UNIVERSITY OF VIRGINIA

POLICIES AND GUIDELINES FOR LATE NIGHT PARTIES/DANCES/SOCIALS

Policy for Newcomb Hall and Newcomb Supported Facilities
2008-2009
NOTE:  This policy is an adaptation of the University-wide POLICIES AND GUIDELINES FOR LATE NIGHT PARTIES/DANCES/SOCIALS.  This policy is consistent with the University-wide guidelines, but is adapted specifically for Newcomb Hall and other student activities buildings.

A late night party, dance, or social shall be defined as any event (or part thereof) where the main function or activity involves social interaction or the performance or reproduction of music for the purpose of dancing or enhancing the environment for social interaction that ends after midnight.  These events may include guests from outside the University of Virginia community and proper identification is required for all participating individuals.  

The purpose of this policy is to: (1) create a safe environment for event sponsors and the students attending these activities and (2) clarify expectations of all entities involved in managing these events including, but not limited to, sponsoring organizations, Newcomb staff members, RMC staff members, and the University Police.

GENERAL REQUIREMENTS

A. Eligibility 

Any official student organization at the University of Virginia (e.g., CIO, special status organization) is eligible to reserve designated spaces in student activities buildings for a party, dance, or similar social event. Student run organizations that are not official student organizations may use on grounds space only if they have entered into a sponsorship agreement with an official student organization.

Reservations can be made in the Event Planning Office, Newcomb Hall – Room 436, telephone 924-3203.  Reservations and all associated paperwork (i.e., Police Security Request, AV/Electric Equipment Request, and Fundraising forms) must be completed and submitted to the Event Planning Office at least 14 days prior to the event.
B.  Attendance
The following groups of individuals are approved for admission into late night events given that the criteria for their admission is met.
1.  Sponsoring organization members 


As indicated by a roster of current and active UVa students (Provided at the check in table).  Student organization member must present a valid University/Photo ID to validate their membership.
2.  UVa students, faculty and staff with valid UVa ID's.  


These individuals must present their University IDs upon entrance to the event.  University students who do not have their University ID’s when attempting to gain admission to a late night event, will not be allowed to enter.
3.  Sponsoring Organization Alumni, Performance Guest, Fraternity/Sorority Members from other institutions, Associated Organization Members, or other guests of the sponsoring organization.  


All guest gaining admissions to an event under this provision must have their name present on a pre-arranged guest list provided to the Newcomb Hall student staff and RMC staff at the pre-event meeting taking place 30 minutes prior the opening of doors for a given event.  At this time, all lists become FINAL and NO additional names may be added.  The name of each guest must appear on the guest list for approved admission.  Photo IDs will be required at the time of check-in. The size of these guest lists is only limited by the capacity of each venue and admission to those individuals on the guest list is subject to available capacity at time of entrance.  That is, if at the time an individual on an approved guest list wants to gain admission and the event is at capacity, then NO admission should be provided.  These individuals maybe admitted if space becomes available at a later time, provided it is before the 1:00am 'doors closed' policy goes into effect.

C.  Advertising/Event Promotion 

Advertising or promotion of the event off-grounds including flyers, handbills, posters, and radio announcements is prohibited.

All advertisements on grounds must include the following information:  “Admission open to UVA students and staff only.  UVA students and staff must present a current UVA ID and resister their guests with the sponsoring organization prior to the event.  Guests must present a valid picture ID for admission.”  A copy of the event advertisement must be turned in to the Director of Facility Services no later than the time of the scheduled pre-event meeting (see H. Pre-Event Meeting).
D.  Sponsor Responsibility
As sponsor/host of the event, the sponsoring organization is responsible and shall be held accountable for ensuring that all policies, guidelines and reasonable expectations relative to properly managing the event are followed. Expectations include, but are not limited to: monitoring of all activities related to the event; effective crowd control; ensuring adherence to policies by all participants/guests; demonstrated efforts to resolve potential conflicts and immediately report illegal or inappropriate behavior (including persons who are intoxicated) to University Police on duty at the event. Full cooperation from all sponsoring organization(s) members shall be expected.  The Newcomb Student Event Manager (in consultation with the RMC staff members and UVA Police when appropriate) shall be the final authority in resolving conflicts or disagreements related to policies and procedures.

