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INTRODUCTION

Event planning can be fun and proper planning will result in an excellent event.  This Student Event Planning Guide has been put together to assist you and members of your organization in planning a very successful event.  Whether you are planning a campus wide event or a small gathering for a club or organization, all your planning tools are included in this guide.

When you need help planning events, please make an appointment to speak with a staff member in the Office of Student Engagement.  We are happy to work with student clubs and organizations for event planning.   

Please note that we strongly recommend that individuals plan events in conjunction with a club, an umbrella organization or through the Student Programming Board.  

 OFFICE OF STUDENT ENGAGEMENT INFORMATION
410-337-6124, ose@goucher.edu
Pearlstone Student Center, 2nd Floor

Our Mission
The Office of Student Engagement is dedicated to providing a variety of quality on- and off-campus activities, leadership development opportunities, new student programs, and late-night and weekend events that enhance the Goucher experience for students and their families.  We also offer specific support to first-year and transfer students and their parents, commuters, class officers, and the Student Government Association, and serve as a general resource to all student clubs and organizations.  Our programs aid in the transition to college, integrate in-class and out-of-class learning, and facilitate student development in all areas of their life.  We believe that meaningful engagement in the total campus experience enhances both academic and personal success, and we want to make Goucher College a fun place to live and learn.

Who Can Help You Plan
Emily Perl, Associate Dean for Student Engagement (410-337-6122)
· Contract review and approval
· Approval of films that are not booked through Lamar 

TBD (temporarily Emily Perl), Associate Director for Leadership Development 
· Oversees all clubs and organizations
· Organizes Club Summit 
· Adviser to the SGA  and sophomore, junior, and senior class councils

Christine Krieger, Assistant Director for Programming (410-337-6422)
· Contract review and approval
· Event consultation appointments available 
· Orders films from a Goucher-contracted company for student groups who want to show movies, documentaries, etc
·  Adviser to the Student Programming Board (plans weekend and late-night programs)


TBD (temporarily Christine Krieger), Program Coordinator 
· Gopher Hole management and programming

Kia Kuresman, Director of New Student Programs (410-337-6270)
· Adviser to the first year class council

Kathy Hemelt, Program Assistant (410-337-6124)
· Room reservations and tabling in Pearlstone (including OneCard Reader)

Office of Student Engagement Student Employees (410-337-6124)
· Update the digital signage around campus with all campus events
· Hang approved student event fliers around campus

Student Programming Board (410-337-6422)
· Coordinates social and entertainment programming in conjunction with the Office of Student Engagement and the Student Government Association


UMBRELLA ORGANIZATION ADVISERS

Academic:
Stacy Cooper Patterson	scooper@goucher.edu			x6192
Career Development Office

Club Sports:
Sally Baum			sbaum@goucher.edu			x6389
Athletic Department

The Creative Alliance (Performing Arts and Publications/Media:
Christine Krieger 			christine.krieger @goucher.edu		x6422
Office of Student Engagement

Faith and Identity:
Cynthia Terry 			cynthia.terry@goucher.edu		x6048
Office of the Chaplaincy

Politics and Activism:
Emily Perl			eperl@goucher.edu			x6122
Office of Student Engagement

Special Interest:
Stacy Cooper Patterson	scooper@goucher.edu			x6192
Career Development Office


ADVERTISING

On-Campus Advertising 

	Mode
	How To

	
Digital Signage
(TVs in Stimson, Athenaeum, 
Pearlstone Café, Julia Rogers)

*Not for recurring club meetings
	
1. Fill out a room reservation form for your event.
2. Mark yes on the form where it reads, “Would you like this event marketed on the digital signs?”
3.  An OSE student employee will add the event to the signs during the week of the event and delete it when the week is over.

	
Fliers/Posters
	
1.  Draft a flier (either on your own or with the help of    Communications…see below)
2.  Drop no more than 20 copies off in OSE prior to the event. 
3.  An OSE student employee will then hang the fliers in    designated areas around campus.
4.  Remove the fliers within 24 hours of the event or an OSE student employee will remove them for you.

	
Online Events Calendar



*For one-time events
	
1. Fill out a room reservation form for your event.
2. Mark yes on the form where it reads, “Would you like this event marketed on the online events calendar?”
3.  An OSE student employee will add the event to the appropriate online events calendar during the week of the event and delete it when the week is over.




Advertising Policy (Adopted by SGA 5/10)
PURPOSE: To foster the responsible use of creative advertising and information, while eliminating campus damage and reducing waste paper.

1.  Advertising for Club/Organization-Sponsored Events
a. No more than 50 table tents are allowed per event.
b. No more than one twin-size bed sheet (or banner of the same size) can be used per event.
c. Advertising is only allowed on designated bulletin boards across campus or on smooth surfaces (glass, painted or finished surfaces, or doors) using ONLY clear mounting squares. No advertisements may be placed on rock/stone work, poles, or chalk or white boards.
d. Advertisements must be removed within 48 hours of the event.
e. The name(s) of sponsoring organizations must be printed on each poster (refer to policy 4).
f. All club/organization advertising for events that have been funded by the SGA must include on the advertisement in clearly visible font, “This event sponsored by the Student Government Association.”

2. Advertising for General Club/Organization Information and Meetings
 a. No more than 20 informational fliers [8.5” x 11”] are allowed per organization.
  1.  All Goucher College radio deejays are allowed no more than 20 flyers to advertise for a radio       show.
b. Advertising is only allowed on designated bulletin boards across campus. No advertisements may be placed on rock/stone work, poles, or chalk or white boards.
c. Advertising is allowed to stay up indefinitely as long as the club/organization abides by the aforementioned policies. If another club/organization would like to advertise for an event, the group has the right to move the informational flier to another appropriate location as to make room for the event advertisement.
d. The name(s) of sponsoring organization(s) must be printed on each poster (refer to policy 4).

