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About Student Programs  Tulane University, as a community dedicated torleay and the advanceme
knowledge, expects and requires of all of its stislbehavior compatible with
Resources & Links standards of scholarship and conduct. Acceptanadmission to the Universit
with it an obligation for the welfare of the comniyn Freedom to learn ca
preserved only through respect for the rights béwt, for the free expression

and for the law.

All individuals and/or groups of the Tulane Univigrgommunity are expected
and act with scrupulous respect for the human tligrfiothers, both within
classroom and outside it, in social and recreatiasavell as academic activ

Tulane University will not tolerate any form of laasment or intimidation, inc
(but not limited to) sexual, racial, religious, age sexual orientation discrimi
Nor will it tolerate acts of hazing against indivals or groups or discriminatiot
its members solely because they express differ@ntgof view. The Univer
encourages the free exchange of ideas and opirbahsg)sists that the free ex|
of views must be made with respect for the humagnitli and freedom of otl

By accepting admission to Tulane University, a studaccepts its regulatior
acknowledges the right of the University to takecglinary action, includii
suspension or expulsion, for conduct judged urfsatisry or disruptive.

For a complete copy of the Code of Student Conductfudents should refer:
Almanac or contact the Office of Student Affairs atx5180.

Alcohol Guidelines

A Student Guide to the Tulane University Alcohol Bgerage Policy OnCan
Events

This guide addresses questions you may have regattie Alcohol Beverage P

Tulane University; it provides guidelines to enscoenpliance, and it offers
general knowledge about alcoholic beverage consampkhe entire policy is |
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in The Almanac and may be obtained in the followafigces: Student Affairs, ¢
Programs, Residence Life, and the Student Healthe€e Substance Abuse

All students are expected to be responsible far tven behavior and the beh:

their guests. You are expected to obey the lawadindniversitypolicies. When

alcoholic beverages creates danger, damage, aptan as determined by

University, you will be held accountable. All membef the Tulane commun
expected to be familiar with the Alcohol Policy.

If you have any questions regarding this studetitypor how it applies to a pa
on-campus event you are planning, please see yougrgtodganization advise
planning your event.

Summary of Louisiana State Law
Louisiana Law provides that it shall be unlawful &my person under 21 yeat
purchase or have public possession of any alcohelierage.

The term public possession means the possessamydailcoholic beverage fi
reason, including consumption on any street orwgyh or in any public place
place open to the public, including a club whicklé$acto open to the pub

It is never legal for a person under 21 years oldurchase alcoholic beverage
any circumstances. However, there are several ed@msfor public possess
those persons who are 18, 19 or 20 years old whatade:

a. for an established religious purpose;
b. when accompanied by a parent, spouse or legal igma2d years old or
c. for medical purposes when legally prescribed;
d. in private residences, private clubs or estabiesthts; and
e. if lawfully employed by a licensed manufacturer,oldsaler or retails

Registration of events
All on-campus events at which alcoholic beverages aredemust be register
On-Campus Social Event Agreement form may be obtdireed the Offices of ¢
Affairs, Student Programs, or Residence Life. Tarsn must be completed
submitted to youradviser within five (5) workingydaprior to the event.

All forms must be signed by two individuals. Onegmn must have attende
Responsible Hosting Seminar. After completing tlespdnsible Hosting Serr
card will be issued to each person as proof ohdtace. A copy of the Resp:

Hosting Seminar card must be submitted to the gp@te office to register the

Responsible Hosting Seminar
The host of events must send appropriate reprasergdo the Responsible +
Seminar. Responsible Hosting Seminars provide denstanding of state an
laws and University regulations regarding alcohbkwerages. The seminar wi
suggestions for successful event planning and gaoeteto reduce the risk of p
associated with the use of alcohol. For furtheorimiation, contact the Studen
Center's Substance Abuse Clinic at 865-5255.

Role of Host
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Student organizations or official living groups tiisg to host an ogampus ev
which alcoholic beverages will be served, are talsa least one representat
Responsible Hosting Seminar. After attending theisar, the representat

a. Must complete and submit the Gampus Social Event Agreement-
b. May not partake of alcoholic beverages for the tiomeof the event at v
he/she is responsible, and must be present durenduration of the e\
c. Must activate procedures for handling obviouslybneted individuals, in
ensuring they are not served alcoholic beverages.
d. Must assist with compliance of selésignated shutdown time for se
alcoholic beverages as indicated on the registrdtiom.
e. Must ensure that proper licenses and permits aeeraul, according to s
local regulations, if alcoholic beverages are swld the cover charge:
required for attendance to the event.

Note: Authority to approve private departmentalrggavhere alcoholic bever:

served lies with the various college Deans in acaclareas, with the Athletic I

in the athletic area, and with the various Admnaiste Officers in other noaca
areas.

In areas where authority remains unclear, the éeasiof the University will bes
authority as appropriate.

Those faculty and staff who have the authoritygprave events where alcc
beverages are served also have the responsibilgggure that the intent, leti
spirit of the University alcohol policy is followed

Private and Public Events Private Events
Hosts of private events must:

a. Restrict attendance to the hosting organizatioembers and their invite
b. Hold the event in an enclosed area where accdissiisd and controll
c. Utilize a guest list or invitations to restrict @s. An attendance list i
generated from the invitations.
d. Check for proper identification at the entrancéhef event. Only guests:
at least 18 years old to may consume alcoholiclages.

Public Events
Host(s) of public events must:

a. Open the event to all members of the Tulane Unityecemmunity and
invited guests.

b. Hold the event in an enclosed area where accdissiisd and controll

c. Ensure that proper identification is checked atethigance of the event. A

are required to be at least 21 years old to conglooholic beverages. #

means of identification is required for all pers@dsyears old or old:

Note: Areas where access is not limited and cdettohclude academic, athle

residential quads and most patios, and therefoeen@@t suitable for events v
alcohol is served (public or private). Some aréas are limited and controlled

http://studentprograms.tulane.edu/publicationsfiegch six.ph 7/28/200:!



Student Progran Page4 of 24

the Architecture School, Business School, Butlelt &iad the Law School p¢

Event Promotion
Hosts must ensure that all event promotion is nesipte and appropriate. F
banners, signs and invitations which advertisead@sients where alcohol will k
must not overtly or covertly state or imply an taion to participate in exce
drinking.

