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FACILITIES USE PROCEDURAL GUIDELINES

Introduction:

As set forth in the Administrative Policy on the Use of Facilities, the facilities of the university are available for use that relates to and enhances the life of the institution, its activities and the purposes for which it was established. To provide for the administration of the Facility Use policy, all  licensing of general-use university facilities and space is the responsibility of the Associate Vice President for Financial Management. All use of facilities managed by the various auxiliary organizations and auxiliary enterprises is subject to the terms of their master agreements, by delegation of authority, the appropriate statutes, as well as to the terms of the Administrative Policy on Use of University Facilities.

Special Events are activities held in University facilities (including those facilities which have been delegated or assigned to University colleges, departments and auxiliary organizations) that anticipate off-campus attendance, and are not typically scheduled through the Academic Scheduling System.

For the purposes of this document, Special Events do not include recitals, performances, concerts, exhibitions, or lectures presented by an academic department as part of its course offerings and educational mission.

Outline of Facilities Use Process

The Role of the Campus Events Office

The Campus Events Office shall have the primary responsibility of serving as the first-stop office to facilitate inquiries on use of campus facilities by the off-campus user community and ensure that the process of event certification through the University Events System is maintained by entities with approved license authority. 

The Campus Events Office shall coordinate the use of non-assigned campus facilities and space that has not been delegated to a specific campus entity by written use delegation authority to include those campus entities with permission to use and/or schedule specific venues for approved use.  This includes the use of all campus facilities and grounds for commercial filming and photography regardless of delegation authority.

The Campus Events Office shall coordinate the use of the Facilities Use Policy and the Facilities Use Procedural Guidelines by the campus community and routinely report findings to the Office of Financial Management for review of delegated use authority.

I.
University Facilities Use Procedures

A.
Facilities Use Priorities

1. The priorities for use of university facilities are set forth in Section 6.000 of the Administrative Policy On the Use of University Facilities.

2. Facilities Use Agreements with for-profit enterprises (commercial purposes) shall not normally be approved.  However, when a determination has been made that it is in the best interests of the University and consistent with its educational mission, exceptions may be approved by the Associate Vice President of Financial Management.

3. In general it is the policy of the University to avoid engaging Facilities Use Agreements that would create income reportable for Unrelated Business Income Tax (UBIT) purposes, pursuant to Internal Revenue Code Section 513, and related regulations.  Most Facilities Use Agreements are entered into for the purpose of enhancing the life of the institution and its educational mission and related purposes.  These types of agreements generally do not create income for UBIT purposes.  However, on occasion, when agreements are entered into with for-profit enterprises for commercial purposes, the Associate Vice President, Financial Management and the Tax Director must review the agreements for potential UBIT issues to ensure proper tax compliance.
4. A moratorium on the scheduling of special events during specific times of the year may be imposed in response to the academic and resource needs of the University.  Under the terms of this moratorium, all scheduling of special events, activities held in University facilities (including those facilities which have been delegated or assigned to University colleges, departments, and auxiliary organizations) that anticipate off-campus attendance, and are not typically scheduled through the Academic Scheduling System, including athletic events, are not allowed unless approved as an exemption.

B.

Facilities Use Procedures

1.
Off‑campus groups or campus groups co‑sponsoring an event with a non​university group may make application for use of university facilities to the Venue Operators or designated coordinators of assigned space.  In order to allow sufficient time for processing, an application for use of facilities should be filed at least six weeks in advance of the event. Longer lead-time is advised if publicity for the event is required. No publicity may be released until an appropriate Facilities Use Agreement has been fully executed. 
2.
The Venue Operators or designated coordinators of assigned space will determine the availability and the terms and conditions for the use of the requested facility.  When application for the use of a facility has been made to a Venue Operator, the Venue Operator must enter notice of the proposed event on the University Events System. 
3.
The first step in processing an Agreement is the certification of the proposed event.  It is the responsibility of the Venue Operator to obtain certification of the proposed event from University Police, Safety and Risk Management, Parking and Transportation Services, and Facilities Management.

