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Reserving Facilities
Ashland University offers many different venues in which to hold events. However, advanced
booking is necessary as some facilities are reserved up to a year in advance. The following facilities
can be reserved by calling the listed

offices:
Building Room Capacity Department |Ext.
Any Building General Classroom Registrar 5029
Amstutz 9th Floor Board Room 25 Business office 5013
Dining Room 48
Suite 2
Conference Room A 8
Conference Room B 10
Blue Room
Andrews Conference Rooms, 2™ floor Nursing 5242
Classrooms
Faculty Lounge, 1= floor Andrews Office  |5381
Classrooms
Arts & Humanities Hugo Young Theatre 729 Performing Arts  |5950
Studio Theatre 75
Elizabeth Pastor Recital Hall  |200
Classrooms 115 & 116 Deans Office 5106
Small Conference Room Communication 5139
Arts
Athletics Small Conference Rooms, Athletics 5441
Room 204
Bixler
Chapel Upper and Lower Chapel Chapel 5489
Convocation Center | Trustee, Alumni, Faculty, Catering 5915
Heritage, PDR, Small
Conference Room
Dauch Business and [Ridenour Room 90 Dean’s Office 5210
Economics Rule Room 14
Parent Lounge 14
Dauch Room 16
Ford Lecture Hall 36
Creativity Lab 25
DA 220 8
DA 218 8
DA 209 8
Field House Field House 5459
Founders Hall Seminar Room 72 President’s Office |5409
Conference Room 12
Gill Center Upstairs Conference Room Assoc. Provost’s  [5750
Downstairs Conference Room Office 5350




HCSC 1 Conference Room 12 Information Desk 5700

2 Conference Rooms 30

4 Conference Rooms 48

(Conference Style)

4 Conference Rooms 72

(Classroom Style)

Auditorium 153

Student Activities Conference |20 Admin. Assistant [5325

Room

Eagle's Landing 100

Eagle's Nest Dining Room 200 Admin. Assistant |5321

Eagle's Nest Patio approx. 50
Kates Center Lounge Kates 5291
Kates Gymnasium Gymnasium 2500 Kates 5456
Kettering Rooms 215, 112, and 113 Kettering Office |5261
Library Library Lecture Room 131 President’s Office |5048/5049

Rare Books room, Small study Library 5400

Rooms
Miller Hall Room 26 Dean’s Office 5210
Recreation Center Non-Classroom Admin. Assistant [5471
Redwood Hall All areas 400 (with full stage) |Academic year- |5325

Student Activities
Summer-Catering | 5915

Schar Education Non-Classroom Dean’s Office 5366
Seminary Ark Room, Sun Room Seminary 5166

While a phone call or message may be sufficient for some facilities, others require additional
procedures. NEVER ASSUME! It is important to confirm all your prior arrangements.

. Facilities and services must be intended primarily for the benefit and participation of the
University community.
e  Anevent cannot violate Ohio laws and codes, University policies and regulations, or the fire and
public health department’s policies governing the use of public spaces.
. Damage to equipment or facilities during the event will be charged to your organization.
Only chartered student organizations may reserve facilities and contract for University services.
. Equipment rental, security, setup, and breakdown costs may be charged.




STUDENT ORGANIZATION RESOURCE CENTER

The Student Organization Resource Center is located on the 2" Floor of the Hawkins-Conard Student
Center. The following resources are offered as a courtesy to fully chartered student organizations:

e Banner Paper/Texas Markers — used to make creative posters for event publicity. Texas
Markers must be used on the table provided in the Resource Center, as the markers leak
through some paper and can cause damage to university property.

e Helium — can be used to inflate balloons for all campus events — student organizations must
supply their own Mylar balloons.Latex balloons are not permitted on campus.

e Programming Resources — current Campus Activities Programming Magazine’s offer helpful
hints on any topic related to event planning.

Reserving Equipment

Il n Redwood Hall and the Eagl esd Nest

The Technical Production’s Crew can assist by providing basic lights, sound, and stage equipment. To
schedule equipment or discuss your needs, contact the Student Activities Office at x5325. Requests
must be submitted at least two weeks in advance. Events will be scheduled on a first-come, first-serve
basis. Service fees will be discussed at the time of scheduling.

Audio/Visual Equipment

Overheads, slide projectors, projection screens, TV/VCR’s and laptops can be borrowed from
Information Technologies for on-campus programs. To schedule equipment or to discuss your needs,
contact Information Technologies in the basement of Patterson Technology Center at x5045.