Department of Public Safety
Host(s) may be required to hire a Tulane Publietyabfficer(s) for oneampus «

Private events with expected attendance below 50
Tulane Public Safety may be required dependindiemature of the event.

Private events with expected attendance over 50
One Public Safety officer is usually required faeery 504150 persons expec
attend.

Public events
One Public Safety officer is always required foesv150 persons expected ti

Sales of Alcohol
Alcoholic beverages may only be sold by legallgifised vendors or permit t
Louisiana state law prohibits the collection of ragribefore or during an event
purpose.

Other Rules Governing Events

1. Hosting organizations have responsibility for knedde of University pol
Louisiana law and for compliance with those pobcaad laws.
2. Food must be served.
3. Legal age requirements for drinking will be undeost and enforce:
4. Non-alcoholic beverages, besides water, must be prdvateguests
5. Do not encourage alcohol abuse, either by statadplied means.
6. Alcoholic beverages in vats are prohibited.
7. The use of grain alcohol is forbidden.
8. lIrresponsible drinking is not an acceptable exdas@responsible beh:
Irresponsible behavior caused or exacerbated bgsske drinking may r
disciplinary action.
9. By making the choice to drink, the individual absssumes the persc
responsibility for any actions, injuries or repessions arising from suc
10. Alcoholic beverages may not be provided as freerd@svin individual stuc
to campus organizations.
11. No uncontrolled sampling as part of campus margetiitl be permitted
other promotional activities, including "drinkingmtests" are prohibi
12. Timing of events must be sensitive to the acadenmsion of the Univers
the needs of the University community.
13. People with alcoholic beverages are NOT permitbdédve the designal
of the event.
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Residence Halls
Please contact the Department of Housing and Resgdefe (x5724) for polici
guidelines regarding alcohol at residence hall esren

Public Events
Public events where alcohol is served may takeepdecFridays after 5 p.m.
Saturdays.

Final Examination and Study Period
Beginning that last day of classes and througtclibse of the final examinatior
there may be NO events where alcohol is served.

Guidelines Governing Events

1. Plan activities which can be enjoyed without kinig alcohol.
2. Attempt to develop meaningful themes which wiltatt students and
guests.
3. Use the following Tulane University formula in orde determine tt
recommended amount of alcohol to be purchasedifevant:
a. Beer-16 ounces per person, per hour
b. Wine-9 ounces per person per hour
c. Distilled Spirits-1.5 ounces per person per hour

Combinations of alcohol classifications are allovifetie total quantity does no

the maximum per person per hour. When trying temeine the quantities to

and serve, keep in mind that not all invited gueslisattend, and not all attend
drink alcohol.

A Student Guide to the Tulane University Alcohol Bgerage Policy Events
other locations (Other Than On-Campus Locations oGreek Houses)

This guide addresses questions you may have reggaitte Alcohol Beverage P
Tulane University; it provides guidelines to enscoenpliance, and it offers
general knowledge about alcoholic beverage consamplhe entire policy is |
in The Almanac and may be obtained in the followafigces: Student Affairs, ¢
Programs, Residence Life, Student Health Centeibistdnce Abuse Clinic.

All students are expected to be responsible far tven behavior and the behi

their guests. You are expected to obey the lawadiridniversity policies.When

alcoholic beverages creates danger, damage, aptan as determined by

University, you will be held accountable. All membef the Tulane commun
expected to be familiar with the Alcohol Policy.

If you have any questions regarding this studetitypor how it applies to a pa
off-campus event you are planning, please see yowrdtodganization advise
planning your event.

Summary of Louisiana State Law

Louisiana Law provides that it shall be unlawful &my person under 21 yeat
purchase or have public possession of any alcohelierage.
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The term public possession means the possessamydalcoholic beverage fi
reason, including consumption on any street orvagyh or in any public place
place open to the public, including a club whicklédacto open to the pub

It is never legal for a person under 21 years oldurchase alcoholic beverage
any circumstance. However, there are several exengotor public possession
persons who are 18, 19 or 20 years old which ireclud

a. for an established religious purpose;
b. when accompanied by a parent, spouse or legal iguma2d years old or
c. for medical purposes when legally prescribed;
d. in private residences, private clubs or estabigshts; and
e. if lawfully employed by a licensed manufacturer,oldsaler or retails

Guidelines for Event Planning
It is strongly recommended that a contract or leageeement be negotiated t
the student organization and the vendor. A versldefined as a caterer, bar, |
or other establishment where alcohol is served.vEmelor should be responsik
dispensing, serving and sale of alcoholic beverag®s any liability related tr
Vendors should make certain that all state and laes are enforced during tr
Adequate security should be provided at the event.

Student organizations should send an appropriptesentative to a Respor

Hosting Seminar, sponsored by the Student Healthe€e Substance Abuse

x5255, and are strongly encouraged to consult thigir student organization .
during the event-planning process.

Rules Governing Events

1. Hosting organizations have responsibility for knedde of University Pol
Louisiana Law, and responsibility for compliancehithose policies ant
2. Non-alcoholic beverages, besides water, should beadlailn sufficie
guantities.
3. Provision of food is strongly encouraged.
4. Alcoholic beverages may not be provided as awardasdividual studer
campus organizations.

5. Student organizations may not sell alcoholic beyesaas state law rest
sale of alcohol to licensed vendor. If an admisgioce to an event is che
the student organization, the price may not incliuee, discounted or ur

quantities of alcoholic beverages.

6. Promotion and advertising of events must be resplenand appropriate.
banners, invitations and signs which advertisead@sients where alcohao

served must not overtly or covertly state or imgtyinvitation to particig
excessive drinking.

Posting Publicity Materials

Kiosks
All recognized student organizations may postdlien kiosks. Every Monday
will be removed between noon and 5 p.m.
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Fliers must:

o Not exceed 14" by 22"
o Have the sponsoring student organization's nanmégarior written on

The student organization may post one copy oflteedn each kiosk. When pc
item, the student organization must place it irhsaigvay so as not to overlap
degree, any materials that are already on the kiosk

Any materials posted on this kiosk that do not clymth the stipulations abo
be removed and discarded.