If  University Police, or the Office of Safety and Risk Management, Parking and Transportation Services, or Facilities Management determine that a proposed event poses inordinate risks for the University, or an unacceptable disruption to normal operations for the University, a prompt notice detailing the concerns will be sent to the Venue Operator.  The Venue Operator will inform the client of the concerns, and an effort will be made to resolve the difficulties.  If resolution of the concerns cannot be reached the Venue Operator will inform the client and the application for use will be denied.  The office of Financial Management, as delegated by the Vice President of Administration and Finance, will make the final determination.

4.
Upon receipt of Special Event certification, a Venue Operator is authorized to proceed with the agreement process and execute a Facilities Use Agreement, except those under license to an Auxiliary, which has an approved facilities use agreement of their own.  See Appendix B for example.

5.
The Office of Financial Management, or the appropriate Venue Operator as delegated by the Associate Vice President of Financial Management, will prepare the final Facilities Use Agreement and secure the necessary signatures.

6.
The Office of Financial Management, or the appropriate Venue Operator, will secure payment and obtain the certificate(s) of insurance from the User, and update the University Events System that the Facilities Use Agreement has been approved and is ready for scheduling.  The off-campus group in co-sponsorship of an event on campus must provide proof of insurance.

7. It is the responsibility of the Venue Operator to observe any University policy as it applies to the use of University facilities during high impacted periods and emergencies.

8. Use of University facilities, including those under license agreement to an auxiliary, for filming of motion pictures, videotape or still photography is governed by procedures outlined in the Motion Picture/Photography Permit and coordinated through the Campus Events Office.  See Appendix C for example.
9.  
The campus, under limited conditions, will consider commercial sponsors for events.  Any event wishing to use a commercial sponsor must check with the Campus Events Office who will assist in determining if the sponsorship conflicts with University Policy or agreements.  Sponsorship of any campus event where the sponsor’s name will be used publicly with the campus event must be approved by the appropriate Division Executive.  If the sponsorship is approved by the Division Executive, all signage containing the sponsor’s name must be approved by the Assistant Vice President for Public Affairs and Publications.  

Signage that is primarily marketing for the sponsor(s) may not be posted in a manner that is visible outside the event venue.

10. An event utilizing both CSU and Auxiliary Facilities shall be licensed via the use of a University Facilities Use Agreement.  The Venue Operator for the University managed facility shall be responsible for executing the Facilities Use Agreement and making necessary arrangements for the use of auxiliary facilities. 

11. Alcoholic beverages may only be sold or served by the Forty-Niner Shops.

12. The Forty-Niner Shops is the exclusive vendor for all food catering on campus except for the University Student Union.  Any other exceptions need to be approved by the Forty-Niner Shops.

C.
Standard Terms of a Facilities Use Agreement

1.
In all cases of university facility rental, the user will sign a Facilities Use Agreement.


2.
All individuals or groups using university facilities must abide by university policies regarding the use of facilities and grounds.


3.
Approval for the use of facilities is subject to the availability and suitability of the space requested and conformity of the proposed event with university



policy.



4.
The university reserves the right to rescind space previously confirmed as stated in section 10.5 of Administrative Policy on Use of University Facilities.

5. Cancellation of a Facility Use Agreement by the user must be communicated in writing and received by the Facilities Use Coordinator or, in the case of a Foundation agreement, by the appropriate Venue Operator a minimum of five working days prior to the scheduled beginning of the event. The User assumes financial responsibility for any labor and/or other direct costs accrued as a result of a scheduled event prior to cancellation of that event. Additionally, the User will be charged for actual expenses incurred by the university to support the activity if reservations are not cancelled by the established deadline. The Venue Operator is responsible for updating the University Events System. 

6. All third party users must provide a Certificate(s) of Insurance as evidence of required insurance.


D.
Facility Rates and Service Fees

Facility rental rates and service fees for the use of University facilities, including those under auxiliary management, must be consistent with the principle of full recovery of University costs.

The following fees relate to University held facilities only.  Facilities managed by the various auxiliaries under the terms of their master agreements may have additional or substitute fees.


1.

Facility Rental Rates

These funds are deposited to a university trust account established for each venue, which shall be designated to receive such funds.  These trust accounts may be used as deemed appropriate by the Associate Vice President of Financial Management for the general obligations and future needs of that facility. For facilities that are managed by the various auxiliaries, funds shall be deposited into those organizations in accordance with each entity’s established procedures. 

