IMPORTANT STUDENT CENTER INFORMATION
GENERAL FACILITY USE:

~All reservations must be made by a university department or an officer of a registered student organization (as listed on the organization's registration form). The reserving department or organization must be the user of the space and present at the event. A 48-hour minimum notice for reservations is appreciated.

~Any food provided in the Student Center must be provided U.K. Catering unless a specific exemption is granted by the UK Executive Director of Dining Services AND the Student Center Director.
~Reservations and rooms are not to be used for ongoing, regularly scheduled classes, so that we may accommodate as many requests as possible.  Any exception must be approved by the Director.
~Specific rooms requested will be assigned when possible, but the Student Center reserves the right to make changes.

~A 24-hour notice on cancellations allows us to better serve all organizations/departments.

~Meeting rooms will be in a standard setup unless other arrangements are requested and approved in advance.

~Meeting rooms will remain locked when not in use. Rooms will be unlocked fifteen (15) minutes before the scheduled event by Student Center Management only, unless prior arrangements have been made, so reservation confirmation can be made.

~The sponsoring organization/department is responsible for leaving the room in the same condition as when the meeting/event started.

~Nothing is to be taped, tacked, or otherwise adhered to the walls in any manner. Easels or T-stands are available upon request for this purpose.

~Any materials must be removed immediately following the event or meeting. A clean-up fee may be charged to the organization/department for the removal of excess materials.
~Solicitations for subscriptions, sales of merchandise, publications or services on University property other than by the regularly authorized stores, food service, departments or divisions of the University are prohibited without the written permission of the Student Center Director (209 Student Center, 257-5781)
ADDITIONAL IMPORTANT INFORMATION

1) Any food provided in the Student Center must be provided by U.K. Catering unless a specific exemption is granted by the U.K. Executive Director of Dining Services AND the Student Center Director.

2) No animals are allowed in the Student Center, except for assistive dogs carrying out their assignment.
3) Bicycles, skateboards, skates/rollerblades, or any other conveyance are prohibited in the Student Center.
4) Any objects which could cause interference of pedestrian traffic or emergency egress are prohibited.
5) No weapons, or any object which could cause injury or damage to a person, may be brought in to the Student Center.
6) The possession or use of alcoholic beverages is not allowed in the Student Center at any time.

7) All meetings, including numbers in attendance, must be in compliance with Fire and Life Safety Standards.  Inquiries must be directed to the Student Center Director’s Office.
8) No exit or entry to any room, or the exterior doors may be blocked or impeded at any time.
9) All events must be in compliance with Student Center and University rules and regulations.
10) Any injury, accident or incident must be reported immediately to the Student Center Director’s Office.
11) All incidents (especially issues of safety and security) must be reported to the Student Center Director’s Office, and a determination will be made whether a Police report is to be filed.
12) There are to be no candles, or open flames, in the Student Center without a specific approval from the Director of the Student Center and provision for containment (i.e. votive jar).
13) There are to be no fueled vehicles or machinery in the Student Center, except with specific permission from the Director of the Student Center.
14) No fuel or paint may be stored in the Student Center at any time.
15) The Student Center and the University of Kentucky are smoke free environments.  

16) In the event of a Fire Alarm, evacuation of the building is MANDATORY.  See FIRE PLAN details.

17) In the event of a TORNADO WARNING, please refer to the SEVERE WEATHER PLAN and follow instructions designated by the Student Center Director’s Office.

18) Any Student Center equipment must be placed and set up by assigned Student Center staff only.
19) All use of printed, audio, visual, and electronic information in the Student Center must comply with U.S. Copyright Law, and fair use standards.  Inquiries must be directed to the Student Center Director’s Office.
20) All lost and found items in the Student Center are to be turned in to the Student Center Director’s Office immediately.
21) All security provisions must be provided by U.K. Police or approved security service in cooperation with and approved by U.K. Police.
22) The Student Center adheres to a strict policy of inclusiveness and respect for all persons, staff, students and guests.  We expect all persons to feel welcome, safe and accommodated to the best of our ability.

23) The entire management of the Student Center is dedicated to superior customer service.  If there are any questions, or service requirements, please ask.
Failure to comply with these policies and guidelines may result in the loss of privileges in the Student Center.

I have read and understand the aforementioned information, and agree to abide by this information and assist the Student Center with compliance by my organization and other organizations:

_________________________

SIGNATURE

_________________________











PRINT NAME/OFFICE HELD

_________________________











ORGANIZATION / DATE