Posting of Materials in University Center
The posting of materials in the University Cengelimited to the bulletin boar
banner spaces located in the University CentetirRpsf materials in any o
locations is not permitted unless otherwise spetiiin this manual.

Posting of Materials in Residence Halls
Only Residence Life staff may post posters, fliets, in campus residence h
organization wishing to have publicity materialsisal in a residence hall mus
copies of the flier (maximum) to the Residence l0féice located in Irby Ho
Posters cannot be larger than 14" x 22".

Mailings

ASB-funded student organizations that wish to maikhsttinvitations, packz
federal express items, etc. off-campus need tdeldailowing:

1. Take the items to be mailed to The Office of 8htdPrograms.
2. Complete a Mail Transmittal Form. Do not write yoame in the line th
"Signed By ". Leave this blank. Director of Stuc
Budgets needs to sign this form.
3. Write your organization's account number on thel Mieansmittal For
4. Attach the Mail Transmittal Form to the bundle ddihor package and le
The Office of Student Programs.

Making Copies

If an organization wants to make copies, they syjmmgled their 2xccount numt
go to the student organization workroom (Rm. 26.).C

If a student organization does not have a 2-acdoecduse they are not AS&r
they may use their 8ecount number on the copy machine in the studegaintez
workroom.

Each organization will be charged for their comasa monthly basis. It is impc
keep in mind the amount budgeted for copying indfganization's budget app

Finance Committee. Avoid spending most of the arhbudgeted for copying
first two months of fall semester. Remember thest bludget has to see you tht
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entire year.

Copying Policy

Copy jobs that require the services of a copy cantest be made at the camg

centersRichardson, University Center, and Zemurray Prgnind Copy Centet

of the campus copy centers do not have the equiponeasources to compl

printing job, they will refer the job to an ofampus printer. Only the campu
centers can render such a decision.

The Copy Centers offer competitive prices and raywidaround for copying w
addition, the Centers have the capabilities to pcecenlargements, reduct
oversized copying, folding, binding, stapling aing desktop publishing

typesetting. Student organizations may have laugatfies of copies deliverec

Office of Student Programs.

Once a student organization receives an estimatbddacost of a particular cop
they need to complete an Interdepartmental TrarBf¢to pay for the copies
organization's z&ccount needs to be on this form. After allowing tmtwo da
process, the student organization needs to takgrtioessed I.T. to the Copy

The Richardson Copy Center, located in the SchbAtchitecture, is open fro
a.m. to 4 p.m. Phone (x5531)

University Center Copy Center, across from the F@odrt, is open from 8:30
6:30 p.m. Phone (x5226) FAX (504-865-6715)

University Printing and Copy Center, in ZemurrayllHa open from 8 a.m. to
Phone (x5225) FAX (504-865-6708)

Receiving/ Sending Faxes

Any ASB-recognized student organization may receive or &exek in the st
organization workroom (FAX 504-865-5287).

The fax machine works like a University telephoer example, to fax somei
New Orleans, you would dial "9" and then the phoamber. For out-ofewn ca
would dial "7", the area code and phone number tl@d your assigned lordjs

code number.

If you are expecting a fax, be sure to have thegesending it put an individue

on it as well as the student organization's namiéhdurt this information, it is d
to identify faxes.

Key Policy

The Office of Student Programs will issue keysutharized members of st
organizations which have offices. No one shouldpke&ey during the winte
summer break unless special permission has beeiveddrom the student orgi
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adviser.

Each student desiring a key needs to completedeBtiKey Assignment Formr
Office of Student Programs. These keys are nosteaable. The key holder i<
responsible for any loss.

The key holder needs to return the key to The @ffitStudent Programs wit

days after the election of new officers of the oiigation in which the key holc

member. The key holder also needs to return thefkayysome time during

academic year, he/she resigns from the organizdfitime key holder loses tr

during this period or otherwise fails to return ey as required, he/she shall 1
$25 key deposit.

The Office of Student Programs may recall the kegng time. The key holder
notified in writing via his/her organization's mailthe event of a recall and mt
the key by the date specified in the notification.

Guidelines for Conducting Raffles for Fund-RaisingPurposes

The sponsoring organization must first obtain #edicense from the Louisiar

Police. The Office of Student Programs can procolgies of the application fo

completed form should be submitted to the addregb® application form alot
the required supporting documents and a $50 lickese

Once the state license has been obtained, the@punerganization needs to
Bingo, Keno or Raffle License from the city of N€wvleans. To obtain such a
the following documents must be submitted:

1. A written application on the Department of Finafmens 30 days befo
event will take place.
2. A copy of the IRS letter indicating that Tulareshaxexempt status
accordance with 501 c 3 statute. This letter iglavi in the Office of Si
Programs.
3. An affidavit from each person conducting the gastasing that they are
members of the organization, are responsible ®ofterations of the gan
resides in Orleans Parish.
4. A sworn affidavit by the applicant that he does cmtduct a bingo or re
any other parish in Louisiana.
5. A photocopy of the state's Bingo or Raffle Licens
6. A check for $100 (for a Bingo License).
7. A check for $10 (for one annual raffle).

Notes:

e The total sum of money collected cannot exceedd®per event. This ir
potential winnings.
¢ Upon completing the activity, the organization msigbmit a financial re
the New Orleans Department of Finance, Bureau g&Ree, Bingo Lic
Section.
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Policy on Use of Tulane's Name and/or Logo By StudéeOrganizati

Any use of Tulane University's name and/or logosiby student organizatiol

conform to this policy. Failure to follow this poji will result in disciplinary a

against the individuals involved and in forfeitwfeall goods imprinted with Tt
name and/or logos.

1. Application
This policy applies to any use of Tulane's nameheruse of any logo id
with Tulane University, including but not limited the Green Wave, the
"T.U.", the name Newcomb College and the oak toge | and those logc
in the appendix to this policy.