3. Chalking Policy
a. All chalking must clearly display the name of the club(s)/organization(s) holding the event.
b. There is no limit on the amount of chalking allowed.
c. Chalking can be placed only on outdoor asphalt and concrete within residential and academic areas of campus. No chalk shall be placed in or on any other locations, including all breezeways.

4. Contact Information
a. The name(s) and the email address(es) of sponsoring club(s)/organization(s)
must be clearly displayed on all methods of advertising.

5. Campus Mail
a. Campus-wide mailbox stuffing by student clubs/organizations is banned.
b. Mailings may be used only when sent to people on a predetermined mailing list.  All persons on such a mailing list must be added voluntarily.
c. Organizations choosing to send mailing may only use a half-sheet of paper (8.5” x 11”) for advertising purposes.

6. Policy Breach
a. Each club/organization will receive two warnings by e-mail for any advertising violation. The third violation will result in suspension of advertising privileges for the duration of the semester. Subsequent violations will be handled on a case-by-case basis by the SGA vice president of public relations and the associate director of student engagement for programming.
b. Any advertising that results in property damage may be brought to the attention of the Office of Public Safety.
c. The SGA vice presidents for public relations and clubs, as well as the Office of Student Engagement are responsible for all enforcement activities.

7. Special Exceptions
a. The clerk of elections can design and enforce all campaign advertising as outlined in the SGA Constitution.
b. This advertising policy can be temporarily suspended/altered contingent upon a two-thirds approval by the SGA Student Senate.


Professional Advertising Help from Office of Communications
Many clubs and organizations choose to work with the Office of Communications to have them design marketing materials for special programs and events.  If your organization needs any publicity material for an event, such as postcards or posters, the Office of Communications needs to have 3 weeks notice.  Please go to http://blogs.goucher.edu/projectform/ to fill out a Project Form.  The form will ask for the following information: 
· Account number
· If the money is coming from a club or organization associated with the SGA, we need a letter or e-mail from the club’s treasurer and the SGA’s president authorizing us to withdraw the cost of the items from the club’s account.  We will provide an estimate of the cost in advance.
· Number and type of materials that are needed – postcards, posters, flyers, press release, etc.
· If you want color or black-and-white materials 
· Solidified title of event, date, time and location 
· Names of all people who will be presenting or participating in an event – lecturers, panelists, performers, etc.
· A detailed explanation of the event or topic of lecturer 
· If tickets or reservations are required 
· When they go on sale 
· Ticket price/s 
· Number to call or person to e-mail for tickets or reservations 
· Who the target audience is
· If the general public may attend
· Contact information for people with questions - phone number, e-mail or Web address 
· Name of event sponsors 
· Requested delivery date of the printed material
· Photos/art/map/logo/etc. or an idea of what could be used to represent an event visually. 
· Budget 

Off-Campus Advertising and Off-Campus Guests
· Permission to advertise the event off-campus must be granted by the Director of Public Safety, and all advertising, including any publicity by the performer, must be approved by the OSE.
· All off-campus guests must be 18 years of age or older.
· Guests must show state-issued photo identification and sign a guest list; guests who are unable to show state-issued photo identification will not be allowed inside.
· If you anticipate having more than 25% of your guests be from off-campus, you must meet with the Director of Public Safety at least two weeks in advance of your event to discuss parking, the possible need of additional security, and gate staffing.
· All off-campus guests must park in the visitors’ section of the Dorsey Center parking lot; it is the responsibility of the student organization to check with the Department of Public Safety if you anticipate any parking problems.



FUNDRAISING

On-Campus Fundraising
· The Pearlstone Atrium is available for club fundraising, to publicize an upcoming event, or to distribute information.  This space must be reserved in advance by contacting the Office of Student Engagement (OSE).  
· Vending hours are 9 a.m. - 5 p.m.  
· A maximum of five clubs and/or vendors will be permitted on any given day.  

Collecting the Money
· A OneCard Reader (OCR) is available for club use in the Pearlstone Atrium, or any other place on campus where a power outlet is available.  To reserve the OneCard reader, please contact OSE.
· The OCR must be reserved in advance and is available on a first-come first-served basis. 
· Clubs/organizations may reserve the OCR up to 6 times per month, but no more than three consecutive days.  A club that has exceeded the reservation limits of that month, but wishes to use the OCR for an event may do so if the OCR has not been reserved for that day.   
· The day of the event, a club must come to the Office of Student Engagement to sign out the OCR.  The person signing out the OneCard reader is responsible for the proper use and return of the OCR at the end of the day or event.
· All student groups must keep track of sales during OCR reader use.   Sales may only be completed with a buyer’s OneCard.  OneCard ID numbers may not be recorded for any reason, including later input into the OCR.   
· The overall total of each day’s sales must be reported to an OSE staff member when returning the OCR.  A cash box is available for keeping cash and checks for fundraising sales.  Clubs/organizations are responsible for the safe storing and management of collected money.  
· The club will be responsible for all college-owned equipment used, and will be liable for lost, stolen, damaged, or misplaced equipment.
	
Please note….
· All proceeds from sales must go to the club.  Students wishing to make an individual profit on items sold must pay a $10 vending fee.  
· The College assumes no responsibility for equipment supplied by the club.  The College reserves the right to approve all equipment, advertising, and merchandise brought on campus.  The following items are prohibited for sale: electrical appliances, candles, incense, and air conditioners.  