To ensure consistency with the aforementioned principal of full cost recovery, the individual rental rates shall also provide for incremental maintenance, upkeep, and repair costs of the facility associated with the rental use.

Generally, facility rental rates should be comparable with competitive local area venues.  Venues shall be responsible for determining such rates on a schedule that is appropriate to the facility, but no less than every other year.  The Vice President of Administration and Finance or Designee shall approve such rates.  See Appendix D for example.


2.
Service Fees

Subject to the needs of each event, service fees will be required. It is the responsibility of the Venue Operator to inform the Facilities Use Coordinator through the University Events System of the costs to be included in the contract. These costs may include, but are not limited to:

Set up

Custodial support (including paper goods)

Technical support (electrical connections, etc.)

Police/Security

Parking Control

Event Manager

Support Equipment (e.g. audio visual equipment)

Student Assistants (i.e., supervision, labor, removal of notices from kiosks and

bulletin boards)

Utility fees when clearly related to use

Insurance

Service Fees shall be deposited into the general fund or other appropriate fund current year support budget as abatements to current year expenditures.  The Facilities Use Coordinator in the Office of Procurement and Support Services, will allocate monies received based on costs included in the contract

3. 
Cancellation Fees

If an event is cancelled, the Facilities Use Coordinator will determine from the various offices the costs expended by those offices to support the event to the date of cancellation. If costs are present, the Facilities Use Coordinator will invoice the event sponsor.


4. 
Deposits

The university may require a deposit equal to the estimated fees from individuals or groups requesting use of facilities or equipment.

E.
Facility Rental and Service Fee Waivers

Requests for facility rental rates and fee waivers are made through the Venue Operators and approved by the Associate Vice President of  Financial Management per Section 11.4.  Service charges will be coordinated in all instances.

F.
Insurance Requirements

Licensee shall, at is own expense, obtain and maintain primary insurance during 


the term of this Agreement with the following limits:


General Liability


$1,000,000 per occurrence


General Aggregate


$2,000,000


Workers’ Compensation

As required under California State Law


Employer Liability


$1,000,000


Business Automobile Liability:
$1,000,000 per occurrence


(for Owned, Scheduled, Non-Owned,


or Hired Automobiles)

In special situations, the University Risk Manager, after a comprehensive risk identification and evaluation, may amend the standard insurance requirements described above to either higher or lower limits. 

Licensee shall furnish to the University by a Certificate of Insurance with an underwriter’s additional insured endorsement that provides proof that the insurance is maintained at the required limits.  To be acceptable, the insurer’s rating must be AB Best A-VII or equivalent and verified utilizing AM Best’s on-line rating verification system.  The University may in rare instances accept insurance provided by insurers with AM Best ratings lower that A-VII or equivalent.  Approval of such acceptance must be made by the University Risk Manager.

 All Certificates of Insurance (COI) must state the following:

1. That the insurer will not cancel, modify, or change the insured’s coverage without thirty (30) days prior notice to the University.

2. That the State of California, the Trustees of the California State University, California State University, Long Beach and the employees, officers, volunteers, and agents of each of them, are included as additional insureds, except for employer liability and worker’s compensation insurance. Such insurance shall also include as additionally insureds, the Associated Students, Inc., Forty-niner Shops, and CSULB Foundation, when their facilities are utilized.

3.
That the State, the Trustees, and the University, and the employees, officers, volunteers and agents of each of them will not be responsible for any premiums or assessments on the policy.

In the event that the Licensee is a self-insured public entity, the signature of an authorized corporate officer, stating that the Licensee has the necessary financial resources to guarantee payment when the law imposes such liability may be accepted in lieu of a Certificate of Insurance.  Such a statement is subject to approval by the campus risk manager or other authorized campus representative.

II.
University Facilities Use Responsibilities

A.
The Vice President for Administration and Finance shall:


1.
Recommend to the President a schedule of rental rates and other charges for use of campus facilities, equipment, and services. In developing this schedule, the Vice President shall consult with the appropriate Deans, Directors, and Department Chairs for use of facilities that come under the jurisdiction of Academic Affairs, or other responsible officials for other facilities.

2.
Periodically (at least every two years) review the rate schedule and recommend changes as needed.
3.
Establish guidelines for expenditure of revenues generated by these procedures.