This policy covers the use of Tulane's name arldgws on any item wha
including but not limited to clothing, novelty itenand any other ite

2. Approval
Any student organization wishing to produce gooeisring Tulane's nam
logos must first submit the design of the itemhe Office of Student Prc
for approval. The Assistant Dean of Students waprave or reject desigr
on Tulane guidelines. Designs will be rejectedhéyt contain:
a. References to alcohol or drug use;
b. Sexual references or insinuations;
c. Racist, sexist or heterosexist overtones; or
d. Any other matters not in good taste.
3. Goods Sold for Profit
If the goods bearing Tulane's name and/or logobeirey sold for profit, i.
the intent of raising money beyond the actual cbshe goodswvhether ol
profit is actually realized, the student organiaatmust pay a rights fee
This fee must be paidat the time the design is #tdurfor approval. Th
does not apply to ASB-funded student organizations.

4. Goods Sold Not for Profit
If the goods bearing Tulane's name and/or logdangg sold strictly to m
of the organization producing the goods withoutititent to make a prc
rights fee will be collected. In general, thesedgpshould also bear the
and/or logo of the student organization involvetsoAthe number of it
produced should not exceed twice the number oftexgad students ir
organization, and in case can the number of itewslved exceed 3(

5. Policy Appendix Registered Names and Logos of Tulane Unive
o The Tulane University of Louisiana

o Tulane University

o Tulane

o T.U.
o The Green Wave
o Lady Green Wave
o Newcomb College

o Newcomb

o Green Wave logo
o Rolling Wave logo
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o Newcomb Oak Tree logo
o Tulane seal
o Newcomb seal

Public Demonstrations

Tulane University defends and practices freedothafight and expression. Wi
mind, certain guidelines have been establisheddardor student organization:
in cooperation with the University. The Code ofdnt Conduct states that ar
rally which interferes with the educational proces$Jniversitysponsored acti
considered to be a violation of the Code and olvErsity standards of condu
further information refer to Article 111, sectiond the Code of Student Condur
in The Almanac. This will ensure that individuglsrsonal freedoms are not ii
upon by others.

If your organization plans a demonstration or ratighould first contact The C
Student Programs. The organization should provideCiffice with the purpose
demonstration, the location, the time, and the etguenumber of participant:
Tulane Department of Public Safety should alsodrgacted and informed of ti

In addition, the Tulane Department of Public Safesy require a specific nur

off-duty officers to be present. Because these®f§ will be offduty, the stus

organization will be responsible to pay for thaadfs. Organizations need to t
cover this cost.

Rallies and demonstrations may not occur at theaeoés of buildings, on cros:

in the streets. Instead, it is encouraged that suehts occur on the University

ASB Pocket Park. Reservations for quads and ASBddeark are required ¢
conflicts between organizations do not occur.

Long Distance Telephone Calls

Long distance phone calls made by student organizatembers must be

University/student organization business only. 8tusg have the option of mak

with their adviser or by acquiring a Long Distarfaeress Code. These cod

assigned by Tulane's Telecommunication Office. LDigjance Access Cc

Authorization forms are available in The OfficeSitident Programs, Suite 2(
University Center.

e The user assumes full responsibility for all calisde on the long distan:
Phone codes issued to organization members aeeusdd for Univer
business related to student organizations excllysi®d phone codes ar:
kept confidential. Organization members are lidbtecalls made on thei
by any unauthorized parties who gain access todbe.
o The user must keep a log of all business phons.dalhg Distance Acce
Use Logs are available in The Office of StudenigPams. Check with
organization's treasurer/business manager andeadoismore informati
maintaining these logs.

End of Semester Programming Guidelines
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All student organization programming (i.e. actedj events, meetings and tl
must end by 8 p.m. on the last day of classes satlester.

Use of Sound Systems in Open Areas

If approval has been given to a student organiaatieey may have sound sy:
events to be held in open areas on campus. Howneestudent organizatior
adhere to the specific times to operate the soysigiss.

ASB Pocket Park
Monday to Friday
Noon - 1 p.m and 5 p.m - 7 p.m
Sat urday to Sunday
After Noon

Quads
Monday to Friday

4 pm - 6 p.m
Sat urday to Sunday
Open

Non-affiliate Policy

Any Tulane student may participate in ASiBided student organizations. Al

only Tulane students (full or part time), faculyaff and alumni may hold of

within these organizations, natfiliates of Tulane University may participai

paying a $20 student activities fee each semertes.fee will cover their mem
in as many organizations as they are interested¢h semester.

These nonFulane participants must also sign a waiver retigihe University fr
responsibility in the case of accidents or injurl@&iver forms are available in
Office, Suite 218, University Center.

Any organization whose membership is not based apsgiect number of comr

positions may choose to have nbalane individuals as members. Each orga

responsible for reporting these members on thembaeship list submitted to |

Committee, for collecting the fee and for turninghat money to the ASB wit

first month of the non-affiliates' membership. Agrpup that fails to report noait

members will have its budget frozen until an actimembership list is submi
the necessary fees have been paid.

ASB Finance Committee

The Finance Committee is the executive branch@®™8B responsible for allc

student activity fees to student organizationgpfagramming and operationa

Any ASB-ecognized student organization, except for thbaerestrict membe

some way, may request funding; hearings are held garing. The board delil

funding requests and makes recommendations tdubers senate, where ¢
decision is reached.

ASB Van Policies
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The ASB owns and operates a pool of vans to astsident organizations witl
transportation needs such as traveling to confeereompetitions or other un
related events. The ASB established the ASB Mobtai B specifically monitor

of the vans and maintain the condition of the vielsic

The use of these vehicles is a privilege, not trigranted to ASB fully recogn
funded organizations. Consumption of alcohol, smglkind reckless driving v
the vehicles are strictly prohibited.

The following procedures must be followed to ob@mASB van. Failure to ¢
with these rules may result in forfeiture of ASB tdoPool privileges.

Procedures

1. A completed request for must be submitted to THe®bf Student Prog
located in Suite 204 of the University Center. \Gihrequests are due
three weeks in advance of the planned departuee Aatehicle issuance

which details the status of an organization's refjwell be returned tc
organization's mailbox approximately two weeks ptoothe date of dep
Priority status will be given to those groups thate used the vans least
in their request on time.

2. No request form will be processed unless it is deted in full, including,
limited to the organization's account number, paegpand destination of
name(s) of the organization's member(s) who wiltlbeing as well as
signature of the organization's adviser. Fostate trips, a list of all pas:
who are not students and employees of Tulane Usityenust be submiti

out-of-state trips, a list of all passengers isinesyl.