Thinking of selling books, school supplies, or something with the Goucher logo?
Goucher College has a contract agreement with Barnes & Noble, our campus bookstore, regarding the creation and sales of logo products (t-shirts, cups, etc.) as fundraisers.  This contract agreement states:
 
The Bookstore shall also be Goucher College’s exclusive "on-campus" and Internet seller of other items typically sold in college bookstores, such as books in addition to those described in (a) above, educational supplies, notebooks, stationery, desk and room accessories, gift items, class and alumni rings and jewelry, and clothing, including any and all such items bearing a Goucher College emblem, logo, insignia or other identifying mark.
 
If your club would like to sell anything relevant to those listed in the contract agreement above, please first speak with Suzanne Galinsky, bookstore manager.  She will decide whether or not you will be able to sell your items independently, through the bookstore or not at all. 
 
This agreement does not include items that are given away, only those that are sold whether for profit or not.  

Raffles
· For all raffles, games with prizes and other lottery type fundraisers, a game permit must be obtained from the Baltimore County Department of Permits and Development Management (located in the County Office Building, 111 W. Chesapeake Avenue, Towson, MD; 410-887-3353).  
· Permit costs vary depending upon the types of games played and must be obtained two weeks before the event or raffle.  
· Applications for game permits are available from OSE. 





ON-CAMPUS SPACE LIST
In order to reserve a space for any event, you will need to fill out a room reservation form (available in OSE or online at goucher.edu) and return the form to Kathy Hemelt (x6124) in OSE.  For recurring meetings, only one room reservation form is necessary.  All forms must be completed and returned 14 days prior to your event if you require a set-up and 10 days prior to your event if no set-up is needed.  The staff of OSE have final approval over room reservations for student events.

Guidelines for Event Times
1. All indoor events must end no later than 1 a.m. on Fridays and Saturdays, and by midnight Sundays through Thursdays.   Exceptions may be made on an event by event basis.
1. In compliance with the Baltimore County noise ordinance, all outside events must end by 11 p.m. (with the exception of events with Grilling; see the Outdoor Grill Space Reservation form)

Spaces on Campus Available for Reservation 
*OSE must get approval from other campus depts before confirming availability
	Building Name
	Room Name
	Max # People
	Type of Event

	
Alumnae/i House
	Buchner Hall
	100
	Standing Room Event

	
	Scheeler Board Room
	12
	Small Meetings

	
	Patio
	75
	Standing Room Event
(must be reserved with Buchner Hall)

	
Athenaeum
	Hyman Forum*
	488
	Gathering space, lectures, performances

	
	Batza Room
	95
	Meeting room, lectures, receptions

	
	Athenaeum 422
	40
	Classroom style (Reservable after the semester’s classes are scheduled)

	



Dorsey Center
	Admissions Conference Rm
	15
	Meetings

	
	DC 105
	10
	Meetings

	
	President’s Conference Room
	15
	Meetings

	
	Dorsey Center Courtyard
	250
	Standing Room Event

	
	Kraushaar Auditorium*
	981
	Lectures, concerts

	
	Merrick Lecture Hall*
	228
	Lectures, concerts

	
	Rosenberg Gallery*
	100
200
	Open Discussions
Standing Room Event

	
Haebler Memorial Chapel
	Chapel
	250
	Lectures and Performances (not handicap accessible)

	
	Undercroft
	30
	Small meetings ((not handicap accessible)

	

Heubeck Hall

	Heubeck Lounge or Commons
	30
	Informal Gatherings

	
	Heubeck Multipurpose
	125
	Standing Room Event

	
	Heubeck Patio
	50
	Picnics (Patio grill must be reserved through Student Engagement)

	
Kelley Lecture Hall
	Kelley Lecture Hall
	144
	Classroom (Reservable after the semester’s classes are scheduled)

	

Mary Fisher Hall
	Geen Community Center
	30
	Informal discussions

	
	Mary Fisher Library
	15
	Meetings

	
	Pearlstone Café
	250
	Student Events

	
	Pearlstone Atrium
	125
	Open space topics (requires permission from OSE)

	
	Pearlstone Private 
Dining Room
	10
	Private meals or meetings

	
	Pearlstone Student Conference Room
	10
	Meetings



	Building Name
	Room Name
	Max # People
	Type of Event

	Psychology Annex

	Psych Annex Classroom
	39
	Classroom Style (Reservable after the semester’s classes are scheduled)

	
Decker
Sports and Recreation Center
	Field House*
	1200
	Athletic Event

	
	Lillian Welsh Gymnasium*
	250
	Special Events

	
	Multipurpose Room*
	75
	Special Events

	
	SRC Lobby*
	125
	Standing Room Event

	
	Wellness Classroom 209*
	25
	Classroom Style (Reservable after the semester’s classes are scheduled)

	

Van Meter Hall
	Van Meter 201
	205
	Computer lab (Reservable after the semester’s classes are scheduled)

	
	Van Meter B10
	55
	Tiered classroom (Reservable after the semester’s classes are scheduled)

	
	Van Meter G07
	43
	Tiered classroom (Reservable after the semester’s classes are scheduled)

	Welsh Hall/the “T”
	Classroom 128
	20
	Classroom Style (Reservable after the semester’s classes are scheduled)

	
	The Commons/Piano Room
	45
	Open space topics


Gopher Hole
Consider using the Gopher Hole for your next Club event.  The club or organization should contact the Program Coordinator, Christine Krieger, at least one month prior to the event to set up a meeting to discuss the event.  The Gopher Hole is open every day 9 p.m. to 1 a.m.  