B.
The Associate Vice President for Financial Management shall:

1.
After appropriate consultation, recommend rates and charges for university facilities, equipment, and services to the Vice President for Administration and Finance.

2.
Approve or deny requests for reduction or waiver of facility rental charges.

3.
Establish the required expenditure and revenue accounts and exercise oversight of expenditures.

4.
Review proposed uses of facilities for conformance to non‑commercial requirements.

5. Distribute signed Facilities Use Agreement.

6.
Issue appropriate Delegation of Authority authorizations to Venue Operators.

C.
The Campus Events Coordinator located in the Campus Events Office shall:

1.
Respond to initial contacts from non-campus or co‑sponsored organizations of facilities coordinators.

2.
Verify with the Facilities Use Coordinator, Venue Operators or designated coordinators of assigned space, and other appropriate parties the availability and suitability of facility requested.

3.
Obtain service cost estimates (labor, services,
utilities) from appropriate campus organizations.

4.
Explain insurance requirements to prospective users.

5.
Refer non‑campus clients to the appropriate campus office to finalize the Facilities Use Agreement.

6.
Monitor completion of the agreement process, and assist the client as necessary.

7.
Notify Facilities Management, Parking, University Police, Food Services, etc., through the University Events System of the event details.


8.
Conduct periodic customer satisfaction surveys and make recommendations to improve the Facilities Use Procedures.

9.
Periodically call for and publish revisions to Facilities Use Procedures.

10.
Coordinate the Moratorium Exemption procedures.

D.
The Facilities Use Coordinator located in Procurement and Support Services shall:

1. Compile facility rental fees and service cost estimates (labor, services, utilities) from appropriate campus organizations.

2.
Ensure submission of required insurance documentation.

3.
Ensure that proper clearances are obtained for alcohol requests, posting, solicitation, amplification, and special event signs or barriers.

4.
Prepare Facilities Use Agreement and secure User’s signature on Facilities Use Agreement.

5.
Present signed Facilities Use Agreement to Associate Vice President of Financial Management.

6.
Collect fees and deposit into appropriate accounts.

7.
Confirm/input all events in the University Events System.

8.
Maintain Facilities Use Agreement files.

E.
The University Student Union Event Office shall:

1.
Maintain a master calendar for University and University Student Union facilities. Notify appropriate campus offices of upcoming events.

2.
Schedule all groups seeking to use the University Student Union facilities.

3.
Schedule all student groups using the University Student 
Union or university facilities.

4.
Schedule and coordinate with the Campus Events Coordinator, or the Academic Scheduling Coordinator as appropriate all groups seeking to use university facilities.


5.
Determine set‑up requirements, secure cost estimates and assist in making



special arrangements for use of the University Student Union.


6.
Assist in routing reservation application forms for the required



approvals.


7.
Distribute copies of the confirmed reservation form as required.


8.
Notify the Campus Events Office of all confirmed agreements for the use of the University Student Union and Soroptimist House for special events.


9.
Confirm/input all events in the University Events System.

F.
The Academic Scheduling Coordinator shall:

1.
Schedule classrooms and other university facilities only for normally scheduled classes and testing.

G.
Venue Operators with Delegated Authority shall:

1. Hold a current Delegation of Authority from the Associate Vice President of Financial Management for their specific facilities.

2. Inform the Campus Events Coordinator of any inquiries for the use of their venues by non-campus groups through the University Events System.

3. Provide complete information about proposed events through the University Events System to ensure adequate and timely planning and approval processes are accomplished.

4. Obtain service cost estimates from appropriate campus organizations

5. Obtain approval for the sale or service of alcohol from University Police

6. Prepare Facilities Use Agreement and secure appropriate signatures.

7. Collect fees and deposit into appropriate accounts.

8. Confirm all Facility Use through the University Events System.

H.
The Student Life and Development Office of the Division of Student Services shall:

1. Coordinate and approve all student organization requests for use of university facilities and grounds.  

2. Approve all student campus event publicity and posting. 

3. 
Approve exceptions to scheduling policies under its jurisdiction and for university policies governing fundraising activities, solicitation, rallies, commercial advertising, posting of publicity and food sales. 

