Eastern Oregon University
Proposed 
FACILITIES USE POLICY 

Generally, all campus facilities are available to student organizations, faculty and staff when properly scheduled. In addition, the University will make its facilities available on a rental basis to non-university groups and individuals.

1. Eligibility 

Individuals or groups are eligible to use University Facilities for the following purposes, listed in order of priority:
A. Regular Instructional Activities of Eastern Oregon University 

Regularly scheduled instructional programs, including classes for credit, workshops, seminars, and instruction-related activities, i.e., dramas, concerts. Regularly scheduled and assigned areas utilized for carrying out the administrative functions of the University also receive top scheduling priority.

B. Co-Curricular Activities and Programs 

Intercollegiate athletics, intramural activities, student activities and programs, recreation, University sponsored/co-sponsored conferences and short courses. 

C. Other Groups and Individuals 

The campus facilities must be properly scheduled through the Office of Facilities Scheduling and Event Planning on a rental basis. The University reserves the right to refuse to rent its facilities.

Generally, the facilities at Eastern Oregon University are not available for use by an outside proprietary school for educational activities. Exceptions may be made when such educational activities and/or classes being offered are not, or could not be, taught by the current Eastern faculty. Clearance must be obtained through the Provost for any exceptions to this policy.

II. General Policies Governing The Use of University Facilities: 
A. The University reserves the right to assign, schedule, charge for the use, and limit the use of all University facilities. Initial assignment of all space for regular instructional purposes on campus is made by the Registrar's Office. Assignments cannot be changed unless requested and approved through normal administrative channels. 

B. Offices, and other on-going/administrative spaces may be assigned to campus units and the scheduling of such areas is accomplished through the Colleges or unit administrators.

C. All other space shall be scheduled by the Office of Facilities Scheduling and Event Planning. Non-University groups and individuals shall schedule University space, classroom or otherwise, through the Office of Facilities Scheduling and Event Planning.  The execution of contracts involving campus facilities has been delegated to the Office of Facilities Scheduling and Event Planning.

D. The use of campus facilities for solicitation by private individuals and organizations is generally prohibited. Under special circumstances, exceptions to the above may be authorized by the President.  As a general exception, vendors may rent table space as available for specific locations managed by the Office of Facilities Scheduling and Event Planning.  Vendors are restricted to assigned areas, must disclose the intended use of the facility, and the use may not disrupt or interfere with the mission or activities of the university.  Vendors must fully disclose to patrons all costs associated with the product or services being solicited.  Gifts may not be offered as a means of solicitation for sales.  No commercial entities may sell products or services available or in competition with those in the Hoke Union Building.  If the University determines that a vendor is in violation of these rules, it may require the vendor to vacate the space immediately.   In any such case, the vendor is not entitled to any refund of applicable space rental or other related fees paid to the University.
E. Solicitation and/or fund raising activities by University organizations--faculty, student, staff--require prior administrative approval. Refer to Chapter V for guidelines governing solicitation or fund raising.

F. Residence hall lounges are not usually available for scheduling.

G. Alcohol Consumption and Possession: The possession or consumption of any alcoholic beverage on the premises of Eastern Oregon University is not permitted except for special events or specific locations authorized by the President or his/her designee.  Request for approval for use of the institution’s liquor license is through the Director of Housing & Student Involvement.

H. All use of University facilities is subject to applicable University policies, including the University’s Open Forum (Time Place & Manner) Policy. 
III. Charge Schedule and Special Charges 

A. Except as noted below in discussion of athletic and recreational facilities, University faculty, staff and student groups may use University facilities at no charge for university-related purposes when properly scheduled and when requiring no special services. For additional furniture, extra custodial, security, or other special services, the requesting organization shall underwrite these extra costs on an actual cost basis.

B. Rentees will be assessed base fees as per the schedule maintained by the Facilities Scheduling and Event Planning.  Additional fees will be assessed for any additional custodial, cleanup, setup, security, technology or related services deemed necessary by the University. Such charges shall be determined before the event and placed into the signed contract.

C. When use or service charges are involved, the Office of Facilities Scheduling and Event Planning in association with the University Accounts Receivable Department shall bill and process the collection of such charges including assessing University unit budgets when extra custodial or special services are required.

IV.        Fee Classification and Usage Priorities
The following classifications have been developed for the assessment of base rental fees for campus facilities. Each request for use of campus facilities will be classified by the Office of Facilities Scheduling and Event Planning to determine the appropriate base rental charges. A current classification/rental fee schedule is available from the Office of Facilities Scheduling and Event Planning.

