taken against the individual or organization/group in violation.

9. Outside fliers/posters placed on the campus can ONLY be displayed on official bulletin boards.

10. Outside signs can ONLY be displayed in the following locations which have been approved by the University Safety Officer:

a. Quadrangle

b. Front of Polk Hall

c. Field behind Married Housing

d. Lot on the West Side of Library

e. West Side of the Water Fountain on La. 1

f. Field between Babington Hall and Married Housing


*All campus activities must be approved prior to advertisement.  Approval of student organization/group activities shall be obtained from the advisor and the Dean of Student Life.

Charitable and Nonprofit Educational Solicitation:
1.
The University permits advertisement and solicitation by charitable and nonprofit educational groups that comply with these regulations.  Charitable and educational advertisements and solicitation must conform to all regulations governing the use of bulletin boards, the posting of signs on the campus, and facility use.  The University reserves the right to place time, manner and place restrictions on commercial advertising by any organization/individual, and may restrict the content of the advertisement if the advertisement thwarts the aims, purposes or policies of the institution or if the advertisement violates Board policy, local, state, and Federal law.  Any organization or individual that violates the above stated rules would lose the privilege of advertising on campus.

2.
Charitable and non-profit educational groups must seek approval from the Dean of Student Life before advertisement and solicitation begins on the Nicholls campus.  A detailed description of the product or service to be sold/provided, the method of advertisement, proof of non-profit status (as applicable), and other documentation as may be required by the University must be submitted to the Dean of Student Life for approval.  The Director of Personnel Services must approve solicitation directed solely to employees.

3.
Charges for use of facilities and related expenses will be determined by the University and paid by the charitable or educational group in accordance with University policy.

4.
Solicitation that competes with campus-based operations will not be allowed.

Charitable & Nonprofit Educational Solicitation, Bulletin Boards & Posting of Signs:
1.
Signs for approved campus activities may be posted ONLY on bulletin boards or on places designated by the approving authority.  The posting of signs on trees, painted surfaces, brick surfaces, and glass surfaces is PROHIBITED.  The University reserves the right to place time, manner and place restrictions on advertising by any organization/individual, and may restrict the content of the advertisement if the advertisement thwarts the aims, purposes or policies of the institution; for example, advertisement of alcoholic beverages will not be permitted.  Penalties for violation will be determined in accordance with the provisions of the Code of Student Conduct.

2.
Approval authority for the posting of signs advertising campus activities* is as follows:

General Campus and General Bulletin Boards - Dean of Student Life

Department Bulletin Boards - Individual Department Head

Residence Halls - Director of Residential Services

Student Union Building and Surrounding Area - Director of Student Union

3.
Signs on bulletin boards generally should not exceed letter size (8½" x 11").

4.
Signs advertising specific events must be removed by the sponsoring group within one week after the event.

Commercial Advertisement on Campus:
1.
The University is not required to allow any non-University related commercial enterprise or individual to advertise on campus.  However, in the spirit of good community relations, some business advertisements may be allowed.  Commercial advertisements by businesses and individuals must conform to all University regulations governing the use of bulletin boards and the posting of signs on campus.  The University reserves the right to place time, manner and place restrictions on commercial advertising by any organization/individual, and may restrict the content of the advertisement if the advertisement thwarts the aims, purposes or policies of the institution or if the advertisement violates Board policy, local, state or Federal law.  For example, advertisement of alcoholic beverages will not be permitted.  Any business or individual that violates the above stated rules would lose the privilege of advertising on campus.

Commercial Solicitation - Bulletin Boards and Posting of Signs:
1.
Signs for approved activities may be posted ONLY on bulletin boards on places designated by the approving authority.  The posting of signs on trees, painted surfaces, brick surfaces, and glass surfaces is PROHIBITED.  The University reserves the right to place time, manner and place restrictions on advertising by any organization/individual, and may restrict the content of the advertisement if the advertisement thwarts the aims, purposes or policies of the institution; for example, advertisement of alcoholic beverages will not be permitted.  The University will determine penalties for violation.

2.
Approval authority for the posting of signs is as follows.

General Campus and General Bulletin Boards - Dean of Student Life

Department Bulletin Boards - Individual Department Head

Residence Halls - Director of Residential Services

Student Union Building and Surrounding Area - Director of Student Union

3.
Signs on bulletin boards generally should not exceed letter size (8½" x 11").

4.
Signs advertising specific events must be removed by the sponsoring group within one week after the event.

Commercial Sollicitation on Campus:
1.
Solicitation for commercial purposes that competes with campus-based operations will not be allowed.