3. In emergency situations, requests will be acceatele discretion of the

E.V.P. and the ASB Resource Associate.

4. One contact person should be designated by th@iaegeon making a v:
request. This person should communicate with thB R8source Associ
is the designated person to pick up keys oncewertdas been approve
are available one workday prior to departure in Difisce of Student Pro
Suite 204 of the University Center. The contacspershould present ap

identification and the vehicle issuance form inesrtb receive keys.

5. University risk management and insurance policéegiire that each pi

driving the vehicles obtain certification priordaving the vehicles. T

certification requires that one have a valid U8/al's license and that ol

short checlkoeut drive with a proctor approved by the ASB Reseuksso

This certification process is arranged throughAB8 Resource Associat

in Room 27 of the University Center and is offea¢deast three times ea
throughout the school year.

6. The vans are parked in designated spaces in thretHat; which is loc:

behind the Reily Recreation Center, and must hemet to these assi

spaces.

7. Van keys and Vehicle Inspection Forms, which mestampleted for ee
used, must be returned to the ASB Office, Suite &lt8e University Cer

10 a.m. of the workday morning immediately follogioompletion of
scheduled trip. Drivers are responsible for ingpgdhe van before and
trip.
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Policies

1. Only ASB fullyregonized and funded organizations may use ASE
2. Vehicle requests are due three weeks prior tadgarture and priority st
be given to those groups who have used the variedbe Requests are .
after August 1 for fall semester trips and aftec®uaber 1 for spring se
trips. Summer trips will be decided on a casezhge basis by the ASB F
Associate. Due to competition between approxima28ly groups eligible
ASB Vehicles, it is advantageous to submit requastsarly as possible
to enhance the chance of receiving a vehicle feqaested date.
3. The organization is responsible for returning tha with a clean interic
garbage should be disposed of at the end of egclitttra garbage b
inspection forms and a utility brush are providedhe dashboard compa
each van.
4. Absolutely no smoking or alcohol consumption wil permitted in the
5. The vehicle must be returned to an ASB Motor Pssigned space in th
parking lot with a full tank of gas and be left vall doors and all winc
closed and locked.
6. Organizations are responsible for all damagesdwéhicles that occur v
their possession. The organization'acgount will be charged for all darr
fines. (The organization president will be respblesfor handling the
payments.) If these monies are not submitted wibhie month of notifice
amount owed, van privileges will be suspendedhis point, the ASB wi
with the organization to set up a payment plan. fBHewing fines for pc
infractions will be assessed to the organization:

7. In the event of an accident, organizations wilrégponsible for the first
damage repairs plus 30 percent of the balance éxacp$250. Protocol tc
in the event of a breakdown or accident are irdtesh pocket of each
8. If an organization takes a trip greater than 20@@swound trip, it must t
the van is serviced according to the maintenanicedide. (Oil must be ¢
every 3000 to 4500 miles.)
9. Any organization found to have intentionally prostifalse information,
have used a van for any purpose other than statdteovan request form
automatically suspended (or a like sanction todmdid by the Motor
Advisory Board) from the privilege of using an AS®tor Pool Vehicle f
full year from the date the van was illegitimatabed.

10. Failure to notify the ASB Resource Associate ofoedlation of vehicle re

will result in suspension of that organization'sieée privileges.
o If the vehicle was to be used for less than 24 sidhe organization
suspended from using a Motor Pool Vehicle for ormatin from the

the vehicle was to be used.
o If the vehicle was to be used for more than 24 $iailne organizati
be suspended from using a Motor Pool Vehicle far tmonths froi
date the vehicle was to be used. Cancellation brighade in writin
phone 24 hours in advance of the organization'scidbd departur
However, out of consideration to other organizatiaino may wish
vehicles, please notify the ASB Resource Assoaatancellation ¢
as possible.
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Quad Policies

There are seven Tulane quads available for stuatganization use: Bruff Qu.
Engineering Quad, Monroe Quad, Newcomb Quad, Bréweld, University Ci
Quad, and Zimple Quad. The Department of Campusedgon is responsib
maintaining and reserving all outdoor recreatidaailities. Campus Recreati

established a list of specific requirements fordjaaents.

1. Bottles and cans are prohibited on the quads.

2. Trucks or other vehicles are not to be driven éhéoquads under a
circumstances. Expensive sprinkler systems have installed beneat
surface of the quads and will break under the pressf a car or truc

3. Student organizations wanting to set up tents emgtrad(s) must make
arrangements with Physical Plant before drivingesanto the grour

4. Campus Recreation reserves the right to withdrawge of any quad in

of inclement weather.
5. The Tulane Alcohol Policy must be followed whenngsTulane quau
6. Crawfish are permitted only on specially designaiées. The Bruff, New
Brown Field, and University Center Quads will NO& imade availabl
crawfish. An organization which reserves other guadl be required to |
fee to have the quad vacuumed by Physical Plarm.féa ranges from
$1,000.

7. Vendors are only permitted on University quadsrdustudentsponsored
Before a vendor reservation can be confirmed, & cba completed ve
contract for a sale must be on file with Campusr&atton's Programs O
the Reily Center. Student organizations may nohspomore than two \
per semester. After approved, vendors are permatt@adximum of three ¢
semester. These conditions coincide with UniverSiyter vendor poli

8. During studensponsored activities, animals will not be permitbeda
University quad. In addition, bicycles, motorcads;. are also not perm

Quad Vendor Policy

1. Merchandise vendors must submit, in proposal feriaescription of tl

merchandise or products and price list, to theesttidrganization and to

Recreation's Programs Office, in the Reily Cemdirvendors will be reqt

furnish all customers their permanent address @leghione number for c
complaints, problems or concerns.

