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Student Organization Suite Policies and Procedures

2009 – 2011
I. Eligibility

To be eligible to use University office space and/or accompanying storage areas, the organization must be registered with the Office of Campus Activities and in good standing, as set forth in the BGSU Student Handbook. 

II. Responsibilities for Office Space Use

A. Office Space Use

1. The office space is to be utilized for activities, meetings, gatherings, and functions consistent with the recognized purpose of the organization and the curricular and co-curricular mission of the University and shall be in compliance with all University policies and procedures described in the Student Handbook, and local, state, and federal laws.

2. Sleeping, overnight stays, or using the office space as a place of residence in any way by any individual is absolutely prohibited and will automatically subject the alleged violator(s) to Student Discipline Services. 

3. Office space cannot create undue noise or disturb persons in nearby office/workstation space.

B. Solicitation and Visitation Activities

1. As determined by the registered student organization, members of the organization are permitted to guests to the office space provided that such activity is consistent with the recognized mission of the organization.

2. The organization is responsible for the action of their guests.

3. No door-to-door solicitation by outside vendors is permitted.

4. Every guest is subject to University rules and regulations.  It is the responsibility of the organization member who is serving as host to monitor the behavior of the guest(s).  Any individual who is not a member of the organization or who is not acting in an official capacity of the University shall be considered a guest and must be accompanied by the hosting member of the organization at all times.  The University reserves the right to deny access to any guest if it has been determined that such person has disturbed or endangered any member of the University community and/or violated any policy.

C. Common Areas

1. Organizations may use the common areas in the Student Organization Suite provided the activity does not create undue noise or disturb the other organizations in the suite.

2. All organizations should make an effort to keep the common areas clean which includes the proper disposal of all trash, paper, supplies, and other items.

3. The rights and property of all organizations should be respected.

D. Office Space Inspection

1. The University reserves the right to inspect the office/storage space for the purposes of: ensuring proper maintenance of sanitation and life safety standards; for inventory; for making necessary repairs to the space and furnishings; or to gain access to the space for the purpose of enforcing terms of the space agreement and/or University policy.

E. Office Space Care

1. The members of the registered student organization are responsible for ensuring that the office space is kept clean, waste materials are regularly removed, and sanitary and safe conditions acceptable to the University are maintained. Organizations failing to maintain the cleanliness of their space will be notified by the Office of Campus Activities to clean their space. If the space has not been cleaned within 48 hours of notification the organization will receive a strike. After three warnings and strikes, allocated space can be taken away.  
2. The suite and individual offices are maintained on a regular schedule by the Bowen-Thompson Student Union custodial staff.

F. Office Space Decorations/Postings

1. The office space and office door, window or storage space door may be decorated on a temporary basis.  Decorations should be made of fire retardant material or coated with fire retardant chemicals.  Decorations should not extend into the common areas or outside the immediate door of the office space.  At no time may the office space and/or office/storage space door be decorated so as to create a health, safety, or sanitation hazard, or place the organization in violation of terms of the space agreement or University policies.

2. Organizations may post information on the two bulletin boards in the Student Organization Suite, on the corkboards in the Paint/Poster room (406 Union) or on the corkboard in the Storage room (424 Union).  There shall be no posting of material on doors, windows, walls or any other place outside of the places mentioned above.  Posted material must have the sponsoring organization listed and be in good taste.

G. Use of Appliances

1.  Coffee makers, space heaters, or other appliances with a heating element are not permitted in individual offices or organizational suite common areas.  

H. Noise

1. It is the responsibility of the members of each organization to maintain a healthy co-curricular atmosphere within the vicinity of the Student Organization Suite. Musical instruments and stereo speakers are permitted so long as they do not disturb students or individuals using nearby office spaces or other University space.  General courtesy hours shall be in effect 24 hours a day, seven days a week.

III. Key/PED Allocation

A. Distribution

1. Keys to office, cabinet, file, and cupboard drawers are the property of the Office of Campus Activities.

2. Organizations may not duplicate any key.  Organizations wishing additional keys should schedule a meeting with the Coordinator of Student Organization Services.

3. Keys will be issued to the organization leaders as designated by the president. The organization will be charged for lost keys. 

4. The following is the key distribution breakdown guidelines:

a. Organizations with their own office – 10 keys for office door

b. Organizations that share an office – 5 keys for office door

c. All organizations get one key for each file cabinet, cupboard, etc.

d. Organization members may temporarily check out a key at the Information Desk in the Bowen-Thompson Student Union or in the Office of Campus Activities, provided their name is on the Access Authorization Form submitted by the organization.
5. An organization member may get PED Access to the Student Organization Suite, provided their name is on the Access Authorization Form submitted by the organization.