E. Ending the Event
The event end time (up to 1:30 am) shall be approved at the time of the initial reservation by the Assistant Director for Operations (or designee). Events must end promptly at the approved time.  The facility must be cleared of guests and equipment within 30 minutes of the end time.  The sponsoring organization shall be responsible for assisting in dispersing students and their guests in a timely manner after the event.  Newcomb Student Event Managers, RMC Staff members and the University Police will assist in enforcing this policy.


F. Extended Hours 

For events requiring a longer break down period (e.g., time required to break down and remove band equipment), arrangements must be made in advance and approved by the ODOS Director of Facility Services or designee no later than 5 (five) working days prior to the scheduled event.  The event coordinator and student monitors shall remain to assist building staff until all guests and equipment are cleared.  The sponsoring organization shall be responsible for all costs associated with a later closing.

G. Costs to the Sponsoring Organization 

The sponsoring organization shall be responsible for the following costs:

1. Event security staff and University Police Officers ($44 per officer per hour).  Newcomb and the Vice President for Student Affairs shall assume the cost of RMC staff,  one UPD officer the 10% administration fee assessed by the UPD.  Additional police officers may be required at the discretion of the ODOS Director of Facility Services and/or the University Police Department.  The cost of these officers will be the responsibility of the sponsoring organization
2. Special equipment (e.g., sound equipment, staging, etc.)

3. Costs associated with extended hours [beyond times described in (D) above]

4. Costs associated with special cleaning required, damages, overtime wages or other special circumstances created as a result of the event.

H. Pre-Event Meeting 

The sponsoring organization representative(s) (organization member who will serve as the event host) shall meet with the Assistant Director for Operations (or designee) no later than 5 (five) working days prior to the scheduled event.  Note:  If this meeting does not take place and other arrangements are not made in advance by the sponsor, the event may be cancelled.  

The purpose of the Pre-Event Meeting is to review the following:


1.  Room arrangements (i.e., tables, chairs, staging, etc.)


2.  Staffing needs and responsibilities


3.  Event and facility policies

I.  Event Staffing Requirements
The following personnel shall make up the Event Management Team: Special Event Manager, Event Coordinator, student monitors, and University Police.

1. Event Assistant - The Event Assistant, provided by Newcomb Hall, shall have responsibility for interpretation and enforcement of building and event policies and guidelines.  In addition, the Event Assistant shall have authority to implement any measures necessary for reasons of safety and security of guests and/or employees.  The Event Assistant’s responsibilities shall include: 


a. Conduct meeting with security personnel, event coordinator, and student monitors (30 minutes prior to the event) for duty assignments and review of policies and procedures.

b. Ensure adherence to all policies and procedures.

c. Interpret building and event policies and procedures as needed and resolve any conflicts or disagreements.

d. Complete incident report on any incident(s) that occurs.

e. Monitor and ensure adherence to room capacity guidelines.

f. Escort sponsoring organization representative (along with a University Police Officer) to reconcile cash and secure cash box in the safe.    Funds may be secured in a locked box or bag and left in the safe in the building until the following working day, when a designated organization representative may pick up and sign for funds from the locked bag.

g. Complete an event evaluation report.

2. Event Coordinator - The organization representative authorizing the event (or a designee) shall serve as the Event Coordinator.  The responsibilities of the Event Coordinator shall be as follows: 

a. Serve as the primary contact person for the sponsoring organization before, during, and after the event for Newcomb Hall staff or the University Police Department.  

b. Attend the meeting conducted by the Special Event Manager prior to the event. 

c. Ensure proper handling of sign-in sheets for students and guests.

d. Continuously monitor the event to ensure adherence to all policies and procedures and be available for assistance as needed to Newcomb Hall staff. 

e. Ensure the cooperation of sponsoring organization members as needed.

f. Coordinate efforts of any student monitors provided by the sponsoring organization.  

