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Quick Sheet for Student Activities
2009-2010

x  Complete a Student Activities Request Form for every on-campus event or meeting sponsored

by a student organization (available www.usm.edu/union/studentactivities )

x  Turn in the Student Activities Request Form by 4 p.m. on Monday for the following Thursday
through Wednesday events, unless that Monday is a holiday in which the forms are due on the
preceding Friday (266-4403,/Student Activities Hub).

x  If police officers are required for the event, they must be paid for in cash, ¢ @ S hche& brd s
money order at UPD. The cost is $32 hour with a 3-hour minimum. UPD forms are available

at www.usm.edu/union/studentactivities

x  Reserve Shoemaker Square, Library Plaza, Lake Byron, Weathersby Lawn, Kennard-
Washington Lawn, Power House, Power House Courtyard, Union Lobby and Union
Conference rooms through the Union Reservations http://www.usm.edu/union

x  Reserve space in Payne Center, Intramural Field and Pride Field through Payne Center
Reservations (266-5405).

x  Reserve classroom/lecture hall space throughout campus through completing Event Request

forms at www.usm.edu/union/studentactivities
x  Reserve Bennett Auditorium and the PAC at www.usm.edu/union/studentactivities
x  Amplified sound is allowed out-of-doors on campus during the following hours:

x  Beginning and ending times for outside amplified sound events:
1. MondayT Thursday 5:15-6:15 p.m.

2. Friday 4:00-10 p.m.
3. Saturday 10 a.m. - 10 p.m.
4. Sunday 1-10 p.m.

x  The sign policy is strictly enforced throughout campus T read the policy before making and/or

copying any signs. Reserve space for A Frames at: www.usm.edu/union/studentactivities
= Update your Organization Commitment Card (Blue Card) immediately after each change in
information for the president and/or advisor. Blue Card has move on line at:

www.usm.edu/union/studentactivities

For all other questions, please contact the student activities staff listed below:
Audrey Morgan Charoglu, audrey.charoglu@usm.edu, Assistant Director
Joel Hughes. Joel.s.hughes@usm.edu, Manager
Melissa Carpenter, melissa.carpenter@usm.edu, Secretary
The Office of Student Activities, Student Activities Hub Union 111
Box 5048, Phone 266-4403, website www.usm.edu/union/studentactivities

*Throughout the year policies and procedures may change.
Please visit www.usm.edu/union/studentactivities the most current version of the policies.

The Office of Student Activities at the University of Southern Mississippi aspires to provide superior customer service
and valuable resources by fostering community, educating servant leaders, and giving guidance to student
organizations that will initiate and maintain effective student leadership as well as life-changing experiences in the
university community and the world.
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CODE OF ETHICS FOR STUDENT ORGANIZATIONS
Office of Student Activities, Jarurary 2008

Relationship of Student Organizations to the University: Recognition of, or registration of, an
organization does not mean that the university supports or adheres to the views held or position
taken by registered or recognized student groups. Responsibility for any action that violates federal,
state or local laws or university regulations is assumed by the individual group and its adviser,
officers and members.

Introduction of Code of Ethics: The extension of privileges by the university as detailed in this
document requires all student organizations to be registered and to conduct their organizations
and activities as responsible bodies in their relationships with their members, other students, the
community and the university. Organizations and their members are subject to being governed
and sanctioned by the same rules and regulations established for individual students. This Code of
Ethics has been established for all registered and recognized student organizations. Each registered
student organization must adopt and abide by this Code of Ethics.