2.
Entities wishing to solicit on campus must present to the appropriate approval authority as listed below, a detailed description of the product or service to be sold/provided, proof of commercial licensure or non-profit status, as applicable; and other documentation as may be required by the University to determine acceptance or rejection of the request.

Solicitation Target Population



Approval Authority
General Campus Community



Dean of Student Life

University Employees (Faculty and Staff)


Director of Personnel   Services

University Purchases





Purchasing Agent

3.
The University reserves the right to place time, manner and place restrictions on all solicitation activities.

4.
The University reserves the right to deny approval of content or product of commercial solicitation if the content or product thwarts the aims, purposes or policies of the institution, or if the content or product is prohibited by University regulations, Board policy or law.

5.
Charges for facility use and related expenses, and compensation to be paid to the University will be determined by the University and paid by the individual, group, or business in accordance with the published University policy.

PARKING REGULATIONS:
Events Expected to Attract 40 or Fewer Vehicles

Parking space will not be reserved if an event is expected to require parking for forty or fewer vehicles or if the event will be held after 5 p.m. on a weekday, or on a holiday.  The following procedures will be implemented to provide parking for these visitors to the campus.


1.  The sponsoring organization’s representative must contact Mr. Tommy Ponson, Parking Coordinator, 


at least two weeks in advance of the event at extension #4531 or by e-mail at stlf-tip.


2.  The Parking Coordinator will issue the appropriate number of visitor parking passes to the sponsoring 


group, whose responsibility it will be to mail/deliver the passes to each visitor.  The visitor parking pass 


will indicate the date and time of the event, expiration date of the pass, and directions as to where visitors 


may park.  Visitors will be instructed to park in any unoccupied space in visitor/student parking areas.


Parking for College Advisory and Other Groups that Meet Regularly


Members of college advisory groups, and other groups that attend regular meetings on campus for the 


benefit of the University, will be issued a single parking permit listing all meeting dates for the calendar 


year.  The permit will allow these individuals to park in any unoccupied visitor/student parking space.


Special Events that Require the Reserving of Less Than 40 Spaces


Requests for exceptions to the above policy, that is, to have a parking area reserved for events that 


attract 40 or fewer vehicles, must be routed through the vice president of the respective division holding 


the event.   Once approved by the Vice President for Student Affairs, University Police will schedule


personnel to reserve the appropriate parking area.  Personnel charges associated with reserving the


parking spaces will be paid by the department/organization sponsoring the event.


Events Expected to Attract More Than 40 Vehicles


If the event is expected to attract more than 40 vehicles and is to be held during daytime class hours, the


following procedure is to be observed:


1.  At least one month prior to the event, the representative of the sponsoring department/group must


submit a request to reserve special event parking to the Office of Student Affairs.


2.  The specific area to be reserved will be determined by the Vice President for Student Affairs.  Every 


effort will be made to prevent/reduce any inconvenience to the NSU community.  If more than two


events, request the same parking area within the same week, or if there is construction in a nearby


area.  The Vice President for Student Affairs will determine the specific parking areas to be reserved.


3.  Once parking is approved, the department/organization will be asked to provide precise information


about parking to their invited guests in one of their mailings.  Students Affairs will provide the 


organization’s representative with a copy of the campus map indicating the designated parking area.  The


sponsoring organization will be asked to make copies of the parking map as needed for the event 


participants.


4.  The sponsoring department/organization will be responsible for any personnel charges associated


with reserving the parking spaces.


5.  When buses are the expected mode of transportation, the same procedure should be followed.


The parking area for the buses will be different and there will be special needs to address for loading


and unloading of passengers.  In this case, the submission of the application will serve as notification


to Student Affairs and/or University Police to alert the University community of the special traffic


situation that will occur on the date of the event.




Notice to the Campus Community that Parking Space will be Reserved


Whenever parking space is to be reserved, the following procedures for notifying the University


Community will be implemented.


1.  Two to three days prior to the reserving of any parking lot space for an event, a “parking alert”


sign will be placed at entrances of the affected parking lots.  These signs will notify the University


community about the specific parking area to be reserved and the date(s) of the reservation.  The purpose 


of the advance notification is to allow the University community to plan in advance for any possible


inconvenience.


