Southeaster n L ouisiana Univer sity
War Memorial Student Union
Policies and Procedur es

Mission Statement

Serving as the livingroom of Southeastern Louisianaéssity, the War Memorial Student
Union, under the offices of Student Development, provagegices and conveniences for all
members of the diverse Southeastern family as it agli¢heir daily needs of campus life. Our
focus is to remain responsive to the best servicesaneffer to the entire Southeastern
community.

Office L ocation and Contact | nformation

The Office of the War Memorial Student Union is laghin room 202, which is on the second
floor of the west wing. The phone number is (985) 549-3792.

History

The first section of the War Memorial Student Unicesveompleted in 1966. The students
assessed themselves to finance construction of ¢higyfalt included student affair’s offices,
meeting rooms, a post office and a snack bar.

In 1970 by a proclamation of then Governor John McKaitls®outheastern became a University.
The new status was reflected in many ways, particutadyowth of students seeking an
education at Southeastern. Enrollment had almost doatsdvhat it had been just a few
years earlier. With this growth came a demand fargel role of student services on campus.
The Student Union was put to new and more intensivehaseetver before and full utilization of
the facility was a commonplace. The physical comgtrhowever, dictated that the Student
Union could no longer adequately provide for the space rdetls entire University

community.

In 1979, the student body responded to this need by onceasgassing themselves for a new
addition to the Student Union. The new facility, thed&nt Union Annex, was completed in
1983. Meeting rooms were added, as were a theater, amdracreational area that contained a
game room, a bowling alley, and racquetball courts (2larde “commons” area was also added
where students could relax, study, or visit.

As the University continued to increase its enrolimernhe 90's, more renovations were added
to the Student Union. In 1998, the SLU Bookstore movedviritat had previously been the
bowling alley and game room. The new bookstore atseased its offerings to the community
through a mini-convenience store section. The gamme mas moved to the first floor section

of the racquetball courts. And the second floor of Hugjuetball area, as well as part of the
second floor commons, was renovated to become the&Caeger Services Center. The first floor
of the original west wing, where the post office wasated, was converted into a Copy Store, a



coffee and yogurt shop and a smaller post office.

In the Fall of 2000, construction was completed on a $®milenovation and addition. The
project included: converting the entire ground floor ofdhginal east wing into an expanded
food service area; adding additional office space and i@rde rooms onto both floors of the
west wing; redesigning and increasing the size of the 8fide; upgrading the meeting rooms
on the second floor of the east wing; and convertiegctiffee and yogurt shop into a Subway
Shop. Additional storage for CAB and the Student Unios aso added.

Purpose and Goals

The War Memorial Student Union Complex is a centeaabiity for the Southeastern
community. It plays an important role in the total extiomal process of the University. The
Student Union meets three major needs for the Uniyeitsallows for a centralized service
center for campus, provides opportunities for activitieb @/ents, and promotes social
interaction amid and among the diverse members ofdbéh8astern community.

Programs offered through and in the Student Union affadesits the opportunity to learn and
engage in social and recreational skills that canndgareed in the traditional classroom. The
Student Union allows all members of the Universitynomunity a total educational center where
skills, both academic and social, can be grown and ndrture

The primary goals of Student Union staff are to mamtacilities, provide services, and
promote programs that are responsive to student developew®ad and to the physical, social,
recreational, and educational needs of the Southeastermunity. We believe the Student
Union is an integral part of the campus community anduab, is an inherent part of the
institution’s educational environment.

Facilities

The facilities within the War Memorial Student Unimbiclude office space for both Auxiliary
Services and Student Affairs, as well as meeting roantsservice providers.

Offices

Assistant Vice President for Student Affairs Room 202 Bhds9-3792
Auxiliary Services Room 214 Phone - 549-2094
Campus Card Operations Room 113 Phone - 549-3990
Campus Activities Board Room 201 Phone - 549-5467
Career Services Room 241 Phone - 549-2121
Disability Services Room 203 Phone - 549-2247
Judicial Affairs Room 205 Phone - 549-2213
Leadership Development/Student Activities Room 110 Phone 2339-
Multicultural/International Student Affairs Room 112 Phori19-3850
Student Government Association Room 208 Phone - 549-2296
Student Organizations/Greek Life Room 111 Phone - 549-2120

Student Publications Room 211 Phone - 549-3731



Veteran Services Room 206 Phone - 549-5041
Services
(All Services are located around the Student Union Malh)

Corner Pocket Game Room Phone - 549-2209

Document Source Phone - 549-5565

Lion’s Den Food Court Phone - 549-2058

Post Office Phone - 549-2124

Subway Phone - 549-5774

University Bookstore Phone - 549-5393

Meeting Rooms

(Max capacity is for seated)

