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SUNY Canton Event Policy — External Entities

. SCOPE
This policy applies to external entities and faculty/staff operating on behalf of the external
entity.

. POLICY STATEMENT
SUNY Canton'’s facilities and grounds are first and foremost used to support the College’s
educational mission and related activities that are of significant interest to the growth of the
students and the College. After meeting this primary criteria, SUNY Canton’s facilities and
grounds serve as possible venue options for external entities to rent at the discretion of the
College. This allowed use is meant to further the College’s commitment to education,
research, and public service without competing with private business enterprises having
similar facilities of adequate capacity.

. POLICY
All external entity requests must go through the Special Events Coordinator, unless the
Coordinator has directed a different course of action. The Coordinator will determine if the
request should be overseen by ancther area and, in those cases, appropriately forward the
request.

Reservation requests must follow proper procedures for form/document submission and be
received a minimum of six weeks in advance of the actual event, and timely correspondence
to finalize an event request is required. Delayed/non-responses from the applicant may
result in unfulfilled requests, additional fees, and/or a cancelled reservation.

Cancellations on the external entity's part require a 48-hour notice or charges will ensue.

External entity renting/using SUNY Canton’s facilities and/or grounds must have an approved
revocable permit with the College that requires the external entity to provide liability insurance
and specifies the terms and conditions of use for facilities/grounds, including, but not limited
to, the name of external entity, nature of the event, dates, times, space being used, number
attending, rental/other fees, and restrictions. The permit may also necessitate meeting other
liability requirements (i.e., child protection policy requirements).

Revocable permits must be complete and submitted at least 14 days prior to the event.
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The College reserves the right to accept or decline requests for space by external entities.

Event requests are not confirmed, and will be considered unauthorized, without a fully signed
and executed revocable permit by both parties and notification of decision provided by the
Special Events Coordinator.

Extenuating circumstances will be dealt with on an individual basis.

Tabling Requests
All requests for tabling at the College by external entities must be made at least two
weeks prior to the event.

The College retains the right to limit the number of times an external entity tables on
campus.

Event/tabling requests involving goods for sale or solicitation are prohibited.
Faculty/Staff Operating on Behalf of External Entity Option

With an external entity’s approval, a faculty/staff member may operate on their behalf to
request an event be considered for the campus-hosted designation.

Campus-hosted designation requests must follow proper procedures for form/document
submission and must be reviewed by the direct supervisor (signature required) in order to
move forward. Consideration will be given to event interest, professional relevancy, and
supportiveness of the College’s mission and vision.

The faculty/staff member is responsible for getting all required responses and signatures
for all form/document submissions, submitting all required form/documents to the Special
Events Coordinator by the set deadlines, and providing timely correspondence.

Requests require the Vice Presidents Group (VPG) review and action.

Note: With the exception of the revocable permit with liability insurance, all other policy
requirements, deadlines, etc. apply for a faculty/staff member operating on behalf of an
external entity.

Iv. DEFINITIONS
External Entity: any person/group that is functioning outside of the day-to-day operations of
the College. (Note: This includes faculty/staff operating on behalf of an external entity.)

Revocable Permit: formal, written contract with the College that specifies the terms and
conditions of use of facilities/grounds, including but not limited to the name of external entity,
nature of the event, dates, times, space being used, number attending, rental/other fees, and
restrictions. The agreement also includes important insurance and liability requirements.

Campus-hosted Designation: a designation given to events in which the campus assumes
liability and possibly some or all of the costs. In order for events to receive this designation,
they must be vetted and approved by the Vice Presidents Group.

V. OTHER RELATED INFORMATION
None

VL. PROCEDURES
The applicant will complete and submit the External Entity Event Request Form (attached to
this policy), and email it to the Special Events Coordinator at bainesa@canton.edu to begin
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your event planning process. For questions, immediate assistance, or cancellations, call the
Special Events Coordinator at (315) 386-7918.