Reserving Equipment for Your Event
Facilities Management Services (FMS) can provide the following equipment in rooms reserved on campus.  The room reservation form (available in OSE and online at goucher.edu) includes a space for you to indicate what equipment needs you have for that specific event.  Some equipment may require a technician and subsequent fees (see the Fees form).  When you turn in the form to Kathy in OSE, she will help you think through the details of your event.
	Furnishings
	Stage Sections (4-4’ x 8’)

	Bucket
	Table 30” x 96” (8 ft)

	Chairs
	Table 60” Round-seats 8

	Choral Risers
	Table 72” Round-Heubeck

	Coat Rack
	Table/Card

	Easel
	Tablecloths 60” Round

	Extension Cord
	Tablecloths 8 ft.

	Lectern/Post
	Trashcan

	Lectern w/ microphone
	Trashcan Liners

	Microphone – Handheld
	

	Microphone – Lavaliere (attaches to shirt)
	Audio/Visual Equipment

	Microphone – Standing
	Laptop Comp./Projector

	Microphone – Tabletop
	Projector LCD

	Music Stand
	Projector Overhead

	Projection Screen
	Projector Slide

	Stool
	TV/VCR/DVD Combo


A sound system in the Pearlstone Café has a cassette player and CD player.  To gain access to the system for an event, contact the OSE. Please be aware that not all spaces on campus have the electrical power to support a sound system or other special electrical needs.  The staff of OSE will need to consult with FMS on an appropriate venue for any event with electrical needs.
FEES FOR TECHNICIANS, FMS, AND TRANSPORTATION

Supplemental services will be required for some of your events, depending on the necessities of that individual program.  Please note that these services do have a cost associated with them; you should plan accordingly as you budget for the event. 

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

Normal business hours for FMS:   Monday through Friday from 7:30 a.m. to 4:00 p.m.

Overtime:  Monday through Friday before 7:30 a.m. or after 4:00 p.m.; weekends


Technicians
· Overtime rate: $20.00 per hour (four hour minimum)
· Cancellation of this request requires 8 hours notice


Custodians
· Overtime rate:   $25.00 per hour (four hour minimum)
· Required for an event that is scheduled to have more than 100 in attendance


Grounds Personnel
· Overtime rate:  $26. 00 per hour (four hour minimum)
· Any outside scheduled event having more than 100 in attendance also requires 
  grounds personnel at an overtime rate


Transportation
· Van Rental (12 passenger/No Driver) - $.70 cents per mile
 If you are using your own driver, the driver must be certified. Please allow 7 to 10 days for   a driver to be Goucher certified.   Please contact Calvin Gladden in the Business Auxiliary Office at 410-337-6133.  
· Bus Rental - $.94 cents per mile.
· Driver cost for business hours  - $18.00 per hour regular time
· Driver cost for overtime hours  - $26.00 (four hour minimum) 




For questions about FMS, please contact Therese Neal, Associate Director Operations/Budget 
at 410-337-6175 during FMS business hours.



SECURITY: PUBLIC SAFETY AND CROWD MANAGERS


Events Requiring Security
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK4]For any event where 75-100 attendees are expected and alcohol will not be served, a minimum of one officer is required. (Any event where 50 or more attendees are expected requires a Crowd Manager, who may be a Public Safety officer or other trained staff.  See “crowd managers” section below.)
· Any event where there are over 100 attendees expected and alcohol is not served, a minimum of two officers are required, with the need for additional officers being determined by the number of expected attendees. 
· For any event where alcohol is being served, a minimum of  one officer is required; if over 100 attendees are expected, a minimum of two officers are required with the need for additional officers being determined by the number of expected attendees. 

Fee for Security
· Hourly rate - $38.00 per officer, with a guaranteed minimum of four hours

Reserving Security
· The Events Requiring Security Form is available online at goucher.edu and in the Office of Student Engagement.
· The form must be brought to the Office of Public Safety fourteen days before the event and returned to the Office of Student Engagement with Public Safety’s signature.

Crowd Managers
·    It is Baltimore County law that any event that has 50 or more participants, a certified crowd manager must be present for the duration of the event.  The 2006 NFPA 101 LSC Sections 12.7.6.1/13.7.6.1 state assembly occupancies shall be provided with a minimum of one trained crowd manager or crowd manager supervisor.  
·    Public Safety Officers are trained as crowd managers – therefore, if you have over 75 attendees and have hired a Public Safety Officer, you are covered in terms of a crowd manager.
·    For an event with 50-75 attendees, you will need to obtain a crowd manager, but it may not need to be a Public Safety Officer.  The Office of Student Engagement staff and student employees, as well as other Goucher community members are trained as crowd managers and can oversee the event.  The cost of having a student employee serve as a crowd manager is $8.00 per hour.  Please see OSE staff members to identify a crowd manager for your event. 
·    It is encouraged that all student organization that hold events with 50 or more individuals have at least two of their executive board members trained and certified.  For more information, you can contact the Office of Student Engagement.

For questions about Public Safety, please contact 
Rebecca Dietrich, Director of Public Safety 
or Vicki Sloan, Assistant Director of Public Safety at 410-337-6112.  


PERFORMERS: CONTRACTS AND TRAVEL

When planning to hire an outside speaker, entertainer, instructor, etc, all parties must sign a fully-executed contract prior to the event.  A general contract is available online at goucher.edu and in the Office of Student Engagement for use, though certain persons, companies, etc will prefer to use their own contract.