Ascension Room 212 Max Capacity 12

Career Services Conference Room 244 Max Capacity 12

Career Services Interview Room 242 Max Capacity 4

Career Services Interview Room 243 Max Capacity 4

Commons (Annex) Room 201 Max Capacity 100

Jefferson Room 224 Max Capacity 16

Livingston Room 227 Max Capacity 25

Louisiana Purchase Ballroom Room 230 Max Capacity 300/500 sgandin
Magnolia Room 228 Max Capacity 35/40 standing
Orleans Room 221 Max Capacity 16

Pelican Room 229 Max Capacity 35/40 standing
Southeastern Room 223 Max Capacity 100
Tangipahoa Room 222 Max Capacity 14

Theater Room 216 Max Capacity 360
Washington Room 114 Max Capacity 8

Outside Areas

Mall Area Max Capacity 600

Park Max Capacity 700

Courtyard Max Capacity 500

Sign Space Free Wall and Crosswalk (8 signs)
FacilitiesUse

Campus Organizations

Recognized student organizations and University departm@&yseserve space for meetings,
socials, and other approved activities in conformityhwniversity policies and regulations free
of charge during regular business hours (Monday through Thursday.m. to 10:30 p.m.;
Friday 7:45 a.m. to 4:30 p.m.; and Sunday 5:00 p.m. to 10:30 p.m.9nli#we Registration of
Activity Form must be submitted at least three (3) kessrdays prior to the event unless other
policies apply such as, but not limited to, alcohol evamid dances.



Off Campus Groups

Off campus groups may rent the facility for a nominal(f®ee below) subject to space
availability. Off campus groups requesting space withinae Memorial Student Union must
contact Continuing Education at (985) 549-2301.

Off Campus Groups Rental Rates
War Memorial Student Union usage fees for Off Campus grisugsfollows:

Theater $250/day + $15/hr Utilities + staffing (Will depend dratiservices are
required, but will have to have, at a minimum, a buildingesvisor.
Minimum of two hours)

Ballroom $250/day + $15/hr Utilities + staffing (Will dependwhat services are
required, but will have to have, at a minimum, a buildingesvisor.
Minimum of two hours)

Small Classroom $75/3 hours + $10/hour/every extra hour fingt&Vill depend on what
services are required, but will have to have, at anmim, a building
supervisor. Minimum of two hours) Covers rooms 221, 222, 224, 212,
114, and 227

Medium Classroom  $100/3 hours + $10/hour/every extra hour ingtéfill depend on what
services are required, but will have to have, at anmim, a building
supervisor. Minimum of two hours) Covers rooms 228 and 229

Large Classroom $125/3 hours + $10/hour/every extra hour ingtéff/ill depend on what
services are required, but will have to have, at anmim, a building
supervisor. Minimum of two hours) Covers room 223 and Anne
Commons

Other Staffing

Depending on the type of event, whether or not alcoflidbe available, and/or the security risk,
outside groups may also be required to pay for Southeasilica #® be present. That decision
will be made by the Assistant Vice President for Studdfairs and the University Chief of
Police as determined by the nature of the event orgxastriences with similar activities and
events.

Equipment Use

The War Memorial Student Union has certain types ofpegent available for organizations
using the facility. University organizations will nbé charged for use of the equipment but will
be held responsible for any loss or damage to the equipr@éhcampus groups will be charged
for use of the equipment (see below for prices) includmgl@ss or damage. All items must be
used within the Student Union confines unless permissigiren by a professional staff
member of the Student Development Office and an Equip@lestkout form has been
completed and turned in.

The following equipment is available for use at the Wlamorial Student Union.

ltems Charge



Audio Visual Carts NC

CD Player $10
Chairs NC
Cordless Microphones $10
Dollies NC
DVD Players $10
Easels NC
Lapel Microphone (Theater only) $10
Microphones and Stands $10
Overhead Projectors $10
Podiums NC
Portable Sound System $25
Projection Screen $25
Projectors $25
Speakers $10
Tables NC
Televisions $10
Video Tape Players $10

General Policies

1.

wmn

All events to be held in the War Memorial Studentddmnust be properly scheduled by
submitting an online Registration of Activity Formlaast three (3) business days prior
to the event unless other policies come into play aschut not limited to alcohol events
and dances. The form can be found on Southeastern’siteedi:
http://www?2.selu.edu/Administration/Utilities/regform_adirih. Once the request has
been approved, a confirmation e-mail from the offitthe Assistant Vice President for
Student Affairs will be sent to the requester. Uhig has happened, the requesting
organization does not have the facility reserved.