2.  When possible, the information will also be sent to the Nicholls Worth with a request that a 


similar “parking alert” be communicated to the University in the issue preceding the date of the event.


3.  The Nicholls community will also be notified via the campus electronic mail system.
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HOURS OF WORK:
Employees are required to work 40 hours per week.  Auxiliary Services have established shifts of duty for custodial staff.  Office personnel are scheduled from 8:00 a.m. - 4:30 p.m. Mondays through Fridays.

Whenever possible during the workday, two 15-minute breaks are permitted.  An employee may elect to substitute a one-hour lunch break in lieu of the half-hour and two 15-minute breaks.

TIME AND ATTENDANCE:
Time and attendance records are maintained in the Office of Auxiliary Services, as well as all leave requests and personnel action forms.  Employees are paid bi-weekly over 26 pay periods a year.  Checks are distributed on alternating Fridays.

LEAVE:
Each full-time employee shall earn annual and sick leave.  All leave should be applied for in writing and in advance including medical or dental appointments or scheduled surgery, except that leave which must be taken in an emergency.  Applications for leave can be picked up in the Office of Auxiliary Services.

Sick leave may be taken only when the employee is sick or needs medical, dental, or optical treatment.  Employees should report absences of work because of illness to their supervisor immediately.  A leave application is completed as soon as the employee returns to work.

For more detailed information on personnel policies and rules, consult the Personnel Office.

OVERTIME:
Employees may be required to work more than 40 hours per week.  Prior to working overtime, an Overtime Request Form must be completed and signed by the organization/individual requesting the employees and approved by the Director of Auxiliary Services.

WORKER'S COMPENSATION:
All employees who incur an injury on the job or who are the victim of an accident on the job shall report the incident to their supervisor and the infirmary immediately regardless of the seriousness of the incident.  Failure to report such injury or accident may delay or jeopardize the acceptance of a workers’ compensation claim by the Office of Risk Management for the State of Louisiana.

Employees who have a workers' compensation claim and are advised by their physician that surgery will be needed must notify the Personnel Services Department prior to scheduling surgery.  The State of Louisiana requires mandatory utilization review of all workers' compensation hospital admissions.  We will contact the representative with the Office of Workers' Compensation assigned to Nicholls who will in turn notify the administrator of the State's utilization program, Beech Street of California.  The patient, physician, and hospital must get a certification number followed by written notification before the surgery can be performed.  Failure to obtain certification could result in a delay or denial of payment to the attending physician and hospital.  For emergency admissions, we must be notified immediately or within 24 hours after admission or on the next working day in order to begin the certification process through Beech Street.

STUDENT COMPLAINTS:

"Student should be aware that, should they have concerns or complaints about their program or their financial aid, this institution has a complaint procedure.  To the extent possible, students should seek a resolution of such matters through the institution's internal complaint procedure involving others.  Should the institution and respective governing board/agency not be able to resolve the problem, the student should contact the State Postsecondary Review Program office at the Louisiana State Postsecondary Review Commission at 504/342-0998". (Excerpted from state law)

Procedure:
1.
A student who has a valid, documentable complaint against any office or employee of the University, or about any program or service offered by the University may file a written complaint, along with documentation, either (a) with the supervisor of the office, service, or program which provided grounds for the complaint, or (b) with that individual's supervisor.  The complaint will be recorded in a complaint log, noting the name of the complainant, the grounds for the complaint, and the date of filing.

2.
The supervisor, the student, and the person giving grounds for the complaint will meet within three workdays of the filing of the complaint to attempt to resolve the matter.  The student must be prepared to present a resolution acceptable to him/her. It is expected that most complaints will be resolved at this point.  The supervisor will record the outcome of the discussion in the complaint log.

3.
Where the discussion has ended without resolution, if further investigation is necessary in order to resolve the complaint, the supervisor will conduct the investigation within the three workdays following the discussion, keeping notes and documentation of the investigation in a separate file, and will present the results of his/her investigation along with a recommendation for resolution, during a second meeting with the parties involved.   The parties will again attempt to negotiate a resolution acceptable to all.  The results of this meeting will be inscribed in the complaint log.