Entertainment Contract Approval 
· When planning to hire entertainment, all parties must sign a fully executed contract prior to the event.  If the event carries any significant risk (e.g. vendors supplying rides or game or food booths at fairs; activities involving physical contact (e.g., massage, yoga) or strenuous physical activity), you may be required to have participants sign a waiver.
· Under no circumstances may a student sign a contract for a performer, band, speaker, entertainment company, etc.  
· In order to have contract approved, you must meet with the Associate Dean for Student Engagement, Emily Perl, to review the contract event process.  
· Additionally, all contracts must be reviewed by the Legal Counsel’s office for legal sufficiency and to determine if insurance will be required of the vendor or performer.  It is critical that you allow at least one month prior to your event for your contracts to be properly reviewed. 
·  All contracts must be reviewed by and signed by Emily Perl. 

Without a Contract …
· You will not be able to reserve a space or petition for funding from the Student Government Association until you meet with Emily Perl.  
· A signed contract is necessary for the Controller’s Office to issue payment.  This is to protect you, the student, from legal repercussions should the contract be broken for any reason.  

Paying the Entertainer
· All check requests should be submitted to the SGA Treasurer two Tuesdays before you want the check.  If you do not abide by this timeline, there is no guarantee that your check will be ready on time.  The Controller’s office cuts checks only once a week (typically on Fridays).

Travel and Accommodations for the Entertainer
· All reservations for travel and hotel accommodations for student organizations must go through Goucher’s online travel portal at http://www.campustravel.com/university/goucher/.  
· Goucher has partnered with several local hotels to be used for all invited performers, speakers, or guests of the college.  An up-to-date list of these hotels can be found at the travel portal under Hotels >> Preferred Goucher Lodging.  
· All flights for performers, speakers, or guests of the college as well as student travel to conferences and/or competitions must be purchased through the Flights section of the travel portal.  
· If you have any questions about this process, please contact an OSE professional staff member for assistance.

ALCOHOL REGULATIONS FOR STUDENT EVENTS

“Student events” are those events that are registered with the Office of Student Engagement or are hosted exclusively for students.  All events that are sponsored or organized by student groups must be registered with the Office of Student Engagement.

Registering the Event
· Beer and wine may be sold at scheduled student events that are registered with the Office of Student Engagement at least three weeks (15 working days) in advance.
· The Associate Dean for Student Engagement or his/her designee will review an organization’s request to register an event with alcohol and all plans for the event.  
· The event must have a theme and/or some form of entertainment to serve as its focus.  Non-alcoholic beverages and food must be available for the duration of the event.
· The Associate Dean will have the authority to grant or deny approval for the event based on a variety of criteria including appropriateness of the event, the organization’s ability to execute its plans in accordance with college policies, and knowledge of other college events scheduled for the requested time slot.
· The Associate Dean will then complete and send a liquor license application to the board of liquor license commissioners for final approval.

Event Staffing
· At least one public safety officer or an outside vendor approved by the Director or Assistant Director of Public Safety must be hired for an event where alcohol will be served.
· If more than 100 attendees are expected, a minimum of two officers are required, with the need for additional officers being determined by the department of public safety.
· One public safety officer and one faculty/staff adviser will be responsible for checking identification cards and wrist banding those individuals of legal drinking age.
· At least one executive board member of the organization sponsoring the event must be present at all times during the event.  This individual cannot consume alcohol during the event.  This/these person(s) will circulate throughout the event to ensure that alcohol is not being consumed by those who are under 21 and that those in attendance are behaving responsibly.  
· Faculty and staff advisers are encouraged to attend the sponsoring organization’s events.
· A server hired through Campus Dining Services, Office of Student Engagement professional staff or other designee who has completed appropriate training will serve the alcohol.  It is the server’s responsibility to ensure that underage and visibly intoxicated persons are not served alcohol.

Admission to the Event
· The sponsoring organization is allowed to charge admission to the event but the organization cannot include the cost of alcohol in the admission price.
· It is suggested that the organization sell tickets in advance of the event so that the projected attendance is as accurate as possible.

Purchasing and Serving Alcohol
· Alcoholic beverages must be dispensed in a separate area that is restricted to individuals who are at least 21 years of age.  
· The wrist band will be punched each time that alcohol is purchased.
· Beer or wine must be paid for per drink, at cost or above, rather than at discount rates so that the college does not subsidize the cost of the alcohol.  
· Individuals attending the event cannot bring their own alcohol.
· The maximum amount of alcohol to be purchased will be determined by the number of people projected to attend and the number of hours for the event.  This will be based on no more than one drink per person, per hour for a maximum of four hours.
· It is the responsibility of the organization sponsoring the event to purchase the alcohol.

Event Clean Up
· The sponsoring organization is responsible for clean-up (removing trash and sweeping, vacuuming, or mopping floors) and for any damages that may be incurred as a result of the event.

Violations of the above policies will result in the organization’s loss of privileges to hold events at which alcohol is served and may be referred to the Judicial Board as appropriate.


DANCES

Event Staffing
· The student organization sponsoring the dance will be held responsible for the event, and at least two executive board officers and the faculty/staff adviser of that organization must be present to supervise the entire event.  
· A public safety officer must also be hired through the Department of Public Safety.  

Dance Rules and Regulations
· Smoke or fog machines are not allowed.
· Foam dances are not allowed.
· Decorations are not allowed to be hung from or immediately in the area of sprinklers in rooms.
· Music levels must be kept at a reasonable level.  Noise complaints will be addressed and the dance organizers must comply with the requests by Public Safety officers or staff members.
· Dim house lights or professional DJ lighting must be used at all times.
· All dances must end at 1 a.m. Saturday and Sunday mornings and midnight all other nights (other than those held in the Gopher Hole).
· It is the responsibility of the sponsoring organization to clean up the space immediately following the dance.  This includes the removal of all decorations, food, beverages, etc.
· College staff have the right to remove any students and/or guests who are acting inappropriately (i.e., fighting, being highly intoxicated, violating college policies, etc.)
· If you are considering serving alcohol at your dance, please see Alcohol on p. 14.