Specific Standards
A. Scholarship: In accordance with the academic mission of the university, a portion of an
organi zationdés activities should reflect a

development.
B. Character Development: The moral conduct and personal behavior of each member affect
the organizati ono6s i forahgiedividudl to hictSatalimiands with 1t 1 m

self-respect and integrity.
C. Community Relations: All organization members will conduct themselves in a supportive
positive relationship with the community, as their actions reflect upon the university as a
whole.
D. Financial Management: All funds shall be used in a judicious manner. Members shall not
incur debts (either individually or in the name of the organization) that result in
organizational disability. All financial debts must be paid to maintain active status.
E. Wellness: Members shall take basic precautionary measures to ensure individual and group
safety. An appropriate program would encompass a concern for mental, emotional and
physical well-being.
F. Leadership Development: The continuing existence of the organization requires a regular
succession of effective leaders. An appropriate program would provide for the development
of the membersd | eadership skills for f
G.Legal Responsi bi Imentbgtshavel @spohsibiliryrtagk@wdnZ at i on
uphold all federal, state and local laws and university policies. Students should be
knowledgeable of, and comply with, the expectations set forth for individual students and
for organizations as stated in the Code of Ethics for Student Organizations.
H. Multicultural Sensitivity: Both the university community and the larger society are diverse
with persons from different ethnic and cultural backgrounds. Organizations must
recognize and respect the cultural heritage of others. Compliance with The University of



Southern Mississippi Equal Educational Opportunity Policy is required. Guidance
regarding the interpretation of this
affirmative action officers.

GUIDE TO CHARTERING NEW STUDENT ORGANIZATIONS
Office of Student Activities, Jarurary 2008

The principle vehicles for student activities at The University of Southern Mississippi are student
organizations. Student organizations at The University of Southern Mississippi are chartered by
the university and, when chartered, become officially recognized organizations that may avail
themselves of all privileges relating thereto. An officially chartered student organization will not
use its official status for any purpose other than its own organization; this shall include, but is not
be limited to, financial gain for individuals, sponsoring activities for an unchartered group, and
reserving facilities and conducting business for an unchartered group.

Student organizations are characterized by a written constitution and bylaws, officers, an adviser,

and a program of projects and activities through which they attempt to carry out their objectives.

The following chartering policies apply to all student organizations except social fraternities and

sororities that are current or past members of the Inter Fraternity Council, College Panhellenic

Council or the National Pan Hellenic Council, which are chartered through a process originating

in the Greek Life Office.

REQUIREMENTS

A. A group of 10 or more full-time students wishing to form an organization and seek official status

from the university by obtaining a charter may do so, provided the following requirements are

met:
1. The group does not duplicate an existing organization.
2. The purpose is to ensure continuity and stability of the organization.
3. The group does not organize under the sponsorship of an existing organization.
4. If nonstudents are affiliated with the organization in a capacity other than an advisory role,

they may only be associate members. Associate members may not hold office or vote.

5. If any person is paid for instruction through a student organization, a budget must be
approved by a majority vote of the members, by the Student/Faculty Committee on
Student Organizations and by the Recreational Sports Department for sports clubs. Any
payment for ongoing instruction must be provided through Recreational Sports or
Continuing Education, whichever is appropriate.

6. A formal constitution is submitted outlining the purpose of the group seeking the charter
and framework of the organization.

B. The application for chartering a new student organization is completed and filed with the
director of the Union and Programs together with proper supporting documents.
1. Completed application for chartering a new student organization:
http://www.usm.edu/union/studentactivities.php

Items to be uploaded with the application:

polic


http://www.usm.edu/union/studentactivities.php

a. Upload a copy of the proposed constitution to the online chartering a new student
organization application.
b. In the event the group seeks to affiliate with a state, regional or national
organization, a copy of that constitution must also be uploaded to the application.
c. Letter of support from the adviser of the proposed student organization.
d. A letter from the department with which the proposed organization will affiliate (If
no affiliation is planned, no letter is required.)
2. Student Organization Committee Form (Blue Card) at
http://www.usm.edu/union/studentactivities.php
3. Health and Human Services Form, which states the proposed organization, does not have
any statement in its charter, bylaws or other regulations that restrict membership on the
basis of sex, race, religion, color or national origin unless allowed to do so under federal
exemption. This form will be printed from the Student Activities website and will be
signed and turned in at the Student/Faculty Committee on Student Organizations
regarding the proposed organization meeting.
4. The organization has an adviser who is a member of the full-time faculty or staff.
5. The organizational president and adviser meet with the Student/Faculty Committee on
Student Organizations regarding the proposed organization.