Physical Plant/Maintenance

Work orders for equipment set up or delivery must be turned in to the Physical Plant at least two
weeks in advance. Items include picnic tables on the Quad, tables, chairs, grills etc. For questions, or
to check on availability of equipment, call the Physical Plant office at x5490.

Student Center Auditorium

Reservation of the auditorium is processed through Safety Services at x5700. Reserving this space
does not automatically reserve the equipment within this space. To discuss your needs involving
equipment including DVD players, sound, projection screen, etc. contact the Student Activities Office
at x5325 at least 2 weeks in advance of your event.

Arranging Catering for an Event

Ashland University Catering & Conference Services handles all catering on campus. As a general rule
of thumb, outside organizations are not permitted to cater in any university facility.

Contact the Director of Catering at x5915 to make your specific requests and to discuss menu options.
For more detail on the catering policies including confirmation agreements and Eagle Card use, visit
www.ashland.edu/catering and click on Student Catering Forms.



http://www.ashland.edu/catering

Coordinating Transportation

Individuals wishing to drive any vehicle, including their own, to an event affiliated with Ashland
University in any way must be at least 21 years of age and give a copy of their valid driver’s license
and proof of insurance card to the Student Activities Office. If driver’s license does not have the
social security number of the driver, that must also be submitted. This must be done at least 48 hours
in advance of the event. If either the license or proof of insurance card expires, a new copy must be
received before the individual can drive to an event. It is highly recommended that advisors or
executive members of the organization drive to the events.

Contracts, Videos, and Licensing

Video Licensing Law

Organizations cannot show videos in a public performance unless they have obtained a license.
Contact the Student Activities Office at x5325 to discuss the specific details of the video your
organization wishes to show.

Contracts

When an event requires an off-campus contract, the Student Activities Office MUST be given a copy
of the contract for review and signing. All contracts MUST be signed by the Director of Student
Activities and will then be kept on file. This is done to protect both the organization and the
University. Any questions please call the Director of Student Activities x5325.




Ashland University

Dance Policy Form
Fraternity Circle

The following guideline must be followed for all dances in fraternity circle during the
designated dance hours. These guidelines have been established to protect your
chapter and its members from all problems or uncomfortable situations.
Guidelines:

1. No backpacks, bags, etc. can be brought in to a chapter ho use.

2. Only residents of the respective houses are permitted to enter resident rooms.

3. The upstairs of all houses are to be closed off.

4. Members must be designated to: be door checkers, close dance, and do rounds
of house during the dance.

5. Smoking is not permitted on the dance floor.

6. A dance policy form is to be filled out and returned to Michele Sheets, Director
of Greek Affairs and Residence Life within 3 business days prior to the dance.

Policy adopted unanimously on October 7, 1998 by
Interfratern ity Council and Fraternity Presidents




Ashland University

Dance Policy Form

Fraternity Circle
*Dances on Thursday Nights must end at midnight
Dances on Friday/Saturday can end at 1 a.m.

Fraternity

Please check the day of the week the dance is on
Date of event [ Thursday [ Friday [] Saturday
Time of Event Contact:

Theme: (if applicable):

Is ¢ hapter aware of dance policy?

Please supply the names of the members responsible for the following:

Door Checkers: (at least 2 per entrance)

Rounds of House: (at lease on e round every hour, 2 members)

Closer: (at least 2 members)

Not Approved: Date:

Directords Signature

Approved: Date:

Directords Signature

This form must be completed and given to Michele Sheets, Director of Residence Life

& Greek Affairs at least 3 business days prior to the dance.
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Ashland University

9™ Floor Amstutz
Executive Suite
Utilization Request Form

1. State the purpose of the proposed event:

2. Date and hours requested:

3. Number of people attending the event:

4. Location Requested: ~~ Board Room  DiningRoom  Suite
______Small Conference Room(s) ____ Blue Room
5. Please notify the following for any special needs:
_____Food or beverage (contact Catering at ext. 5915)
_____Equipment (Contact Maintenance or Media Center)

6. Name of University administrator in charge:

7. Account number to which costs will be charged:

Requestor: Title Date

Return form to: Vice President for Business Affairs at least 30 days prior to date
requested.

Approved: Date
(V.P. for Business Affairs)
cc: Safety Services Catering Requestor Building Services President’s Office




Motivation for Chapter Programming

Develop a Sense of Belonging

N~ WNE

Go on a retreat

Plan team builders periodically

Wear badges, buttons, or t-shirts

Pass a gavel-say positive things about the next person
Have members continue recruiting new ones

Do a presentation on rituals or founding principles

As a group, congratulate people on their accomplishments
Send birthday cards with personal notes

Encourage Participation in Goal Development

Lo

Include all members when planning goals

2. Follow through on members’ suggestions

3. Make sure that everyone belongs to a committee

4.