If your dance is being advertised off campus, please review the following details:
· Permission to advertise the dance off-campus must be granted by the Director of Public Safety, and all advertising must be approved by the OSE.
· All off-campus guests must be 18 years of age or older.
· Guests must show state-issued photo identification and sign a guest list; guests who are unable to show state-issued photo identification will not be allowed inside.
· If you anticipate having more than 25% of your guests be from off-campus, you must meet with the Director or Assistant Director of Public Safety at least two weeks in advance of your event to discuss parking, the possible need of additional security, and gate staffing.
· All off-campus guests must park in the visitors’ section of the Dorsey Center parking lot; it is the responsibility of the student organization to check with the Department of Public Safety if you anticipate any parking problems.


GRILLING, FIRES, AND SMOKE…OH MY!!

Bon Fires
·  Due to the risk involved, approval will be limited to major campus wide events.  Permission must
	 be obtained by the Director of Public Safety.  
·  There are certain restrictions to keep in mind when planning a bon fire: limited open spaces suitable for bon fires, the role weather plays in executing a bonfire, as well as the availability of water resources.  
· At least one public safety officer must be present during the entire event.  
· Permits are obtained by FMS, through the Fire Department and the Environmental Protection Agency.

Candles
· Due to the risk involved, approval for the use of candles at campus events will be limited.  Typically, candles are used for religious and spiritual observances.  
· When used, candles need to be placed in a container or candleholder to prevent dripping wax. 
· The number of people and size of space is something to consider when planning to use candles.  
· If you would like to use candles at your event, you must contact a member of the OSE professional staff for approval.

Fireworks
·    Due to the risk involved, approval will be limited to major campus wide events.  
·    After receiving approval from the Department of Public Safety, you will need to contact the State Fire Marshall’s Office to get a permit.  
·    After the permit is filled out, you will need to contact the Baltimore County Fire Prevention Office and submit the application to the Fire Marshall.  You will need to include the “Shooter’s” information (the person or persons who are setting off the fireworks), time of the event, and a rain date.  The Baltimore County Fire Marshall will inspect the site and approve, disapprove or request a change in location.  
·    If the site is approved, the application will then have to go back to the State Fire Marshall’s Office for final approval.

Smoke and Fog Machines
· Due to the risk involved, approval for the use of smoke and fog machines at campus events will be limited.  Typically, smoke and fog machines are used for theatrical purposes only.  
· The number of people and size of space is something to consider when planning to use smoke or fog machines.  
· If you would like to use a smoke or fog machine at your event, you must contact a member of the OSE professional staff for approval.


Student Grilling 
Rules
· All campus grilling must end by 9:00 p.m. 
· Only the grills installed on campus grounds may be used.  
· Portable gas and charcoal grills are prohibited.   
· The individual reserving the space is responsible for safe behavior during the grilling event. 
· Use of alcohol is prohibited in the grilling area. 
· Flammable items such as charcoal and lighter fluid may not be stored on campus.
· Please leave the site as you found it.  Any damage to the surrounding environment is strictly prohibited.


Procedures to reserve
· Please reserve at least 10 days in advance or two weeks in advance if set up is required.   
· Fill out Grill and Outdoor Space Reservation form (on reverse) and have signed by an OSE (Office of Student Engagement) staff member
· Take to the Office of Public Safety for approval and return the form to OSE for processing
· Without prior reservation, please secure permission through the Office of Public Safety.  When not reserved in advance, permission to use this grill will be on a first-come, first-served basis.
· The Office of Public Safety reserves the right to refuse grilling privileges based on their ability to manage the event should an emergency occur.  


Locations
· Donnybrook Grill (near tennis courts and swing set)
· Heubeck Patio & Grill (outside of Heubeck Lounge)

  
					


OFF-CAMPUS TRIPS

This policy and procedure applies to all student organizations, including student clubs chartered by the Student Government Association (SGA), that engage in off-campus trips, no matter the duration.  Failure to comply with these requirements may result in suspension of future trips, at the discretion of the Office of Student Engagement.  Additionally, the SGA finance committee may also freeze organization funds, deny funding, and/or withdraw the organization’s charter.

Registration and Approval
· Any student organization that plans to engage in an off-campus trip is required to fill out the Off-Campus Trip Request form (available online at goucher.edu and in the Office of Student Engagement) and submit to OSE at least 14 business days in advance.
· Upon review of the form, OSE will either approve the trip, deny permission for the trip, or request further information from the student organization in order to make a decision about the trip.  
· No student organization may engage in any off-campus trip without first obtaining OSE approval.

Funding
· Once OSE has approved a trip, the student organization may seek to obtain any needed funding from a variety of sources, including its own budget, SGA, other college sources, or sources outside of the college.  
· Source of funding does not affect the organization’s obligation to comply with the requirements of this policy and procedure.

Waivers
· No later than 48 hours prior to the trip’s departure time, the student organization must provide OSE with individual waivers signed by each trip participant.  Waivers are available in the Office of Student Engagement or online at goucher.edu.
· No participant will be allowed to go on the trip without having signed a waiver.

Participant List and Itinerary
· No later than 48 hours prior to the trip’s departure time, the student organization must provide to OSE a written list of participants, and an itinerary that includes travel arrangements, destination(s), and accommodations.  