ORGANIZATIONAL MEETINGS

Three meetings may be held prior to the official chartering of a student organization. Business
during these meetings should be limited to constitution drafting and forming the structure of the
organization. A member of the Student Activities staff will meet with the group for aid and
counseling in the forming of the new organization.

CONSTITUTION

Once a constitution has been approved by the Student/Faculty Committee on Student
Organizations, said constitution is filed and becomes the official reference copy. No changes will
be recognized without committee approval, and in the event of any controversy within the group,
the official office copy will be used to determine points in question.

ORGANIZATION STEPS

A. The director of the Union and Programs will present the request to the Student/Faculty
Committee on Student Organizations at its next meeting; he or she will request the president
and adviser of the proposed group to be present to answer any questions that might arise.

B. The recommendation of the committee is forwarded to the associate vice president for
Student Affairs for final action.

C. The director of the Union and Programs will advise the president and adviser of the proposed
organization of final action.

D. The organizational president is responsible for meeting with assistant director of Student
Activities to review campus policies and procedures.


http://www.usm.edu/union/studentactivities.php

PRIVILEGES, OBLIGATIONS AND DUE PROCESS OF ALL CHARTERED
ORGANIZATIONS
Office of Student Activities, Jonuowy 2008

Upon official recognition by The University of Southern Mississippi, there are certain privileges
afforded a new student organization, and certain obligations the new organization is expected to
discharge. These privileges and obligations are as follows:

A. Upon official recognition by the University, an organization becomes eligible to participate
in university-approved student activities, to sponsor activities that may be included on the
Master Calendar, to reserve University facilities and to rent a University post office box.

B. Each organizationd6s officers are required
10 full-time students and an on-campus adviser) with the Office of Student Activities
annually by completing a Student Organization Commitment Card (blue card).

Otherwise, the organization will become inactive and will lose its privileges mentioned
above. Immediately following each election, lists of new officers or adviser(s) with addresses
should be submitted to the Office of Student Activities.

C. Each organization commits itself to sponsor only such projects as will benefit both the
group and the University and to uphold the University regulations, including the
University Student Code of Conduct, Code of Ethics for Student Organizations, the
Student Activities Policy, city ordinances and all state and federal laws.

D. If any person is paid for instruction through a student organization, a budget must be
approved by a majority vote of the members, by the Student/Faculty Committee on
Student Organizations and the Recreational Sports Department for sports clubs. Any
payment for ongoing instruction must be provided through Recreational Sports or
Continuing Education, whichever is appropriate.

RECALL
The approval of a student organization at The University of Southern Mississippi is made
on the basis that the organization will conform to the Privileges and Obligations of
Chartered Organizations as stated above. Failure on the part of the organization to
conform to the above mentioned obligations, to conditions of approval and any breach of
Student Activities or University policy may subject the organization to recall by the
Student/Faculty Committee on Student Organizations or the Fraternity/Sorority
Committee. Recall may result in the president and adviser of the organization having to
appear before the appropriate committee to answer any charges that have been brought
against the organization.

DUE PROCESS
In the event that student organizations violate the Student Activities policies, the Privileges
and Obligations of Chartered Organizations, the Code of Ethics for Student Organizations
or other university regulations, certain disciplinary procedures will be instituted against the
organization initiated by the assistant director of Student Activities or the appropriate
administrator in the following manner:

10



A. The president and adviser of the organization will be advised by the assistant
director of Student Activities of the charges against the organization. The president
and adviser will be further advised of the action the assistant director of Student
Activities is taking against the organization. The assistant director of Student
Activities may impose disciplinary measures on the organization or may refer the
charges to the appropriate body.