All vendors must comply with all laws, statutegyukations and ordinanc

State of Louisiana and the city of New Orleans, alhdgencies there

2. Sponsored merchandise vendor sales are limitéullaws:

a. Sales are limited to the duration of the event.
b. A maximum of one display and sale per semestdlowsed for ei

vendor.
c. Each student organization may have a maximum ofs@les per se
3. Items sold must adhere to the following guidedine
a. Weapons, drugs, or drug paraphernalia are pteHtibi

b. Merchandise must not reflect an irresponsibleuatéttoward alce
c. Merchandise must not be of serious offense toghaups or indivi
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d. Merchandise must not be in direct competition whik Universi
Bookstore or other student organization sales.
e. Merchandise may not be unsafe or hazardous toupgnoto a
individual's welfare.
4. Vendors will not be permitted to store or leave amgrchandise, prodt
equipment overnight on the University's quads.
5. Vendors must meet all necessary requirements éatyat liability towe
individual and property while vending on campusfu’e and debris gen
the vending area is to be removed at that time.
6. Campus Recreation's Programs Office reservesgheto approve or dis.
a vendor and his/her product. All regulations agekfare determined by
Recreation.
7. Vendor (food, beverage, merchandise) fees ai@law/s:
o rental fees = $75/day/quad
All fees must be prepaid at times of vendor regigin at Campus Recr:
Programs Office, in the Reily Center.

All fees are Non-refundable

8. Appropriate signed forms from Campus Recreationtiegprominen
displayed on the site. The name of the sponsoturdest organization m
be displayed and must be on all vendor advertis&snen
9. Vendors may not solicit or coerce individuals id@rto promote the s
merchandise. Only tables and the area providesdias are to be utili
External equipment must have prior approval. Peanafixtures/equipm
guads are not to be used.
10. Vendors must adhere to all University policies araly not cause disrug
the normal operation of the University's quad areas

Requesting Quad Space
Major Traditional Events Planned Each Year

1. An Outdoor Facilities Request Form should be fieth the Programs O
the Department of Campus Recreation as per ediaellideadline dat
2. Specific event information should accompany allesis in writing, outlir
activities of the event.
3. Events will be reviewed for appropriateness, ptydisting and space ave
4. If necessary, a meeting will be arranged with tfganizational represent:
adviser to review and evaluate the requirementthimparticular eve
5. Atimetable for completing the specific requirensewill be forwarded to |
organization and the adviser. This will includeafie Tulane policies reg
the use of Physical Plant, the Department of Pigsifety, alcohol, foo(
vending.
6. A signed confirmation of standing reservation Wil sent to the organize
its adviser upon successful completion of the $pe@quirements.
7. The Tulane Department of Public Safety will receaveopy of this confirt
8. All deletions/additions to the event once confirnmedst be reviewed k
Programs Office.

Special Events (A "one time only" event)
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1. A formal written notification should be received the Programs Office
Department of Campus Recreation at least four weeldvance of the :
event.
2. Specific event information should accompany allesis in writing outlin
activities of the event.
3. Events will be reviewed for appropriateness, ptydisting and space ave
4. If necessary, a meeting will be arranged with tfganizational representi
adviser to review and evaluate the requirementthiparticular eve
5. Atimetable for completing the specific requirensewill be forwarded to |
organization and the adviser. This will includeafie Tulane policies re(
the use of Physical Plant, the Department of Pigsifety, alcohol, foo(
vending.
6. A signed confirmation of standing reservation Wil sent to the organize
its adviser upon successful completion of the $pe@quirements.
7. The Tulane Department of Public Safety will receaveopy of this confirt
8. All deletions/additions to the event once confirnmegist be reviewed
approved by the Programs Office.

Weekly Activities

1. All requests should be made to the Programs Officke Department of |
Recreation.
2. All requests will be reviewed with existing schestl events.

Priorities

First
Programs administered by the Department of Camasetion or Exercise ¢
which primarily serve the student population. Thieetude Informal Recreatio
and Intramural Sports, Exercise Science crediselgsand ROTC Academic cl
experiences.

Second
Other programs sponsored by the Department of CarRpareation, Exercise
or campus programs working in conjunction with Caspecreation or Exe
Science. These include Adult Activity Classes, @@h Programs, Cardis
Rehabilitation Program, Physiology Testing, He®&littst and University Collec
credit classes.

Third
Programs sponsored by organizations renting thktyaas categorized into thre
USER, SPONSORED, and NON-AFFILIATED.

Fourth
Non-rental campus events or groups wanting to ti@d event on campus.

University Center Policies

Access:Students are not permitted in the University Ceattr hours without ¢
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permission from the Director or Assistant Diredimr Operations of the Cel

Animals: No Animals are permitted in the University Cerdgcept for those a
the visually or physically impaired.

Bicycles: No bicycles are permitted in the University Cen@wners are subje
fine.

Clothing: Shirts and shoes must be worn in the Universityt€reat all time

Fires: The University Center is protected by a systersnobke detectors tied

main building alarm. In the event that the alarmrgts, patrons must proc

immediately to the nearest building exit. Once migshe building, patrons mu

to an area at least 40 feet from the exterior eftthilding. No one is allowed

terrace of the University Center when the alarmdmamded. Everyone must

outside the building until the atllear signal has been given by the Departmel
Safety and the building is reopened.

No candles or other open flame may be used in thedisity Center.
Gambling: Gambling of any nature is prohibited in the Unsigr Center.

Rollerblades, Skates or Skateboards: Use of rddldds, skates or skateboar:
permitted in the University Center.

Smoking: Smoking is not permitted in the University Cerdggcept in the Rath
Smoking is not permitted in the lounges, corridogst rooms, meeting roon
offices occupied by more than one person (as redudy the University Smc

Policy.)