3. Student Monitors - Student monitors (should include both men and women) shall be provided by the sponsoring organization and/or students trained and employed by Newcomb Hall.  The Assistant Director for Operations reserves the right to determine how many and who will provide the student monitors.   The student monitors shall be “on duty” for the entire event [i.e. beginning 30 (thirty) minutes prior to the scheduled start of the event until the crowd has been dispersed and all equipment removed after the event has ended].  The student monitors must be easily identifiable (i.e., by some highly visible means from a distance).  This will be accomplished by wearing designated badges provided by Newcomb Hall staff.

The responsibilities of the student monitors shall be as follows:

a. Monitor and ensure adherence to facility and event policies by participants.

b. Monitor inside facility (including bathrooms) and immediate surroundings for potential inappropriate, disruptive, or illegal behavior and report the same immediately to the University Police on duty.

c. Assist with crowd control and help spot potential disruptions before, during, and after the event while the crowd is being dispersed.  Student monitors should report potential or actual disruptions to the University Police Officer on duty or to Newcomb Hall building staff as appropriate.

d. Assist building personnel with duties as requested.

4. RMC Event Management Staff (Required for All Late Night Events)- The number of RMC staff members will be determined by the venue and number of expected guests (See Appendix A for RMC staffing levels).  Additional staff members maybe required at the discretion of the Assistant Director for Operations, RMC Event Management Staff or the University Police Department.  RMC staff shall be hired for the time period 30 (thirty) minutes prior to the scheduled start of the event until the crowd has been dispersed after the event has ended.

RMC staff members are responsible for the following duties:

a. Check IDs and Monitor the event guest list.

b. Perform visual search of individuals and belongings prior to entrance.

c. Monitor all bathrooms, fire exits, doorways and other egresses to ensure proper event safety and security measures are maintained.
d. Monitor and ensure adherence to facility and event policies by participants
e. Assist with crowd control and help spot potential disruptions before, during and after the event while the crowd is being dispersed.  

f. Work as liaisons with the Newcomb Student Event Managers, University Police and sponsoring organization to perform general event management.

5.  University Police - Typically, a minimum of 3 (three) officers shall be required.  The officers shall be hired for the time period 30 (thirty) minutes prior to the scheduled start of the event until the crowd has been dispersed after the event has ended.  Additional police officers may be required at the discretion of the Assistant Director for Operations and/or the University Police Department.  Police personnel will not be responsible for interpreting building and event policies, but will assist building staff in enforcing policies as appropriate.

J.  Event Requirements and Guidelines


1. On the night of the event, the event coordinator (student organization), student monitors (student organization), RMC Event Supervisor and University Police personnel shall meet with the Newcomb Student Event Manager to discuss communication, safety and security issues, as well as other pertinent policy and procedure matters.  This meeting shall take place 30 (thirty) minutes prior to the scheduled start of the event.  In addition, the Event Coordinator shall participate in a facility walk-through with the Newcomb Student Event Manager to observe (and record if necessary) the condition of the building and furnishings. The doors to the event will not open until this meeting is completed.

2. Admission – The event shall be open to UVA students, faculty, and staff.  
3. Organization Guest List – The sponsoring organization may invite and sponsor guests.  The intent of this provision is to allow the organization the flexibility to invite organization members from neighboring institutions, alumni members, and the like.  The sponsoring organization must turn in its guest list to the Newcomb Student Event Manager at (and no later than) the meeting prior to the start of the event.   The sponsoring organization shall be responsible for the behavior of all individuals on its guest list.  Individuals on the organization’s guest list must present a valid picture ID and must be signed in by a member of the organization in order to gain admission.

4. No person will be admitted who is visibly intoxicated or otherwise behaviorally impaired.

5. Alcohol, illegal substances, glass containers, and weapons of any kind are prohibited.

6. Attendees may be subjected to a visual search of person, handbags or backpacks.

7. Passes to re-enter the event are prohibited. No re-entry will be permitted.
8. Admissions after 1:00 am are prohibited.

K. Venue Capacities (Does not include final numbers after equipment or other set up items)
Capacities in the student activities buildings are as follows:


SAB



600


Forum at O Hill

200


Runk



200

Newcomb Hall Ballroom
525  
**All events in the NH Ballroom must have re-entry identification 
system in place. (e.g. Wristbands, tags, ticket stubs, etc.)