4. Approve exceptions to security and planning regulations for major student events. 

5. Approve any exception to campus amplification policies. 

6. Coordinate with Safety and Risk Management to address risk exposure and risk control (i.e., waivers, special event insurance) for on-campus events proposed by currently registered student clubs and organizations.

I.
University Police shall:

1.
Review notifications of all events and perform a risk assessment of events meeting predetermined criteria.  Such assessment is to identify security resources required to mitigate the risks associated with the event.  University Police must be notified of all special events to be held on campus.

2.
Determine if the parameters of proposed events exceed the campus’ authority to approve the event for compliance with the Fire Code.  Where the parameters of an event exceed campus authority, they will seek the advance approval of the State Fire Marshal.

3.
Require written plans from the organizers of those events determined to hold inherent concerns or where documentation is desirable.

4. Provide oversight of all special events held on campus and take intervention measures as appropriate to provide protection for participants and
 attendees as well as appropriate measures for the security of university property.

5. Review and approve all filming permits

6. Review and approve sales and /or service of alcohol.

J.
Parking and Transportation Services shall:

1.
Advise and assist groups with special event parking needs, which minimize the disruption of university operations.

2.
Provide signs and barricades for campus organization events as requested.

3.
Provide cost estimates.

4. Identify and approve the use of specific parking facilities in support of University functions and special events.

K.
Safety and Risk Management shall:

1. Provide advice and guidance to Venue Operators, Facilities Use  Coordinator, Special Events Coordinator, and others concerning the application of minimum insurance requirements and other liability issues related to special events held on campus.  

2. May offer for sale event liability insurance, issue Certificates of Insurance, collect payment and deposit payment into appropriate account.

3. When appropriate and upon completion of a documented risk identification and evaluation, may amend standard insurance requirements described herein to use either higher or lower limits or may authorize acceptance of insurance provided by an insurer with an AM Best rating lower than A-VII or equivalent. 

L.
Facilities Management shall:

1. Determine if use of specific campus areas is appropriate for intended use.

2. Review event plans to ensure that University Facilities are used in a manner consistent with University standards and to prevent damage and unnecessary wear and tear.

3. Determine all costs for set-up, use of equipment, personnel, event cleanup, utilities, repairs if required, and other costs for each event.

4. Provide personnel as required to staff Facilities Management required event.

5. Provide reports on any damage and/or other event related costs that exceed original estimates.

M.
Audio Visual/Learning Resources shall:

1.
Provide specialized equipment for on‑campus events as appropriate.

2.
Provide cost for use of equipment by off‑campus and co‑sponsored


organizations and those university recognized events which will charge


admission, registration or other fees. Security deposits should be collected


from outside groups for loss or damage.

N.
Forty-Niner Shops, Inc. shall:

1. Schedule and coordinate all groups seeking to use Forty-Niner Shops’ facilities.

2. Consult with groups to arrange food service for special events.

3. As sole licensee, sell and serve alcoholic beverages in accordance with state law and University regulations.

O.  Foundation Camp Operator shall:

1. Follow all university Facilities Use Procedures.

2. Follow all appropriate Academic and University Policies.

3. Deposit all funds from camp operations into an appropriate Foundation account.

4. Ensure there is a Foundation license agreement in place. 

III.
Definitions

A. Academic Scheduling Coordinator: Individual in the Office of the Associate Vice President for Information Management and Analysis who authorizes and schedules the use of university facilities for normal classes and official university testing. 
B. Active Student Organizations: Those recognized student organizations which annually register in the Student Life and Development Office by filing an Organization Registration Card and whose officers have attended a mandatory orientation. The organization names appear on the roster of active, student organizations published and maintained by the SLD Office, and they are eligible to schedule campus facilities.

C. Camps – Foundation:  Special events that are university sanctioned camps organized by University departments to provide training and/or instructional activities to individuals not enrolled in the University during those periods when university facilities are not otherwise needed to support the instructional program, and where the revenue and expenditures are accounted for in an approved Foundation Agency Account.  These events must comply with all Facilities Use Procedural Guidelines.

D. Camps – Third Party:  Special events, including summer and sports camps, that are run by an independent contractor, who may be but is not necessarily a university employee.  Revenues and expenditures will not be accounted for in a University or Foundation Agency Account.  A Facilities Use Agreement is required, and the contractor will pay all associated costs and will assume all liability.  These events must comply with all Facilities Use Procedural Guidelines.