Vendors: SeeUniversity Center Vendor Policy

Room Reservation-No Show Policy

1. Student organizations which are registered with Offece of Student Pre
are eligible to use University Center (UC) faadi#ti Scheduling requests
granted only to those organizations in "good stagitas defined by The

of Student Programs.
2. Only executive board members and advisers are gethido schedule
facilities for use by student organizations. Retgigsust be made in pers
UC office, Room 109. This may be accomplished bygleting a resen
request form at the UC office, signed by the orgatmon's adviser. Cance
changes or additions may be accomplished by visdimphoning the UC
ext. 5196.

o Student organizations under review by the StudeatyBAdministr
Council of the Associated Student Body for provisibrecognitio
permitted to reserve one (1) UC room, one (1) baspace, and ¢
UC booth. During this time, the signature of theA&BAdviser, in

Office of Student Programs, is required.
3. A student organization is considered a "no showjt@up members ha
utilized reserved area within 30 minutes after dalhed time. "No shows"
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monitored by UC staff on a semester basis. Thetisasdisted below w
imposed for violations of the "no show" policy.
o The first "no show" will result in the student orgzation receivir
written notice of warning from UC staff via the ask.

o The second "no show" will result in the studentaprigation losin
scheduling privileges for a period of two (2) acadeweeks. Duril
time of suspension privileges, all previously amea scheduling re

will be canceled.

o The third "no show" will result in the organizatitwsing its schec
privileges for a period of eight (8) academic wedksring the time
suspension of privileges, all previously approvelaesiuling reques

be canceled.
4. To avoid a "no show", student organizations shougdke cancellations as
possible prior to the scheduled event.
5. Appeals must be directed to the Chairperson obtthigersity Center Ad'
Committee.

University Center Vendor Policy

1. Vendors must be sponsored by a recognized studganmiaation or Univ
Department.
2. Sales in the University Center are permitted ahtens and areas provi
reservation only through the University Center @giens and Reserv.
Office, Suite 109, University Center.
3. Counter space reservations must be made by themmog student orgat
or University Department, not the vendor.
4. Vendors must submit, in proposal form, a descnptbtheir merchand
product(s) and price list(s) to the student orgaiion or University Depa
and to the University Center Operations and Reserv®ffice, Suite 1
University Center. Vendors must also leave a peenaaddress and tel
number in order to refer any customer complaints.
5. Vendors must comply with all laws, statutes, retioie or ordinances
State of Louisiana and the City of New Orleans, alhdgencies ther:
6. The sale of merchandise by sponsored vendorsishéthited as follo
a. A threeday period of display and sale of merchandise it
b. A maximum of one display and sale privilege per aster is allow
the vendor.
c. A maximum of two sales per semester is allowedfmh sponsc
student organization.
d. Merchandise may only be placed on the top ottheter.
e. All sales must end at time agreed upon.
7. Items sold must adhere to the following guidedine
a. No weapons, drugs or drug paraphernalia maylde so
b. Items must not reflect an irresponsible attitudeaia alcohol
c. Items must not degrade groups or individuals.

d. Items must not be in direct competition with theingnsity Books

e. No bake sales may be held in the University Gente

8. Vendors selling food must meet the following dtinds:
o All food must be prepackaged.

o Food labels must list the ingredients of the produc

o No baked goods and other food items are permittdet tsold in
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University Center, except for ppackaged, labeled foods that he

prepared at a licensed business establishmenngraioy.
9. Vendors are not permitted to store any mercharatiseaterials in the Un
Center. The University Center reserves the riglitispose of any matet

merchandise left in the Center.
10. Vendors are asked to keep their areas neat andpgosg of any trash t
generated.
11. The University Center reserves the right to appmveisapprove a venc
his/her product. Also, they reserve the right ttedaine regulations and
Booth space can be revoked at any time.
12. The established fees for sponsored vendors ocagigpace in the Univ
Center are as follows:

a. A $50 fee must be paid in advance to the sponsariggnization.
check must be made payable to the sponsoring @asom; this m
paid to the sponsoring organizatigmior to sales, in The Office of
Programs, Suite 204, University Center. In addjteomy commissio

the percentage of sales must be agreed upon preales.
b. Rental fees are payable in advance to Tulane UsityeCenter, Sui

University Center.
= Counter or table space: $20 rental fee per day
s UC Square: $40 rental fee per day
= Pedersen Lounge: $70 rental fee per day
c. The names of the sponsoring student organizatidnorersity Dep
and the vendor must be prominently displayed orfrihre of the ¢
booth and on all vendor advertisements.
d. Vendors must remain behind the sales counter arydhawisappro
persons passing through the University Centerampte the sal
merchandise.

e. No object external to the booth may be used inthigersity Cetr
without written permission. This includes displases, carts, etc.
not limited to these items. In addition, vendotifizibhg booth space

permitted to adhere anything to walls, glass orctigng.
f. Student organizations must deposit their colleéed and an
percentageof the sales at the end of their stdy Stitdent Program

204, University Center.
g. Vendors must adhere to all University policies antidisrupt the r
operation of the University Center.

Glass-Encased Bulletin Boards

The University Center has a number of bulletin deaEvery bulletin boart
designated for a specific type of publicity materia

Media Notices
This board is for the display of materials directyated to student media on «
Supervision of this board is the responsibilitytteg Director of Student Media.
materials on this board the key must be obtainaah fnim/her.

TUCP, Club Sports, Health Services, Associated&tuBody, Intramural Sy

CACTUS and Greeks These boards are for the digglayaterials of the ab
organizations or departments and may be utilizétie@sdeem appropriai
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Organization leaders should have the key(s) tdotad assigned to their orga

The bulletin boards in the University Center am pinoperty of the University
and are assigned on a yearyaar basis by the University Center Advisory Ct

All publicity materials placed on bulletin boardsthe University Center must

sponsoring student organization's name on thenubliqity item or notice may

put on one bulletin board in the University Cengthough it may fall under a

of the bulletin board categories. This is stipudage that all organizations he
opportunity to display materials.

The University Center reserves the right to remawe material from the bulletil
it deems inappropriate or which fails to complywéiny of the rules set fortr

Banner Policies and Locations

There are four locations in the University Centdeve banners may be disg
These four locations are:

e The glass above the quad entrance doors.
e The railing overlooking the main lobby on the sattevel of the Cen
e Two locations along the railing overlooking the mbbby on the Mezz
level.

A banner location may be used for up to three gaigs to the event it is publi

plus the day(s) of the event itself. The total nemdif days may not exceed fi

banner is not advertising a specific event, thenbafocation may only be used
days.

A banner hung on the Mezzanine and UC railings nayexceed 3' in height a
length.

A banner placed on the glass over the Quad Ent@dmaemay be made in twc

1. A banner can be made using three pieces of papgeaseach piece is att
a glass section. Each glass section measures'X 3/@ 1/2".
2. A banner can be made on one piece of paper whmhigmot be larger tl
3" in length and 5' 3" in height.