Priority for use of campus facilities is given according to the classifications that follow:

1. Class I--Eastern Oregon University Sponsored Activities

2. Class II--Ongoing Facility Contractors

3. Class III--Other Educational Institutions/State Agencies

4. Class IV--Non-Profit Organizations

5. Class V--Private Interest Groups

V.          Room and Event Scheduling
Generally, it is advisable that requests for meeting rooms be made at least one week in advance of the meeting time and at least 2 – 3 weeks in advance for events requiring major setups.

A. Student Use
1. Requests for space for student-sponsored events shall be filled when the following Center for Student Involvement requirements have been met:

a) Completion of the Intent to be Active (ITBA) form

b) Completion of the Event Registration form

When these requirements have been satisfied, your organization will receive notice that the requested space has been reserved.

2. If a group or organization meets regularly, it is only necessary to request room assignment and scheduling at the start of each term. Individual events require separate requests.

B. Faculty/Staff Use
1. Rooms for regularly scheduled classes are assigned by the Registrar's Office and faculty cannot change these assignments unless the change is initiated through and approved by Dean of the respective College.

2. Requests for rooms or facilities other than those that are under unit administrative control for co-curricular needs will be processed directly through the Office of Facilities Scheduling and Event Planning.

3. Speakers or other program or activity requests must be sponsored by a recognized University organization or unit of EOU.

C. Non-University Scheduling
Requests for rooms or facilities for meetings and events originated by any outside group or organization will need to be initiated through the Office of Facilities Scheduling and Event Planning. Reservations for food catering, physical setups or audio-visual services will be made by the Office of Facilities Scheduling and Event Planning. The Hoke Advisory Board shall recommend for approval a schedule of facility charges to the Vice President for Student Affairs and Vice President for Finance and Administration. 

 

VI.        Use of Recreation and Athletic Facilities 

The University reserves the right to assign, schedule, charge for the use, and limit the use of all University athletic facilities. Priority for use of recreation and athletic facilities are:

· Credit classes sponsored by the University

· Scheduled intercollegiate athletic events and team practices

· Intramurals

· Student recreation

· Faculty/Staff recreation

· Special events scheduled by Student Activities

· Community groups

· Other

Exceptions to these priorities may be made under exceptional circumstances by the President upon the recommendation of the Athletic Director or Vice President for Student Affairs.

Campus and regional groups may contract for the use of recreation and athletic facilities. Such reservations may be made up to one month in advance; exceptions to this restriction may be made by the Office of Facilities Scheduling and Event Planning in consultation with the Athletic Director. Fees for such usage will be assessed according to a schedule maintained by Facilities Scheduling and Event Planning.

VII.       Rental of Athletic Facilities
The following policies will apply to all Quinn facilities.

A. A fee will be charged per day or per four-hour use.

B. The set fee plus extra expenses will be automatically assessed.

C. If special arrangements are necessary in connection with the use or an event, the requesting organization shall underwrite these extra costs on an actual cost basis.  Special arrangements include, but are not limited to:
1. audio-visual

2. staffing

3. lights

4. special security

5. restrooms

6. custodial

7. field prep

8. other

D. Unless an exception is approved as follows, all concessions must be provided by the University.  Requests for outside vendors must be submitted and approved in advance by the Office of Facilities Scheduling and Event Planning in consultation with University Dining Services. The University's Beverage and Food Service contract requirements must be honored in all cases.

E. Long-term use of an outdoor facility can be negotiated in writing through the Athletic Director and the Vice President for Administration and Finance.

VIII.   Recreation Pass Information
A recreation pass is required to use Quinn facilities. This pass entitles the individual the use of practice gym, racquetball court, fitness center, tennis courts, track, locker rooms and showers. All individuals may be asked to produce a current recreation pass at any time they are using the facility. Check with the Cashier or Athletic Department for the current hours and pass fees. For an extra fee, Faculty/Staff and Community Pass Holders may rent a locker and lock. 

Quinn Recreation Passes are not transferable. If the University, in its sole discretion, determines that an individual has misused the pass, abused  the facilities and/or equipment, or is uncooperative with the individual in charge of the facilities being used, the University may cancel the pass privilege without refund.

No children under 16 are allowed in the Fitness Center. Children under 16 using the practice gym, racquetball court, or tennis court must be accompanied by a parent or guardian.

 

 