B. Replacement

1. Lost, stolen, or misplaced key(s)/PED should be immediately reported to the Office of Campus Activities.  All keys shall be replaced at a $20.00 per key, charged to the organization.  The University reserves the right to replace the office space door lock and all keys following the failure to return an office space key, charged to the organization.

C. Misuse and Special Use

1. Misuse of office/storage space keys of any nature will result in the alleged violator(s) being referred to Student Discipline Services and may result in loss of office space privileges for the organization.  Special use of office/storage space keys by persons not normally authorized or at times normally restricted should be sought through the Office of Campus Activities.

IV. Liability

A. Loss of Office Space Usage

1. In the event of damage for any reason that renders the office space wholly unfit for usage, the University reserves the right to reassign the organization alternate space, if available.

B. Loss of Property

1. The University shall not be liable, directly or indirectly, for loss of or damage to any article of personal or organizational property anywhere on the premises as a result of but not limited to insufficient or excessive heat, cold, smoke, fire, water, steam, the elements, actions or vandalism of third persons, or Acts of God.

C. Vandalism

1. The organization shall normally assume financial responsibility for the interior or exterior office space repair of vandalism committed by unidentified individuals.  Repairs shall be completed at the prerogative of the University and charged to the organization.

V. University Recess Periods/Permission to Access

Organizations may use and/or access their space during operating hours of the Bowen-Thompson Student Union.  PED Access will not be required to enter the suite during off-peak hours on dates and times as designated by the Coordinator of Student Organization and Leadership Programs. 

VI. Temporarily Closing the Office Space

During University breaks (Fall, Thanksgiving, Winter, Spring, and Summer Term) if an organization will not be accessing their office space, the following procedures should be used to ensure a safe environment

1. Remove all perishable property and any food items

2. Unplug all electrical appliances

3. Remove all trash

4. Clean desks, chairs, cabinets, etc

5. Shut and lock all doors and cabinets

6. Turn off all lights

VII. Permanently Vacating the Office/Storage Space

Except as otherwise provided by the Office of Campus Activities, the office/storage space must be permanently vacated within five (5) University working days after final termination or by the date and time established in the office/storage space agreement.  All belongings of the organization must be removed. All keys and PEDS must be turned in to the Office of Campus Activities.  Items not removed from the space by the deadline will become property of the University and/or will be removed and discarded at the expense of the organization.  The organization may also be billed for failure to leave the space clean.

VIII. Safety and Security

For the safety and security of all persons, organization members and guests are required to comply with safety and security procedures and may not tamper with locked doors or admit unauthorized people in the suite. Doors may never be propped open.  Conduct or action that threatens or endangers the health, safety, or well being of any person is prohibited in and around campus facilities and is subject to University disciplinary action.

Problems of theft, vandalism, improper behavior are to be reported to the Office of Campus Activities during regular University working hours.  After regular hours, reports are to be made to the Bowen-Thompson Student Union Building Manager by calling the Information Center.

IX. Allocation Term

The agreement for office/storage space shall be for a two-year period that begins May 8, 2009 and expires at 8:00 am on the Friday before spring commencement in 2011.  Organizations that were not allocated space must have all their belongings removed from the space by the date and time the allocation expires.

Discontinuance of status as a registered student organization automatically terminates the space agreement.  The Office of Campus Activities reserves the right to terminate the space agreement. Reasons for a space agreement termination include: a failure to move into the space, not attending required suite meetings/activities/events, not sufficiently using the office space, or violating University policy in the suite. 

X. Organizational Suite Meeting Attendance

All organizations are required to send one representative of the organization to all organizational suite meetings. Failure to do so may result in loss of space. 
XI. Organizational Suite Semester Report

All organizations allocated office/ storage spaces are required to complete a semester report to be turned into the Office of Campus Activities. Failure to do so may result in loss of space.
XII. General Policies

Changes in the rules and regulations governing the suite may be made by the University at any time.  Such changes will be made public by posting notices on the bulletin boards in the suite, along with written and/or electronic communication to each organization representative.

Organization: 


We have reviewed the policies and procedures governing the Student Organization Suite and agree to abide by all policies and procedures.  Our organization understands that having space in the Student Organization Suite is a privilege. We understand that we will be responsible for all keys distributed to our organization and will incur the appropriate cost(s) associated with not returning those keys to the Office of Campus Activities when requested. We understand that misuse of office/storage space, keys, and/or failure to adhere to contract policies and procedures may result in the alleged violator(s) being referred to Student Discipline Services and may result in loss of office space privileges for the organization.
President

Treasurer

Primary Advisor


_1069221972.doc
[image: image1.png]BGSU

Bowling Green State University