5. Remember: “We support that which we help to create”

Delegate work committees

Develop Purpose

ISR NS .

Always explain why

Instill in members that their assistance is vital for success
Make sure philanthropy projects focus on their purpose
Share ways participation aides in personal growth
Program with pertinent issues in mind

Get written commitments

Create Expectations

1.

NGO~ WN

Make obligations clear (attendance, dues)

Form guidelines (time frame, budget, population)

Offer incentives

Share and expect use of outside sources

Expect leaders to be good examples

Encourage leaders to replace themselves and train successors
Display positive attitudes

Focus on keys to success (instead of cut downs)

Reinforce for Continual Achievement

1.

N~ WN

Write personal thank-you notes

Write congratulations

Give public recognition

Hang spirit posters

Give weekly awards

Post brag boards

Sponsor Awards banquets

Hang pictures or at a meeting recognize award recipients
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Retreat Planning

ing the Retreat

List the goals and the purpose of the retreat. Be very specific, listing various skills and behaviors you

want each participant to experience. Develop a theme.

Decide on various presentation types that will enhance the retreat experience.

Projects: If the participants are to work together on some type of project, be sure to bring the supplies.
When assigning projects, be clear with expectations for group members working together and outline

what outcome is desired.

onal Considerations

Excess Baggage- What concerns or problems will the participants bring with them to the retreat?
Attitude- How receptive are the participants to the retreat? Did all the participants agree or was there
some coercion?

Climate- What stage of development is the group in? How risky will sharing be for the group? How
involved were the members in the planning of the retreat? Have team-building exercises been planned?
Expectations-How are the participants expected to act at the retreat? What will be the norms? What is
the level of sharing? How much fun-time will there be? Will there be special times for fun and for
seriousness?

ule

Opening- Make sure there is an introduction to the retreat. Discuss goals and objectives.
Priorities-ldentify the most important concerns that need to be addressed.

Team building- Schedule mixer and team-building activities to break up the monotony. Be sure to have
several ideas planned, and bring along extra ideas for unexpected gaps.

Meal/Snacks- Make sure that three meals are provided, especially if the program is planned out over a
whole day or into the night. If snacks are provided as break times, be sure to provide healthy options as
well as traditional snack options. Be sure to ask people before the retreat if they have any special needs
in regards to food.

Outside Presenters- Be sure to introduce them to the group. Make advance arrangements with the
presenter to join the group in other activities. Allow the group some time to talk with the presenter
individually.

Time- Be sure to allow adequate time for each activity. Experimental exercises take more time than
lecture. If you have a new group, discussion may be limited until the group experiences team-building
activities and becomes cohesive. Discussions near the end of the retreat usually need more time because
the group is feeling more comfortable with each other.

Handouts- Prepare handouts that allow individuals to pay attention during the sessions and reduce the
amount of time needed to take notes. Handouts should be readable and functional.

Closing- Be sure to save enough time to close the retreat and process the learning that took place. A
closing exercise should review the goals and objectives of the retreat and determine what was
accomplished. Each session should be evaluated as well as the entire retreat. This can be done on paper
or verbally as a part of a closure activity. A small token representing the retreat experience can be a
special addition that each participant can take home with him or her.
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Programming 101

By the Association for Student Activity and Programming (ASAP)

There are several important steps to any successful program:

1. Needs Assessment 4. Planning
2. Concept 5. Implementation
3. Proposal 6. Evaluation

Needs Assessment Stage
What programs are needed, wanted and/or useful? Here are a few suggestions for
obtaining this information:

« Listen to what students are talking about

o Ask students what they want to see

« Administer a written survey give a reward

« Evaluate general health, safety, and attitude of campus and improve them.

Concept Stage
You see that the program can fill a void on campus, and can give students a fun, safe,
entertaining and/or educational alternative to the daily.

It is time to pull everyone s ideas together and begin to design the program.
Brainstorming involves:

o Quantity of everyone’s ideas

« No criticism

Proposal Stage
The proposal is the compilation of needs, goals, and resources pertaining to the
proposed program. The proposal could include:
o The goal of the program
o The needs that are being addressed by the program
« Date and time is there a scheduling conflict with other campus programs?
« Venue for the event
« Estimated budget
« Volunteers needed

Planning Stage

11




Detailed ideas have been generated. The goals of the program are clear; now it’s time to

meet them.