E. Campus Events Coordinator:  Individual in the Campus Events Office who assists members of the campus and community in making arrangements to use campus facilities for their special events.

F. Campus Organizations: University recognized student, faculty, staff, alumni, and development/support organizations.

G. Co‑Sponsored Event: An event co‑sponsored by a non-campus person or group and an instructional department or other recognized campus organization.  

Co‑sponsorship is appropriate when there is a clear connection with or contribution to the university. The educational mission of the co‑sponsoring campus unit must be enhanced by the co‑sponsored event.

H. Facilities Use Agreement for Use of Campus Facilities: The document used by the Facilities Use Coordinator that contains all terms and conditions for the use of facilities by a non-campus or co‑sponsored group. The agreement must be signed by the organization representative and the Associate Vice President of  Financial Management or designee.

I. Facilities Use Coordinator:  Individual in the Office of  Procurement and Support Services under the authority of the Office of Financial Management who authorizes the use of campus facilities. 

J. Master Calendar:  An annual university calendar of all nonacademic activities scheduled on campus maintained by the Student Scheduling Office located in the University Student Union.

K. Mixed Facility Event:  An event utilizing both CSU and Auxiliary Facilities.

L. Non‑Campus Persons or Groups:  Any outside person or group that holds a function on campus. As defined in SUAM, the following types of groups may use university facilities: governmental agencies; nonprofit, charitable, educational or character‑building organizations; and groups or individuals who will use the facility for education or non‑commercial uses. 

Use of campus facilities for commercial purposes is prohibited. Use of facilities by non‑campus persons or groups for political rallies or fundraising is also prohibited.

Student organizations not recognized by Student Life and Development are considered non-campus organizations for purposes of these guidelines.

Student organizations that meet the criteria of a social fraternity or sorority as determined by Student Life and Development are considered non-campus organizations for the purposes of these guidelines.

M. Registered Student Organizations: Those student organizations currently registered by Student Life and Development, including clubs, club sports, fraternities, sororities, honor societies, coordinating councils, academic associations, and student departmental associations. They may be active or inactive.

N. Special Events:  Special Events are activities held in University facilities (including those facilities which have been delegated or assigned to University colleges, departments and auxiliary organizations) that anticipate off-campus attendance, and are not typically scheduled through the Academic Scheduling System.

For the purposes of this document, Special Events do not include recitals, performances, concerts, exhibitions, or lectures presented by an academic department as part of its course offerings and educational mission.

O. University Student Union Scheduling Office:  Student Union office responsible for confirming all uses of university and USU‑controlled facilities by students. Also responsible for authorizing the use of USU‑controlled facilities by on‑campus faculty, staff and auxiliary groups as well as co‑sponsored and non-campus groups.

P. Venue Operator: The individual holding the Delegated Authority who is responsible for the operation of specific university facilities, and who coordinates the use of the facility (s). 

Appendix A   

ADMINISTRATIVE POLICY ON USE OF UNIVERSITY FACILITIES FOR

PURPOSES OTHER THAN SCHEDULED INSTRUCTION

August 1, 1997

1.000
Purpose

1.100
California State University, Long Beach has as its primary responsibility the offering of an instructional program to its students. Instructional and instructionally related use of the physical facilities must, therefore, have highest priority. At the same time, the university has a strong commitment to support the intellectual and cultural life of the campus and the surrounding community.


1.200
These regulations are intended to

a. establish general guidelines for use of university facilities,

b. protect the mission and the image of the university,

c. insure the safe use of university facilities,

d. provide a mechanism to resolve conflicts and to advise the campus president.


1.300
A major goal of this policy is ensuring protection for all participants in special events that might be expected to bring people to campus or that might present a substantial risk to the campus community.

2.000
Scope


2.100
This policy applies to all use of university facilities by groups from the community as well as use by university groups for activities other than scheduled instruction, scholarly and creative activity, testing, and administrative meetings.


2.200
For purposes of this policy, "university facility" shall include all spaces under the jurisdiction of the university or of its auxiliaries, whether on the campus itself or at other locations.