A faculty/staff advisor must be present for all studeganization social activities.
Cancellations are to be made no later than foght€#8) hours in advance of the event.
Failure to notify all concerned parties may resulbsslof scheduling privileges and
liability for charges for service or personnel. Tihidudes set-up and breakdown time.
Any meeting/activity which does not begin within ti(30) minutes of the scheduled
time, will be considered canceled. Failure to use iityaghich has been reserved may
result in loss of scheduling privileges and liability éwarges for service or personnel.
Organizations who abuse the system by reserving spaiee than needed (i.e. multiple
rooms) and/or more time than needed (i.e. reserving farurs and only using 2 hours)
affect the facility usage of others. Organizatiomals®es such as these may result in loss
of scheduling privileges and/or liability for chargesdervices and personnel.

The Student Union Hours of operation are: Monday-Thurgdiya.m. to 10:30 p.m.;
Friday 7:45 a.m. to 4:30 p.m.; and Sunday from 5:00 p.m. to 10:30 @rganizations
who choose to use the facility when it is closed béllassessed a $10/hour fee, payable
to the building supervisor, unless other arrangementsiiesre made in advance. These
requests must be made at least two (2) weeks in advaeosuce that personnel can be
found to work the event.




10.
11.

12.

Individuals and organizations are responsible for adyairlamages, theft, or misuse of
the Student Union and/or its university property. lmtlial or organizational abuses
may result in loss of privileges and possible disciplirzantyons.

Individuals or organizations manning tables in the Studemmn mall area must remain
within a two (2) foot perimeter of the table.

Glitter is not allowed in the theater

Any tables used for food distribution or eating purposest tve covered.

Typically only one major event per evening will bbeextuled in the Ballroom and
Theater. Requests will be considered on a case byaasedepending on the event, set-
up, and tear down.

Events (meetings, social functions, tables, signg, €tould not be considered approved
until an official e-mail from the office of the Assant Vice President for Student Affairs
has been received notifying the registrant of the same

Sign Policy

1.
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9.

10.

Student organizations may reserve sign space by comgpéeBign Approval form,

which may be obtained from the Student Development&fstudent Union 202, or on-
line at the Student Development Website. Crosswallts\ati space may be reserved
for large banners/signs. Signs should not be placedciityfaurfaces including posts,
windows, glass surfaces, doors, trees, or stair raéihgsy time. Signs placed in one of
these areas and those placed without approval will beveairby the Student Union
staff.

Organizations not officially recognized by the Unsigr cannot reserve sign space.

The Student Union reserves the right to remove signsodweather damage or
vandalism. This is also the case for signs thaharnenger readable, cannot be repaired,
are considered inappropriate, or any sign that does lmw fthe Student Union and/or
University guidelines.

Each recognized organization may place signs at ormeqdswalk and one (1) wall
using a three (3) days on, four (4) days off schedule.

The use of tape on painted surfaces is prohibited.

Advertisements from off-campus groups are subject teahe rules and regulations as
on-campus organizations and must receive prior approvaltfie Assistant Vice
President for Student Affairs before they may be posiéus is also true for yard signs.
The Student Union, Student Development, the Officb@®ssistant Vice President for
Student Affairs, and university are not responsiblddss, theft, or damage of display(s)
and/or signs.

Advertisement of alcoholic beverages is prohibitethbyUniversity without the
approval of the Assistant Vice President for Studerairsf

Signs written with chalk on the sidewalk must alsodggstered through the Sign
Approval form process.

For more information on signs, see the Universgy 8olicy.

Alcohol Guidelines




2.

3.

Alcohol is not allowed in the Student Union, MallylPand/or Commons without
approval from the Assistant Vice President for Studdfatira.

Exception - Alcohol is allowed in the Student UniomkHfar those 21 and over on home
football game days.

For approval of alcohol, see the University AlcoRolicy.

M eeting Room Poalicies

1.
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Meeting rooms will be arranged, where feasible, @sasted. Organizations who do not
request a certain arrangement, but decide to rearranfi@nitare to fit their needs, will
be responsible for returning the furniture to its origareangement when the
event/meeting is over. Failure to do so may resudiss of privileges in reserving and
using the Student Union facilities.

Tape cannot be used on painted or glass surfaces.

Meeting rooms should be left clean. All trash shoelglaced in trash receptacles or
carried away by the organization. Failure to do so meaylt in loss of privileges in
reserving and using the Student Union facilities.

Food and beverages are not allowed in the Theater.

Food and beverages are only allowed in the Commoasnétie prior approval from the
Student Union staff.

Open flames, candles, etc. are strictly prohibited.

Any tables used for food must be covered.

Pictures may not be removed from the walls.

Special equipment requests (microphones, projectors, sgstedis, TV/VCR/DVD,
etc.) should be noted in the Special Set-up Request settiba Registration of
Activities Form.