The Special Events Coordinator will review the request, and reach out to the contact person
to provide a preliminary status report of the request — i.e., reservation request held, need
more detail, cannot accommodate, etc. Note: Please be sure to provide accurate contact
information and timely responses.

Upon receipt of all pertinent details, the Special Events Coordinator will send (via email or
mail) a Letter of Agreement to the contact person outlining their request, what the College
agrees to offer, and any associated fees — known or estimated. A revocable permit will be
issued concurrently to be signed and returned with a Certificate of Insurance naming SUNY
Canton coinsurer at least 14 days prior to the event.

Returned and complete revocable permits will be sent to the Vice President for Administration
for review and action. The Special Events Coordinator will notify the external entity of the
decision; events are not confirmed until notification is made.

Faculty/Staff Operating on Behalf of External Entity
Faculty/staff members who are operating on behalf of an external entity and are seeking
approval for an event to be considered for the campus-hosted designation must initially
submit both forms — External Entity Event Request Form and the Campus-Hosted
Designation Request Form (attached to this policy) — to their supervisor for review/action
in order for the request to move forward to the next level.

The submission additionally requires a written letter of justification, including a
summary of the event, associated costs, how the College would be involved
(including specific funding requests), etc.

Once the supervisor’s signature and recommendation are complete and packet has been
returned to the faculty/staff member, the faculty/staff member will submit the entire
request packet to the Special Events Coordinator in hardcopy form or by email
(bainesa@canton.edu).

The Special Events Coordinator will notify the contact person of packet receipt, review
the request for feasibility, request any additional information, and provide an estimated
date for VPG review/action. Note: Please be sure to provide accurate contact
information and timely responses.

The Special Events Coordinator will send an FY] email to the rest of the supervisory
chain making them aware of the request and that it will be moving to the Vice Presidents
Group (VPG) for review and action. Comments of support or concern can be directed to
the Special Events Coordinator for inclusion in the packet being presented to the VPG.

The Special Events Coordinator will provide the full request along with any comments to
the VPG for review/action.

Upon receipt of the VPG's decision, the Special Events Coordinator will send (via email
or mail) a letter to the faculty/staff member outlining the final decision; events are not
confirmed until notification is made.

VIl. FORMS

External Entity Event Request Form
Campus-Hosted Designation Request Form
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SUNY Canton
External Entity Event Request Form

Contact Information:
Name/Title:
Organization:
Phone #:

Email:

Event Summary:
(event description)

Event Day/Date/Time:
(preferred)

Event Day/Date/Time:
(alternate option(s))

Location/Space Requested:
(room name/number or describe what is needed)

Size of Event:
(provide number attending/to plan for;
figure max. number and adjust down when known)

Requested Setup/Needs:
(tables, chairs, layout, etc.)
(setup examples — click link below)
https://www.canton.edu/events/setup.html
(Please provide diagram for custom setups.)

Audio/Visual Needs:
(microphones, projection, sound, etc.)

Food/Beverage Needs:
(only SUNY Canton catering permitted)

Is the event [_] public? [_] private?

Will children be involved? [ ] Yes [ ]| No

Parking:
https://www.canton.edu/media/pdf/campus map.pdf

We will provide you with a parking pass.
Please use the campus map (link to left) to
find your designated parking lot (noted on
your parking permit).

Additional Information/Comments:
(For planning purposes, please provide a schedule of events with
your submission and any additional information/comments to
help us fully understand your event.)

Please complete and submit this form by email to Amber Baines, Special Events Coordinator, at
bainesa@canton.edu or call (315) 386-7918 with any questions.
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Faculty/Staff Operating on Behalf of External Entity
Campus-Hosted Designation Request Form

To be submitted with External Entity Event Request Form.

Complete this form, and attach a written letter of justification, including a summary of the event, associated costs,
how the College would be involved (including specific funding requests), etc.