Travel and Accommodations
· All reservations for travel and hotel accommodations for student organizations must go through Goucher’s online travel portal at http://www.campustravel.com/university/goucher/.  
· Goucher has partnered with several local hotels to be used for all invited performers, speakers, or guests of the college.  An up-to-date list of these hotels can be found at the travel portal under Hotels >> Preferred Goucher Lodging.  
· All flights for performers, speakers, or guests of the college as well as student travel to conferences and/or competitions must be purchased through the Flights section of the travel portal.  
· If any travel for the trip is by college-owned, leased, rented, or privately owned motor vehicle, drivers must comply with and be approved under the college policy on Use of College-Owned and Leased Vehicles or on Use of Personal Vehicles for College-Sponsored Activities.  These policies are available online at:  http://www.goucher.edu/x2416.xml .
· If you have any questions about this process, please contact an OSE professional staff member for assistance.

Conduct During Trip
· All participants on any trip remain subject to all college policies and procedures even while off campus, including but not limited to the Student Code of Conduct and the policy on Substance Abuse and Alcoholic Beverages.  
· Violation of college policies by trip participants may result in sanctions to the participants as well as sanctions to the club, up to and including suspension of future trips, freezing of funds, denial of future funding, and withdrawal of the organization’s charter.  

 


SHOWING VIDEOS

Don’t get in trouble with the law….
· No movies or films can be shown in public spaces, including House Commons Rooms and the Commuter Commons/Game Room without first obtaining film rights.  
· Under federal law, the holder of the copyright for a movie has the exclusive right to control performances of that movie – including showings of the videotape. 
· If an individual student, staff person, faculty member, or student organization wants to show a film on campus, you must obtain permission from the copyright holder.  

…here’s how to do it legally:
· Christine Krieger in OSE can provide you with information on how to legally rent a movie and obtain the copyright permission from a film distribution company.  
· You should plan to meet with Lamar 2-3 weeks before you want to show the movie to ensure that he can get it in time.
· There are occasions when a film distributor may grant you copyright permission to show a (often an educational or political) movie directly.  If this is the case, you must provide evidence (typically an email from the film distributor) to Emily Perl or Christine Krieger for their approval. 

The only exceptions to this law are:
1. Home viewing:  A student may show a lawfully obtained video (e.g., videos rented from Netflix  or purchased from a store) to family members or a small group of friends in his/her own dorm room.  Again, this limited exception does not permit showing videos in House Commons Rooms, the Commuter Commons, or the Game Room.

2. Face-to-Face Teaching Activities:  Faculty members may show a film for educational purposes if and only if:
A. It is shown in the course of face-to-face teaching activities. 
B. It is shown in a classroom or similar place devoted to instruction. The audience is limited so that only persons enrolled in or teaching the class (and any necessary staff) may attend.  In addition, there should be an educational component such as a discussion or panel after the film.  
C. The copy of the film or video being shown was lawfully made or obtained.




ON-CAMPUS EVENT PLANNING CHECKLIST

BEFORE YOU BEGIN
· Brainstorm, sort and evaluate
· Narrow the ideas down to the event that best suits your organization’s needs and the type of outcome you are looking for.
· Drop in during Christine Krieger’s student event planning office hours or make an appointment with an OSE staff member to brainstorm your event.
· Create a budget
· You may want to petition the Student Government Association for additional funding for your event.
· Identify other organizations and departments that may want to co-sponsor the event.  They may be able to offer monetary support.
· Determine dates, times and locations
· Check the Calendar of Events online for potential conflicts.  You should also look for holidays, college closings, etc. 
· The Office of Student Engagement also has a calendar of student events in their office.  Check out the dates for other conflicts with programs on campus.

At least one month in advance
· Turn in Room Reservation Form to the Office of Student Engagement
· Set up a meeting with Public Safety for large events or events where off campus guests will be invited.
· Meet with Associate Dean for Student Engagement to review the contract.
· The OSE can provide you with a contract template and strongly prefer that students utilize this for speakers and entertainers.  However, if you have been provided with a specific form(s), please bring along the contract and rider to the meeting with the Associate Dean.
· Students are not allowed to sign contracts on behalf of the college.  This is for your protection so that you are not sued if anything goes wrong.
· Discuss whether the event requires participants to sign a waiver.
· Contact speaker or entertainment
· Arrange travel and accommodations required by speaker or entertainer.
· Be clear when speaking with the entertainer that this is a preliminary conversation pending approval of contract by Associate Dean for Student Engagement and approval of budget by SGA.
· Review the event planning guide for specific questions or concerns regarding policies and procedures
· Meet with Rebecca Dietrich or Vicki Sloan in Public Safety if your event requires the presence of a Public Safety officer
· Reserve space in the Pearlstone Atrium for tabling as well as the OneCard reader if you are planning on selling tickets
· Arrange for refreshments
· Plan and order decorations
· Develop publicity and promotion campaign

TWO WEEKS BEFORE EVENT
· Finalize room set ups with the Office of Student Engagement
· This is an important step if you need audio/visual (A/V) Equipment or other special set up needs.  The Office of Student Engagement must have this information in fourteen days prior to your event otherwise we are unable to make those requests through the appropriate offices for you.
· Create advertisements and have hung by an employee in OSE 
· Turn in Check Requisition Form for speaker or entertainment to the SGA Treasurer – signed contract and completed W-9 must be attached
· Confirm with your adviser that they will be present if necessary by event planning policies and procedures
· Keep in mind that an adviser or his/her designee must be present if your group or organization is planning a dance or an event involving alcohol.  Also, if your program is a large-scale program, it is important for your adviser to be present in case of emergencies.  This shouldn’t be avoided; again, this is for your own protection!
· Confirm speaker or entertainment
· It’s a good idea to check in with the speaker or entertainment to confirm travel itinerary and event details.
· Consider having participants fill out an evaluation of your program

ONE WEEK BEFORE EVENT
· Sell tickets
· Confirm payment with the SGA Treasurer
· Make arrangements for cash advances, reimbursements, etc. 
· Purchase supplies, but check with the SGA Vice President for Public Relations if you need something that the SGA workroom might already have for your use.