4.
If the student does not agree to a resolution as proposed, developed, or modified during the second discussion, he/she may file an appeal to the next university officer in the chain of command, within five workdays of the second discussion.  In the appeal letter, the student must state with specificity why he/she believes the proposed resolution to be unacceptable, and why his/her desired resolution is preferable.  Upon receipt of the appeal letter, the appeal officer will request that the complaint log page(s) and other records pertinent to this case be forwarded to him/her.

5.
The appeal will be decided within ten workdays, based on the student's letter of appeal as well as all notes and documentation produced during the discussions.  The appeal officer may speak with all of the parties involved, or with none, if he/she sees fit; however, the appeal officer will not speak with only one of the parties without also speaking with the other(s).  The officer will keep notes of these discussions.  The decision of the appeal officer will be inscribed in the complaint log, after having been communicated in writing to the student.

6.
Subsequent appeals will follow the procedures in (4) and (5) above, through the President of the University, who will make the final campus determination.

7.
If the student should decide to appeal the President's decision to the Board of Trustees, the procedures to be followed are those determined by the Board.

8.
Record-keeping. At whatever stage the complaint is resolved, its resolution must be recorded in the log, and a signed and dated copy of the record forwarded to the office of the appropriate Vice President.  The original will then be returned to the logbook of the department where the complaint originated.

The student is assured that no retaliatory action will be taken against him/her for filing and pursuing the resolution of a complaint.

NOTE:
All written and otherwise recorded materials relating to the filing and resolution of student complaints are considered education records, and as such, are protected by the Family Education Rights and Privacy Acts ("The Buckley Amendment").

GUIDELINES FOR HANDLING LIFE THREATENING, OR POTENTIALLY LIFE THREATENING, ACTIONS BY STUDENTS
Where Student Has Caused Some Injury To Self:
Whenever a student on campus has been discovered to cause self-inflicted physical injury, the staff person who receives the information must first call University Police.  University Police Dispatcher notifies Student Life staff member on call.

University Police transports injured student to Thibodaux General Hospital, if the injury is such that the student can be transported safely; otherwise, University Police will administer first aid and call Acadian Ambulance service.

University Police informs Bayou Oaks Hospital of student’s injury.

University Police informs an NSU counselor, if during work hours, and also Thibodaux Hospital that Bayou Oaks has been notified.

After the injured student has been stabilized by the medical staff (medically cleared), Thibodaux General will so inform Bayou Oaks.

A Thibodaux-area counselor employed by Bayou Oaks interviews the student at Thibodaux General.

Bayou Oaks counselor decides whether (1) it is safe for the student to return to the residence hall, or home, if a non-resident student, or (2) the student may be released to parents, or (3) the student should be transported to Bayou Oaks Hospital.

Once this decision is made, the Bayou Oaks counselor calls University Police, asking University Police to contact the on-call member of the Student Life staff, with instructions for the staff person to call the Bayou Oaks counselor at the hospital for a full report on the status and recommendations concerning the student.

If the decision is for the student to be transported to Bayou Oaks and the student refuses, then a hospital staff physician may issue a P. E. C., and will determine how the student will be transported to Bayou Oaks.

If the student agrees to go to Bayou Oaks, transportation will preferably be by a member of the student’s family or a friend; if neither family nor friend is available, then Acadian Ambulance will be called to transport the student to Bayou Oaks.

Where Student Has Made Threats Only, And Has Not Actually Attempted To Harm Him Or Herself
Whenever an NSU student makes a threat of suicide or of doing harm to another that is reported to any member of the NSU staff, the staff person will call University Police.  In the event the student lives on campus, the staff person will call University Police, then the on-call Student Life professional staff member.

University Police calls an NSU counselor if during work hours, and Bayou Oaks and informs them that the student will be transported to Thibodaux General for a consultation with a Thibodaux-area Bayou Oaks counselor.  Where the student refuses to be transported to the hospital for said consultation, NSU staff will give the student a choice either of meeting with the counselor at the hospital or of having his or her parents/relatives called to pick the student up from campus.  It will be explained that it is University policy for the student not to remain on campus when such threats have been made.

Where the student meets with a counselor at Thibodaux General Hospital, the Bayou Oaks counselor will follow the same notification procedure as in the first section above in order to inform University authorities of the status of the student.

Issues of transportation will be handled as detailed in the first section.