Note: Remember to leave at least imdh border and plan for the dividing m
when doing it this way. The mullions are 2 3/4" wiid

It is the responsibility of the organization to gaand remove their banner
organization can use up to one banner locatiomumeth.

To arrange for use of a banner location, the omgdinin needs to submit a B
Request Form. The wording and a description oflbgtration must accompe
request. Forms are available in the University €e@fperation and Reserv:
Office, Room 109 of the University Center. The UWnsity Center Operation
Reservations Office will confirm the request basadavailability of space. Al
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location space is only confirmed when an organrateceives a Computer Re

Form from the University Center Operations and Reden Office indicating t

request has been confirmed. In addition to thesgeifderior locations, there |

additional space which is located above McAlistev®in front of McAliste
Auditorium.

To have a banner hung over McAlister Drive, theanigation needs to:

1. Complete a Physical Plant Job Order and taketited®hysical Plant Of
weeks before banner is to be hung.
2. Arrange with Physical Plant to hang and remoeebidnner.
3. Submit a Job Order three days before banner is taubg to pay for cc
hanging and removing the banner.
4. Deliver banner to Physical Plant three days bebaremer is to be hu

The estimated fee to have a banner hung acrossiseADrive and to have it r
is $75. However, this fee may be adjusted depenalinipe extent of labor ne

Organizations making banners to hang over McAliBigve need to use 6 ya

unprinted duck canvas. Do not write on the bord¢he canvas and remembe!

8-10 inches on each end, and at least 2 inches dophend bottom of the be

There also needs to be a seam on the top and btutbaid the rope. The st
organization must provide the rope.

Department of Public Safety Policies

The Tulane Department of Public Safety is compagd@lOST certified police «

whose primary job is to protect the Tulane campwepartment of Public Sa

presence is required at certain campus eventsealirity arrangements for b

and offcampus events where the officer(s) will be paidbyulane University

must be arranged through the Tulane DepartmentloidSafety Office. Requ

all security needs should be addressed to ChighAlefferson, Associate Dire
Field Operations, Department of Public Safety, X538

A Tulane Public Safety Officer or New Orleans Pel@fficer is always requi
open events on and off campus. Specifically, ofieasfis required for every 0O-
persons expected to attend an event; and depeaditige nature of the event, ¢
officers may be required.

For closed events on campus, a Tulane Public S@fétyer may be required

when expected attendance may be less than 50 péogimimum of one offic

required when attendance is expected to be beta@and 150 persons; and d
on the nature of the event, additional officers rhayequired.

For closed events off campus, a Public Safety &ffis not required when the
attendance is less than 150 people; however, aepfs required when exp
attendance is 150 people or more. Depending ondhee of the event, addi

officers may be required. Officers will ensure taktUniversity policies concer

event, whether open or closed, are adhered tohatdafety and general ordel
Officers should be present during the entire coafghe event as well as 30 1
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before and after it. The Department of Public Safétl report infractions of

alcohol policy and policies governing open or ctbsgents, on or off campus

proper University authorities. Disciplinary actiagainst the student organi:
violating any policy may occur.

The sponsoring student organization for each agtheld on or off campus ne
coordinate with the Department of Public Safetgeétermine if the minimum nt
officers will be adequate. The Department of PuBkdety is authorized to devi

the specified number of officers based on speaialimstances. Student orgat
are urged to cooperate with the Department of B8difety in its efforts to ir

adequate traffic control, fire watch, ambulanceilabdity and crowd control d

campus events.

Costs for Officers are as follows (subject to clgng

On-Duty Charge Per Hour

Regul ar Hol i day

Li eut enant $ 25.00 $45. 00
Ser geant $ 22.50 $37.50
Oficer $ 18.00 $30. 00
NOPD Super vi sor $ 22.50 $22.50
NOPD O fi cer $ 20.50 $20. 50
Shuttle Driver $ 12.50 $21. 00

How to Request Public Safety Officers for Events
A request for officers to be at a particular evanist be submitted to the Depa
Public Safety at least 10 days before the datheétvent. The following guid
need to be followed:

1. The request should be submitted to the Departnfdptilblic Safety on a
Interdepartmental Transfer (IT).
a. Be sure to fill in the name of the organizatiorb&ocharged, the a
number and an object code.
b. Give a complete description. Explain the officefsisction fully. Wr
following details on the IT:
= The date of the event.
= The location of the event.
= The number of officers the organization is requnesti
= The time the officers should be at the event.
= The time the event ends.
= The name of a contact person to whom the officef{suld re
at the event for specific instructions.
c. Obtain the signature of the organization's adyvise
d. Submit the IT to The Office of Student ProgramgeésR04, Unive
Center, to be processed which will take 1-2 days.

Fundraising Policies Relating to Tulane Alumni

The University has developed a set of clearandeipslin order to:
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¢ Avoid confusion and uncoordinated solicitation loé same prospe!

o Afford coordinated access to potential donors bypaits of the Univer
o Make sure all donors are solicited for their maximpotential and are
reserved by any one division at the expense oériiee University.

General Guidelines
The following guidelines apply in all situations:

1. Requests to solicit individuals, corporations,aurfdations for gifts of $1
more should be made in writing to the Associatee\Reesident for Devel
104 Monk Simons Building. This will help you avatbarrassment i
attempt to solicit them at the same time anothdrgdahe university
approaching them.
2. Your request should be typeitten and contain the following informe
a. Name of prospective donor;
b. Name of contact person, if the donor is an ogran;
c. Dollar amount to be solicited:;
d. Purpose for which the gift will be used,;
e. If that donor has supported this particular prognaitine past (for e
a previous donor to Direction), it is very helpfalindicate amount :
of most recent gift; and
f. Your name and phone number.
3. If you actually receive a gift, please send theat@name, amount, purp
date of the gift to the Associate Vice Presidentdevelopment. The dor
get credit for this gift on the University's recer@nd will also receive
appropriate thankou letter from the central administration. Pleaste th
is extremely important, should you or other studgién to solicit this dc
the future, in fostering good relations with dontrsiniversity progral
4. Enjoy fundraising for your program! It is a wonddrivay to allow peop
organizations outside the university to have theoojunity to invest in th
work done here on campus. You can help them feelwed in Tulane by
them happy donors.
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