DAY BEFORE EVENT
· Pick up equipment 
· Pick up entertainment check from the Controller’s Office

DAY OF EVENT
· Decorate and set up
· Have participants fill out a waiver, if required
· Have participants fill out an evaluation at end of the event
· Relax and Enjoy

Immediately After Event
· Clean up event area
· Facilities Management Services will take care of trash removal, general cleaning, and resetting the furniture.  Be sure to collect all of your belongings and pick up major trash from the floor, tables, and other surfaces.
· Take any items left by guests to the Department of Public Safety immediately after the event. 

Day after Program
· Return all equipment
· Evaluate your event
· It’s important to work with your group to discuss the highlights and low points of your program.  Working together to process through the pros and cons will help your team program better for your next event!
· Remove posters/signs/banners as outlined in Advertising Policy
· Write a thank you note to entertainer, speaker, or anyone that you feel helped make your event successful



OFF-CAMPUS EVENT PLANNING CHECKLIST

BEFORE YOU BEGIN
· Brainstorm, sort and evaluate
· Narrow the ideas down to the trip that best suits your organization’s needs and the type of outcome you are looking for.  Choose a site that you think will be interesting and create a lot of interest.
· Be flexible.  While traveling together to and from an off-campus site has the added benefit of allowing time to do some preparation and immediate reflection, recognize that some students may live or work off-campus; therefore, it may be more convenient to meet the group at the site.
· Familiarize yourself with the Off-Campus Trips Policy found on page 19 of the Event Planning Guide.
· Drop in during Christine Krieger’s student event planning office hours or make an appointment with an OSE staff member to brainstorm your event.

At least one month in advance
· Contact the site to find out how much it costs for a group to attend
· Be sure to ask about group rates.  Many venues offer groups discounts for groups of 15 or more people.
· Create a budget
· You may want to petition the Student Government Association for additional funding for your event.
· Consider co-sponsoring your trip with other groups.  Identify other organizations and departments that may want to co-sponsor the event.  They may be able to offer monetary support.  
· Determine date and time of the trip
· Check the Calendar of Events (found on the Goucher website) for potential conflicts (i.e. sporting events, dance performances, speakers, etc.).  You should also look for holidays, college closings, etc.
· The Office of Student Engagement also has a calendar of student events in their office.  Check out the dates for other conflicts with programs on campus.
· Make an appointment with Emily Perl or other OSE professional staff member to obtain approval for off-campus trip
· Make reservations with the site
· Make sure that the site will be able to accommodate a group the size of your group on the date and time that you would like.  Be sure that the site is aware that your group will be coming.
· If a contract needs to be signed, be sure to meet with Emily Perl in the Office of Student Engagement to have her look it over, pass it onto Legal Counsel, and sign it.
· Arrange for transportation for your group
· The Office of Student Engagement can help you arrange for transportation if you have the necessary trip information (i.e. destination, date of trip, departure time, return time, and anticipated number of travelers).   Keep in mind that transportation options become very difficult to arrange during peak holidays or seasons.  It’s essential to contract with your transportation company as far ahead as possible.
· If you contact us, we can provide you with a detailed sheet of transportation companies to assist you.
· Make sure that you are knowledgeable of your transportation company’s policies regarding deposits and also cancellations.  Many times a large deposit is required ahead of time, and if you don’t act quickly enough, deadlines will sneak up on you.  Also, keep in mind the cancellation policies of that particular company when planning a trip just in case you don’t sell enough tickets to make it worth your while.
· Develop publicity and promotion campaign
· Consider how you are going to sell tickets.  You may want to table in the Pearlstone Atrium or sell tickets at the Information Desk.  If you’d like to sell tickets using one of these methods, come to the Office of Student Engagement and we can help you.

TWO WEEKS BEFORE EVENT
· Confirm reservations at the site
· This is an important step to confirm that all of the necessary arrangements have been made.
· Finalize transportation
· It’s also a good idea to check in with the transportation company to confirm your travel itinerary.
· Create advertisements and have them hung by an employee in OSE 
· Sell tickets
· Confirm payment with the SGA Treasurer
· Turn in Check Requisition Forms to the SGA Treasurer for any payments that need to be made (i.e. tickets, transportation, etc.).  Consider if you will need to take out cash advances or allow for reimbursements.

ONE WEEK BEFORE EVENT
· Purchase any supplies that you may need for the trip
· Prepare final list of participants: distribute and collect trip waivers from each person.  
· Turn in list of participants and waivers for each to OSE at least 48 hours prior to event.

DAY BEFORE EVENT
· Pick up any checks  from the Controller’s Office

DAY OF EVENT
· Meet the transportation at the agreed location at least a half hour before scheduled departure time
· Immediately before departing, take a list of names of all individuals on the trip to the Department of Public Safety
· Relax and enjoy the trip

Immediately After you return to campus
· Take a list of all individuals who did not return from the trip to the Department of Public Safety
· Take any items left by guests to the Department of Public Safety immediately after the trip

Day after Program
· Evaluate your event
· Remove posters/signs/banners as outlined in Advertising Policy
· Write a thank you note to the site or anyone that you feel helped make your event successful
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