Secure a venue

Find volunteers if necessary

Publicize, publicize, publicize

Motivate yourself, your team, and your customers to make a great
program.

Implementation Stage
It is time to make the program a success. The right concept with the appropriate
planning and publicity will make it one. During any program, remember these things:

If applicable, ensure that the performer is happy and that payment is
arranged

Meet with the setup and clean-up volunteers and describe their role in the
program s success, and what needs to be done.

Start on time

Prepare a brief opening for live performers

Evaluate and ensure general safety of those present

Enjoy the program, but remember that you are running it

A closing is optional. When closing, thank the performer and the audience
for coming, and repeat upcoming programs and membership information.

Evaluation Stage
Evaluation is one of the most important steps for future programs. When all is said and
done, these questions must be asked and recorded for future use:

Were the goals of the program met?

Was there enough publicity?

Did we spend too much money? Too little money?
How can we make the program better next time?
Has an evaluation form been filled out?

12




oPS

of Programming
Picture the end
Plan a time-line
Place others in charge
Publicize

I rocess the Process

13
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Programming Tips

ing

Be creative

Brainstorm

Involve the group

No criticism allowed

Encourage free and open thought

Write down the ideas that are verbalized

inting

Select program idea for the list

Develop the goals and objectives of the program
Determine the schedule

Set deadlines

Determine the budget

Develop a promotional system

Utilize resources

Developing

Backward planning

Delegate responsibilities

Reserve equipment and materials

Design & Distribute promotional material
Remind workers of deadlines/check progress
Attention to details

Delivery

Be prepared

Arrive EARLY!

Set-up, check facilities and equipment
Start on time

Stick to the schedule

Post-Op

Clean Up

Return borrowed items

Write thank you notes

Pay remaining bills

Evaluate the program

Make recommendations for the future

14




When Programs Aren’t Fun

Think about these common mistakes that are often overlooked as you begin planning
your program.

Design
« Not setting goals
o Not getting input
« Reaching out to the wrong group
o Not well planned

LLocation

o Too far the students
Not comfortable
Too hot/cold
Too many distractions
Not known to students

Publicity
« Not eye catching enough
« Not enough in advance
« Not creative
o Too cluttered
« Poorly located

Support
o Lack of communication to group members
o Lack of involvement by group
o Members Lack of delegation to group
o Members

Facilitator/Presenter
« Not knowledgeable in area
e Doesn’t show up
« Lack of agreement on topic of time limit of program
« Poor expectations on turnout

15




« Not enough time before program to prepare
« Non-interesting speaker

Miscellaneous
o Film doesn’t work
« Equipment doesn’t work
o Other helpers don’t show up
e Room not set up

16




Finding People to Help You

Give each individual a specific responsibility

If possible, give each person a title that is different from all others

Encourage ideas from members and utilize them in one way or another

Ask for opinions from everyone

Explain the program so they understand what they are helping and how their
contribution is important

Ask for pros and con s at the end so you can improve it for next time

Delegate tasks according to interest areas

Utilize the special and original skills and talents of each person

Utilize the contacts of each member

Be enthusiastic about each program, good attitude is highly contagious

Look for people who are normally shy and approach them for help, don’t wait for
them to volunteer

Try to get them to bring a friend to the activity

Publicly congratulate others when they do something good or helpful

Don’t overwork the same people just because they are willing to help, they get
burnt out or feel taken advantage of

Encourage Creativity

Channel energy in positive directions

Ask everyone, not just friends and members you know best

Make sure you are giving people tasks that are challenging to people, but not so
much so that they do not finish it

17




50 Programming ldeas

Ski trip

Camping trip

Guest speaker
Mountain biking

Tug of war

Zany games

Music recital
Concert

Food festival

Fashion show
Community Theater
Silent movie

Pow wow

Debate

Protest rally
Awareness workshop
Community service project
Tour of a company
Foreign film
Controversial lecture
Study skills workshop
Career exploration
Leadership workshop
Theme dance

Pizza party
Masquerade
Pictionary party
Button making
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Winter luau

Improv comedy

Ice cream social

Mock New Year s Eve
party

Under the Sea Dance
TV cliffhanger/premiere
party

Holiday celebration
Theme dinner
Barbeque

Potluck

Scavenger hunt

Dating games

Twister tournament
Chess tournament
Dance off

Lip sync contest
Wacky hairstyle contest
Create your own T-shirt
contest

Karaoke party
Roommate game
Comedy competition
Casino night