2.300
The university shall set forth in writing the procedures for arranging use of university facilities, and shall provide assistance in arranging such use, to those requesting use of university facilities.


2.400
The President may delegate to specific offices authority to schedule university facilities including exterior space.


2.500
Where use of specific facilities is covered by separate agreements approved by the president, the procedures adopted by the separate agencies shall be followed for lease of those facilities. This provision includes

a. Facilities leased to the CSULB Foundation and operated by the Foundation under site license,

b. Buildings and grounds owned or leased by the Forty‑Niner Shops or the Associated Students, Incorporated.

3.000
Use of the University Name

The right to use university facilities does not confer the right to use the university name or to imply university sponsorship or endorsement of an event. All agreements for use of university facilities shall include terms to insure that the university name is protected.

4.000
Compatibility with the mission of the University


4.100
The President of the University has the authority to decide whether a proposed use of university facilities is in accordance with the mission of the university.


4.200
The President of the University has the authority to refuse use of university facilities for events that would pose an unacceptable level of risk to people or property.


4.300
The President may seek the advice of various groups, including the Facilities Use Advisory Panel, Section 9.000, before making a decision about whether a proposed use is in accordance with the mission of the university.

5.000    Protection of Instructional Mission of the University


5.100
The primary claim on use of university facilities shall be for scheduled instruction.


5.200
Every effort shall be made to insure that special events do not displace scheduled classes. If, for an exceptional reason, it is necessary for a special event to displace a‑ scheduled class, the planners must secure the permission of the department chair and must notify the course instructor and must make arrangements in advance to reschedule the class meeting to an alternate location that provides adequate space and facilities to conduct the class


5.300
Access to classrooms and other instructional space shall not be impeded.


5.400
Regulations for use of amplification shall minimize interference with scheduled classes. (See regulations published by the Office of Student Life and Development, Division of Student Services.)


5.500
When it is necessary to block off a substantial portion of parking spaces for use by visitors at times classes are in session, appropriate notice shall be given in advance to warn people that space in the parking lot will not be available. At no time shall such a large part of the parking spaces be committed that students, faculty, and staff are denied a reasonable opportunity to get to classes or workplaces.

6.000
Priorities

6.100 Priorities for use of university facilities shall be:

a.  
Instruction and instructionally‑related uses

1.  Regular university instructional programs, including summer and winter sessions.

2.  Broad university academic programs, including visual and performing arts, intercollegiate meets and activities, University College and Extension Services, grants and contracts activities, scholarly and creative activities, and other programs and administrative activities that are an integral part of the instructional program.

b.  
Activities, which contribute to the intellectual and cultural life of the campus and the community.

1.   Activities not directly related to the academic program but sponsored by university‑recognized organizations and intended primarily for a campus audience.

2.
Programs and activities sponsored by established and recognized support groups of the university, designed to enhance campus life.

3.
Activities sponsored jointly by an on‑campus group and off campus group.

4.
Activities sponsored by off‑campus groups which directly complement the university's mission and/or enhance campus life.

5.
Activities sponsored by off‑campus groups which indirectly complement the university's mission and/or enhance campus life.

6.200
Any request by a non‑CSULB group to lease space for an instructional program must be approved by the office of the Provost and by the Dean of University College and Extension Services, to assure that the program is not in competition with instruction offered by the university, either through the regular instructional programs or through the University College and Extension Services.

7.000
Scheduling of Activities

7.100
Arrangements for a special activity shall include arranging for use of the facility and notifying the offices listed in Sections 7.300 and 8. 100.

7.200
The university shall maintain a master list of all university facilities, with information about who is responsible for scheduling each facility.

7.300
The Chief of the University Police, the Director of Parking Administration and the Director of Safety and Risk Management must be notified in advance of all proposed activities that are expected to bring visitors from outside the university. Either individual may recommend to the President that an event not be authorized to use university facilities if the proposed event would be likely to interfere unduly with normal use of the facilities or with other previously scheduled events, or if the event would pose an unacceptable risk.

For events where the advance approval of the State Fire Marshall's Office is required or for events where extensive record keeping or approval is required, a detailed, written plan must be provided to the University Police at least three weeks in advance and preferably earlier.