Off-Campus Telephone Communication Indicating That The Student Has Attempted Suicide:

Whether the caller reaches University Police, the Helpline, or a member of the Student Affairs staff, the person receiving the information will immediately call 911 and transmit information about the student through that means.  The 911 calls will trigger both city police and an ambulance service.  Upon arrival at the hospital, Bayou Oaks will be contacted by the hospital.  After medical procedures and counseling have been affected, the Bayou Oaks counselor will ask the student’s permission to inform us on campus.  If the student agrees, the Bayou Oaks counselor will precede in accordance with the procedures for informing on-campus staff as outlined in the first section above.

Issues of transportation will be handled as detailed in the first section above.

Follow-Up:
After the student has returned to campus, in any of the above cases, on-campus counselors will accomplish any continuing monitoring and/or services.

Only in the event that the student is returned to a residence hall at night will resident assistants and other residence hall staff be asked to check on the student’s well-being, until he or she can see a counselor the next morning.

On a larger scale, in dealing with the effects of a suicide or other crisis on the peers of the student(s) affected, the University may feel free to call upon Bayou Oaks.

((((((
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RECREATION FIELDS AND FACILITIES RENTAL FEES

The following rental rates apply to outside groups for the use of Campus Recreation fields and facilities (see memo dated 3/19/97):

SOFTBALL FIELDS:

1. Softball fields for a team - $250 per day and $500 for a weekend.



A.
Marking off foul lines - $25 (marked each morning before play begins)

B. Raking and marking off lines - $50 (if manpower is available).  This will be done once before pay begins.

FLAG FOOTBALL FIELDS:

1. $2.50 per person daily or a minimum of $200 per day

A. Line/marking of fields - $50 per day (done once before play begins)

B. Markers/Cones* - $25 per field. (It is the responsibility of the renter to pick up cones and return.)

C. Laying out and marking off new field - $150 per field

*A deposit of $25.00 is required to use Campus Recreation cones and markers.

SWIMMING POOL:

1. $1.50 per swimmer per day or minimum of $250 (Minimum period of time is 2 hours)

2. Pool may be reserved only after normal operating hours.

DEPOSITS/CANCELLATIONS/BAD WEATHER/CLEAN-UP:

1. A $50 deposit is required to reserve the field/facility.

2. In case of inclement weather, the outside party can get a refund or they can reschedule.

3. The decision to play or not to play on fields due to bad weather will be made by the Campus Recreation Director.

4. The renter must pick up all trash at the end of each day.

5. All fields/facilities must be reserved through the Office of Auxiliary Services Office.

Nicholls State University

Office of University Police

Special Events Parking Reservations

____________________________________  _____________________  _______________ until _____________

Name of Event                                                  Date(s)                                Time Event Begins        Time Event Ends

_______________________________________________   ___________________________________________

Sponsoring Department/Group                                                Contact Person/Telephone Number

Estimated Number of Vehicles:   Cars __________________        Buses _____________________


________________________________________________   __________________________________________

Requested Parking Area                                                            Alternative Parking Area

Justification for reserving parking if fewer than 40 spaces: (Please note that visitor parking passes may be issued for activities with fewer than 40 spaces needed.  Contact the Parking Enforcement Office at 448-4531.)  

____________________________________________________________________________________________

Date parking instructions to be mailed to attendees: 
__

If campus sponsored event, department name and budget to be charged for personnel assigned to work event:

_________________________     ________________________        ___________________________________

Department Name                         Account Number                              Department Head Authorized Signature

If off campus sponsored event, name and address to be charged for personnel assigned to work event:

________________________________        _______________________________________________________

Billing Name                                                     Billing Address

Request Approved by Appropriate Dean:  


                                                                     Signature                                                                              Date

Request Approved by Appropriate Vice President: 


                                                                                  Signature                                                                Date

Request Approved by Vice President for Student Affairs: 


                                                                                             Signature                                                     Date

Parking area(s) assigned/Comments: 


___________________________________________________________________________________________

Copies to: ________     _______________     _____________    ________________   ______________________

                  Sponsor       University Police        Nicholls Worth      University Relations    E-mail to Univ. Community

************************************************************************************************************************************

OFFICE OF UNIVERSITY POLICE USE ONLY

Date form received by University Police ___________________

_____________________________            _______________________              __________________________

Personnel assigned to work function            Overtime request processed              Sign posted for reserved parking

_____________________________

Number of spaces actually used

	NICHOLLS STATE UNIVERSITY


OUTSIDE SPEAKER PROPOSAL



I/We hereby request the use of Nicholls State University’s (hereinafter “NSU”) facilities on








, 20, from 


am/pm to 

 am/pm, as follows:
· Requested location: 







· Anticipated audience:

a.
Size:







b.
Type:


(e.g., students, general community, special-interest groups, etc.)





c:
Will the media be invited? 