Note: Consideration will be given to event interest, professional relevancy, and supportiveness of the College’s mission
and vision.

Faculty/Staff Member’s Information:
Name:
Affiliation to External Entity:
Campus Title:
Department/Division:
Phone:
Email:

External Entity’s Name:

The faculty/staff member is responsible for getting all required responses and signatures for all form/document
submissions, submitting all required form/documents to the Special Events Coordinator by the set deadlines, and
providing timely correspondence.

Faculty/Staff Member Requesting Campus-Hosted Designation
(Attach written letter of justification — details above.)
(Print form, sign/date, and move forward along with rest of request packet.)

Faculty/Staff Member’s Signature Date

Direct Supervisor

O Recommend
[ Do Not Recommend
O See Attached

Direct Supervisor’s Signature Date

After action by direct supervisor, the faculty/staff member submits the entire request packet to the Special Events
Coordinator (send by email to bainesa@canton.edu).

The Special Events Coordinator will send an FYl email to the rest of the supervisory chain letting them know of the
request and that it will be moving to the Vice Presidents Group (VPG) for review and action. Comments of support or
concern can be directed to the Special Events Coordinator for inclusion in the packet being presented to the VPG.

Vice Presidents Group

[ Approved Campus-Hosted Designation
[ Special Conditions (see attached)
Date O Denied Campus-Hosted Designation
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STATE UNIVERSITY OF NEW YORK AT CANTON

FACILITY RENTAL RATES

Below are the facility rental rates for SUNY Canton. Additional fees apply for reservations exceeding the
maximum duration. Overtime or personnel costs will be charged per hour at the current State rate and
will be in addition to the facility fee(s) and billed after the event. Additional fee options include on-
premise catering or use of the dining hall. For more information, please contact Amber Baines, Special
Events Coordinator, at 315-386-7918 or bainesa@canton.edu.

FACILITY CAPACITY FEE DURATION
RICHARD W. MILLER CAMPUS CENTER

+ Meeting Room 208 ¢ 10 e $150/hour e 6 hour max
+ Woodcock Conf. Suite, MPR 212-214 o 96/120 Theater Style e $150/hour e 6 hour max
+ Meeting Rooms 218-220 e 30/50 Theater Style e $60/hour e 6 hour max
+ Kingston Theater ¢ 250 e $120/hour e 6 hour max
+ Underground Lounge s 230 e $100/hour e 6 hour max

CLASSROOM/CONFERENCE ROOMS

+ Cook, Wicks, Payson, NN, NS e Varies e $75/100/hour ¢ Up to/Over 3 hours
+ Computer Lab s 30-40 o $75/hour

LECTURE HALLS

+ Nevaldine North 102 o 110 e $100/150/hour e Up to/Over 3 hours
+ Payson 219 o 83 o $100/150/hour e Up to/Over 3 hours
+ Wicks 102 o 124 o $100/150/hour e Up to/Over 3 hours
ROOS HOUSE

+ lce Arena e 907 Commercial $300/hour

Apr-Sept $110/hour
Oct-Mar $100/hour

+ Field House e 3,000 Commercial $300/hour
Profit $200/hour
Non-Profit $150/hour

+ Pool o 236 Commercial $200 full pool

Profit $150 full pool
Non-Profit $125 full pool

AUDIOVISUAL FEE DURATION
+ Sound System e $50/hour

+ Smart Cart e $75/hour

+ TVIVCR e $50/hour

+ LCD Projector e $50/hour

+ Overhead o $20/hour

« Easel with Pad/Markers e $20/hour

+ Whiteboard/Markers e $10/hour

+ Teleconference Facility o $250/hour

+ Teleconference e $100/hour e 2 Hour Min
+ Technical Support e $40/hour

LEARN MORE

¢+ Special Events: 315-386-7918 bainesa@canton.edu
* Roos House: 315-386-7510 harringtonp@canton.edu
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