A counter shall be used to determine exact number of individuals entering the facility.  The capacity may be adjusted down by Newcomb Hall staff, RMC or University Police depending on room set-up or other relevant reasons.

L.  Event Evaluation Report
The Special Event Manager and RMC Event Staff shall complete two separate event evaluation reports documenting specific information regarding the event.  The report will include, but not be limited to, the following:

1. Sponsoring organization’s performance in actively managing the event

2. Issues relating to staffing

3. Crowd control problems

4. Issues related to security

5. Observations pertaining to event planning and implementation

6. Critical incidents

M.  Policy Enforcement
1. Sponsoring organization members shall be responsible for following all policies and procedures.  If questions or perceived conflict arise, the direction of Newcomb building staff and/or the University Police shall be followed.

2. Members of the sponsoring organization are responsible for the behavior of all guests attending the event.  Violation of any of these policies may result in sanctions against the organization and/or individuals.  Sanctions may include, but are not limited to, referral to the Judiciary Committee and limitations on future uses of University facilities.

Late Night Document of Understanding

University of Virginia

Newcomb Hall and Student Activity Centers

2008-2009
As a representative of ____________________ organization, sponsoring ________________________event, I understand and will communicate the following policy agreements to those involved in planning, staffing and managing this event.  In addition to the points listed below, I understand that my responsibilities as an event coordinator encompass all items listed in the U.Va./Newcomb Hall Late Night policy for parties, dances and socials.

· Access to all late night events is restricted to U.Va. students, staff and to guest list participants.  All guests must be admitted through a previously arranged guest list provided by the student organization.  (U.Va. students must have a valid U.Va. ID and guests must present ID to gain admission).
· As the sponsoring organization, the group listed above is responsible for and shall be held accountable for ensuring that all policies, guidelines and reasonable expectations relative to properly managing the event are followed.
· All events will end no later than 2:00am.  This includes all breakdown of equipment and dispersing of individuals from the late night venue.  Sponsoring organizations will be responsible for facilitating these tasks.
· As the sponsoring organization, the group listed above will be responsible for paying any charges and/or fees associated with: staffing (e.g. police officers for security), special equipment, extended hours (beyond 2:00am) and special cleaning required, damages or other special circumstances created as a result of this event.
· As the Event Coordinator, it is my responsibility to perform the duties as listed in the late night policy, especially the coordination of student monitors and facilitation of their duties.
· All organizational representatives will meet with the special events manager and police officers no later than 30 minutes prior to the beginning of the event.  At this time, the event coordinator is responsible for presenting a guest list to the Special Event Manager.
· No person will be admitted who is visibly intoxicated or otherwise behaviorally impaired.

· Alcohol, illegal substances, glass containers, and weapons of any kind are prohibited.

· Attendees may be subjected to a visual search of person, handbags or backpacks.

· Passes to re-enter the event are prohibited. No re-entry will be permitted.

· Admissions after 1:00 am are prohibited.
_____________________________________________


__________________

Event Coordinator/ Organization





Date

Newcomb Use Only:

Date of Late Night Party Meeting:

Event Time and Location:

Expected Attendance: 

Approvals: AV/Equipment:

Security:


RMC:


Fundraising:

Special Arrangements:

Appendix A

RMC Late Night Staffing Needs by Facility
Student Activities Building

Check in Table: 2

Fire Exits: 2

Crowd Monitor: 1

Supervisor: 1

Event Manager: 1

Total: 7

The Runk Green Room
Check in Table: 2

Fire Exits: 2

Crowd Monitor: 1

Supervisor: 1

Event Manager: 1

Total: 7

The Forum at O’Hill

Check in Table: 2

Fire Exits: 2

Supervisor: 1

Event Manager: 1

Total: 6

Newcomb Hall Ballroom

Check in Table: 2

Fire Exits: 5

Crowd Monitor: 2

Supervisor: 1

Event Manager: 1

Total: 11

**All events taking place in the ballroom will require wristbands or other appropriate reentry notification.

** Late night event locations not listed above will be assessed prior to the event to determine the appropriate level of staffing.
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