8.000
Resolution of conflicts

8.100
The President shall designate an office that has responsibility for identifying potential conflict, such as when two special activities are proposed for the same space, when noise or crowds from one activity would interfere with another activity in the same vicinity, or when two activities would require the same parking spaces. This office shall assist the groups to find a re solution to the conflict, e.g. by choosing an alternate date or location for one of the events. When two groups wish to use the same instructional facility or propose to schedule incompatible activities on the same dates, the Office of the Provost shall work with the groups to resolve the conflict.

8.200
If no informal resolution of a conflict is possible, the decision shall be made by the President of the university. The president may seek the advice of the Facilities Advisory Panel (Section 9.000), if it has not previously made a recommendation on the matter, as well as of other campus groups.

9.000 Facilities Use Advisory Panel

9.100
The university shall establish a Facilities Use Advisory Panel.

9.200
At the request of the President or other university official, the Facilities Use Advisory Panel shall advise on issues related to matters covered by these regulations.

9.300
The President or other university official may ask the Facilities Use Advisory Panel to review and give advice on unresolved conflicts or on appeals against decisions made by an officer of the university. In all cases, the decision of the campus president shall be final.

9.400
The membership of the Facilities Use Advisory Panel shall be:

The Vice President for Academic Affairs or designee

The Vice President for Administration and Finance or designee

The Vice President for Student Services or designee

The Vice President for University Relations and Development or designee

The Director of Athletics or designee

One Dean appointed by the Deans Council

The Chair of the Academic Senate or designee

The Chair of the Staff Council or designee

The President of the Associated Students or designee

9.500 The President or other university official may seek the advice of others as appropriate to the revenue.

10.000
Facilities Use Agreement

10.100
In all cases of use of university facilities that come within the provisions of this policy, the lessee shall sign a written facilities use agreement.

10.200
All co‑sponsors of an event are responsible for the event and subject to any liability associated with the event.

10.300
All persons or groups using university facilities must abide by


university policies regarding the use of facilities.

10.400
Approval for the use of facilities is subject to the availability and


suitability of the space requested and conformity of the proposed event


with university policy.

10.500
a. The President of the university reserves the right to rescind space previously confirmed if the facilities involved are needed by CSULB 
for university purposes, but will do so only under extreme circumstances.

b. The university reserves the right to impose limits on the time, place, manner and size of an event. The university will terminate reservations for any facility during an activity if it is determined that damage is resulting from its use, or that activities are taking place which endanger the health or safety of other persons. Activities scheduled for campus facilities may not interfere with the operation of the university or infringe negatively on the surrounding community.  Events must be conducted in a manner consistent with existing laws and university policies.

10.600
The university shall provide a written statement setting forth the 
specific requirements for insurance, deposits, fee payments, rules 
covering cancellation of a rental agreement, and any other rules governing the agreement.

11.000
Facilities Rates and Service Charges

11.100
The Vice President for Administration and Finance shall recommend to the President a schedule of rental rates and other charges for use of campus facilities, equipment, and services. In developing this schedule, the Vice President shall consult with the appropriate Dean and department chair for use of facilities that come under the jurisdiction of Academic Affairs, or other responsible officials for other facilities.

11.200
The Vice President for Administration and Finance shall periodically review the rate schedule and recommend changes as needed.

11.300
The schedule of fees shall include reimbursement of the costs of materials, upkeep and repair;  additional custodial services and supplies needed to restore facilities to normal use; police and parking services; technical services; and other types of assistance as needed for the particular event.

11.400
Under circumstances where it is demonstrably in the best interests of the university, the Vice President for Administration and Finance (or designee) may reasonably reduce or waive the facility rental fee charged to the lessees of certain facilities. Such reduction or waiver shall normally be made only where:

a. The Vice President for Administration and Finance or Dean of a College or Director of Athletics in consultation with the Vice President for Administration & Finance, may reasonably calculate the value of certain benefits to the university resulting from the lease of campus facilities, or

b. The Chair of an academic department provides a signed statement that the department is co‑sponsor of the event. If there is a question of whether co‑sponsorship is appropriate, the Vice President for Administration and Finance shall consult with the Provost and Senior Vice President for Academic Affairs.

c. A Vice President of the university requests the waiver for an event where some other university entity is the co-sponsor.
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