Student Union M all Policies

1.
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Each organization or outside group reserving mall spdcesegive one (1) table and
two (2) chairs unless more has been requested. Liomsabkes and chairs are not to be
brought into the mall area.

Tables and chairs may be set up on either side ofidh@s long as they do not block the
flow of traffic, are not reserved for another evemtd/or block any doors.

Sitting on the tables damages them and is thus noteallo

Tables and the surrounding area should be left cleagan2ations and outside groups
are responsible for picking up all trash around their tablen they leave. Failure to do
so may result in loss of privileges in reserving andgugie Student Union facilities.
Student Union tables and chairs should not be remowedtfre Student Union.

Furniture from inside the Student Union should not bentaikte the mall area. If
additional tables and/or chairs are needed, conta&ttigeent Union office.
Organizations using the Mall must avoid contact watvéirbeds.

Student Union Park Policies

1.

Organizations using the park must avoid contact witheitbeds. All damages will be



assessed to the reserving organization. Organizatgimg the Park will be responsible
for picking up all trash and debris from the Park afteir #neent.

2. Amplified music is allowed in the Park after 4:30 p.m. wegkdend anytime on
weekends with permission from the Assistant Vice Beggifor Student Affairs. Other
events in the Student Union or the general vicinity b@restricted in the use of
amplified music.

3. Organizations needing additional tables, chairs andish tans must submit a service
request to the Physical Plant to reserve these items.

M all Vendor Policies

Vendors will be allowed to set up in the Student Uniotl Bfaa if they meet the guidelines and
standards set down by the University.

1. All commercial or outside vendors must register with$hudent Development/Student
Union Office located in room 202 of the Student Uniotvycalling (985) 549-3792

2. Commercial or outside vendors will be limited to thed&nt Union Mall area. The Vice
President for Student Affairs or his/her designee cdteraaceptions to this policy.

3. A commercial or outside vendor will be limited to f{&® reservation days per semester.

These may be five (5) consecutive days or they maptead out throughout the
semester. The hours a vendor is allowed in the Stuttd@ah Mall area are from 8:00
a.m. to 4:00 p.m..

4, No vendors are allowed during University OrientatioogPams unless approved by the
Admissions Office (i.e.. Lending Banks).
5. Examples of items that may be sold are items ddt@mrtialue such as paintings, crafts,

posters, jewelry, and t-shirts. These must be itbatsare not sold elsewhere on
campus. Credit card vendors are not allowed on campemsis that conflict with on-
campus- enterprises, whether self-operated or contraeistdbe approved by the
campus enterprise.

6. Vendors may distribute information on cellular phohesyever, signing of extended
contracts between the vendor and the student is prhivibile on campus.
7. Minimum insurance requirements are a $1,000, 000 generdtilipbiicy. The

certificate of insurance must be provided to cover a(bhgear period and will remain
on file until its expiration date.

8. Proof of workmen’s compensation for any vendor aasegiwith a corporation must be
provided.
9. A valid vendor’s permit from the City of Hammond musb&be provided. The permit

can be obtained by calling (985) 542-3416.

10. Commercial and outside vendors will be assessed a pezrdalfee as follows;
a. $100 - Independent Vendor
b. $50 - Sponsored fundraiser by a student organization

11. Commercial vendors are responsible for collectiahpayment of all appropriate taxes.
Commercial vendors are required to provide a tax ideatfifin number at the time of the
reservation. The University reserves the rightefose and/or cancel a reservation due to
non-payment of rent, damages, prohibited conduct fromwéopiereservation, or an
unacceptable vendor category or type.



12.
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19.

The vendor is required to give a one (1) week noticarafetlation to receive a refund of
the rental fee.

The University is not responsible for items losstmlen and will not accept delivery
packages on behalf of vendors.

Vendors are expected to conduct business from behitalieeand an are not allowed to
roam through the mall area to promote merchandise.

Vendors are responsible for cleaning table(s) andrdseused at the end of each day. A
cleaning fee of $25.00 will be assessed if trash, ekeft isehind.

The University will not endorse any services angfoducts that the vendor intends to
sell while on campus.

Violation or infraction of University policies andogmedures will result in banishment
from the campus and denial of future solicitation opporesit

A signed copy of the vendor policies, proof of insurapoeef of workmen'’s
compensation, and payment in full must be submitted t&tihdent Union Office one (1)
week prior to the reservation date.

Once the vendor contract is approved, an approved cdpewiailed to the vendor and
will serve as verification of approval for the vendorbe present on campus. The
student Union will provide tables and chairs.

For more information or clarification of these p@& please contact the Office of the Assistant
Vice President for Student Affairs.