  If so, which? 






· Purpose of the event (check all that apply):






Education






 Political






 Fundraiser






 Commercial






 Social/entertainment






 Other.  Please explain:

· Sponsoring Organization/Individual:






(Name)









(Address)







(Telephone Number)

Do you have tax-exempt status?
Yes / No / NA

I/We understand and accept responsibility for all costs assessed to me/us in relation tot he event described above.

Page Two

Outside Speaker Proposal


I/We further release NSU and hold it harmless for any claims that I/we may have against it now and in the future, and promise to indemnify NSU for any damages that may be assessed against it, in any way arising from the event described herein.


I/We have read the attached “Policy and Procedures Concerning Outside Speakers”, and promise to abide by it.





Signature of sponsoring individual or agent of organization



Date

FOR:


Name of Organization









Director of Auxiliary Services & Facilities





Date

REVIEWED:


















Dean of Student Life*







Date





Vice President**







Date





Dr. Donald Ayo, President
***






Date

· Target audience is limited to NSU community.

**
Audience drawn from on-campus and off-campus.

***
Large off-campus audience and/or media present.

AUXILIARY SERVICES

SUPERVISORY LOG

Day:








Date:







COMMENTS:

NOTE:

1.  This is a communication tool.  Please describe in detail any problem or unusual occurrence, in which your supervisor needs to be advised.  This includes, but is not limited to, maintenance problems, emergencies, discipline, security, safety, scheduled events, and room reservations.

2.  This form is to be turned in to the Office of Auxiliary Services at the end of your shift.

AUXILIARY SERVICES

BUILDING USAGE SUMMARY

Date of Function  




Type OF FUNCTION 





Organization or Individual










Number of Attendance 



Length of Program:
  
From

 To

Room Used 




Faculty Advisor Present:  

Yes 

 No

Was Security Present:


 Yes



 No

Did you open or close the building for this function?







Was set-up as specified?


 Yes


 No

Remarks regarding set-up:












Was alcohol served? 

 Yes


 No
Catered By: 

Campus Caterer
















Other Group

Was Food Served?


 Yes


 No
Catered By: 

Campus Caterer
















Other Group









 Sit Down Dinner



 Reception

DAMAGE ASSESSMENT:












COMMENTS:














Organization Representative





Building Manager

AUXILIARY SERVICES

GAMEROOM LOG

Day:








Date:







COMMENTS:

NOTE:

1.  This is a communication tool.  Please describe in detail any problem or unusual occurrence, in which your supervisor needs to be advised.  This includes, but is not limited to, maintenance problems, emergencies, discipline, security, and safety.

2.  This form is to be turned in to the Office of Auxiliary Services at the end of your shift.



REMOVAL FOR SERVICE OR REPLACEMENT


OF GAMEROOM MACHINES
VENDOR:






   DATE:

                         TIME:

Machine Removed:

Machine Replacement:

Machine Holding Proceeds of Cash Box:

(From machine removed)

__________________________________________
__________________________________________

  Vendor Representative




Student Union Representative

__________________________________________
__________________________________________

Date








Date

Remarks:

Request for Reduced or Waived Rental Fee

In consideration of the generous contribution to Nicholls State University by






, consisting of 







 (name of individual or company)


        (description of contribution)

 I/we 





, hereby request that the President of 


(name of individual or company)

Nicholls State University grant a ___reduction/waiver___ of the normal rental fee for 




       

  (please circle one)







.  The aforenamed facility will be used for

(facility to be used)

business or educational/personal  purposes.  The Office of Auxiliary Services has

          (please circle one)

ascertained that the requested facility is available for the time period requested.


I/we accept the terms and conditions of rental as expressed in the

“Significant Contribution Rental Policy.”









Individual or agent of firm









requesting use of facility

Office of Auxiliary Services confirms request is within frequency-of-usage guidelines: 

Verified By:





Approved:_________________________

Dr. David Boudreaux




Dr. Stephen Hulbert



Vice President





President



Institutional Advancement 