B. In the event of disciplinary action imposed by the assistant director of Student
Activities, the president and adviser of that organization will have 72 hours from
the time of written or e-mailed notification during which time they may (a) accept
the assistant director of Student Activities' penalty and waive their rights to a
formal hearing on the matter by the president's and adviser's signing a statement of
acceptance that will be filed in the Office of Student Activities; or (b) not accept the
assistant director of Student Activities' penalty and request a hearing. In the event
of a hearing, it will be held at a time and in a place so designated by the assistant
director of Student Activities. The hearing will be held before the appropriate body
such as the Student Activities Committee or IFC Judicial.

C. Any student organization referred to a governing body has the right to due process.

D. In all judicial decisions, either party shall have, and will be notified of, the right to
appeal the decision of the judicial body entering judgment. If the decision is
appealed, no action shall be taken except those measures necessary to ensure the
safety of the university community, to protect university property and to ensure an
academic atmosphere until the appellate process has been exhausted.

E. The request for appeal shall be filed within 72 hours of the written or e-mailed
notification of the decision. The request shall be filed with the assistant director of
Student Activities.

F. Decisions involving social fraternities and sororities may be appealed to the
Fraternity/Sorority Committee. Decisions involving other student organizations
may be appealed to the Student/Faculty Committee on Student Organizations.
Decisions rendered by these committees will be final.

G. In any hearing resulting from a violation by a student organization in which it is
determined that the violation was caused by the action of individuals rather than
official action of the organization, the council hearing the matter reserves the right
to refer those individuals to the Dean of Students Office, which may refer them to
the Student Judicial Council. Officers acting in their capacity as representatives for
the organization may be dealt with as individuals and official representatives of the
organization.

11
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TIME, PLACE AND MANNER
Office of Student Activities, Jarurary 2008

All organizations seeking to gain approval for events will need to complete the online student
organization registration form (blue card) at http://www.usm.edu/union/studentactivities.php
and attend a Policy Review session scheduled at the beginning of the fall and spring semester.

Student Activities Request form is online at http://www.usm.edu/union/studentactivities.php.
They are classified as Meeting/Retreats, Tabling/Sales, Community Service/Small Event and
Special Event. For help classifying your events please contact the Office of Student Activities.

TIME

A. Beginning and ending times for activities and their duration will be under the general
supervision of the assistant director for Student Activities. Organizations should specify
their desired time and sound requirements when seeking activity approval*. The
consideration for approval of fASpeci al Eve
loudspeaker or any device used to increase audible volume level) will be for events
scheduled and approved during times allowed by the Office of Student Activities.

*Note: see Special Events section for guidelines and procedures, page 17

Beginning and ending times for outside non-amplified sound events:

1. Monday i Thursday 8 a.m.- 10 p.m.

2. Friday 8 a.m. - 10 p.m.
3. Saturday 10 a.m. - 10 p.m.
4. Sunday 1 p.m.-10 p.m.

Beginning and ending times for outside amplified sound events:

1. Monday T Thursday 5:15-6:15 p.m.

2. Friday 4:00-10 p.m.
3. Saturday 10 a.m. - 10 p.m.
4. Sunday 1-10 p.m.

Beginning and ending times for indoor events:
1. SundayT Thursday 8 a.m.- midnight
2. Friday T Saturday 8am.-1am.
Beginning and ending times for noon day, amplified sound, indoor events:

1. Monday T Friday 11:30 a.m. - 1 p.m.

B. University sanctioned and philanthropic events that occur outside the designated hours for
activities must request approval from the Student Activities Committee. Contact the Office
of Student Activities for the Student Activities Committee meetings schedule and to
reserve time to address the committee regarding your events. Two members from your
organization will be required to attend.

13
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PLACE

A. Inside
On-campus facilities are reserved with the area or department of the university having jurisdiction over
said facility. Policies governing the facilities will differ from place to place, and care should be taken to
become aware of this. Attendance at events should not exceed the maximum capacity in order to meet
all safety and fire regulations.

Bennett Auditorium -1,000

Fraternity Houses
Alpha Phi Alpha - 65
Alpha Tau Omega - 425
Delta Tau Delta - 166
Kappa Alpha Order - 20
Phi Kappa Tau - 248
Pi Kappa Alpha - 484
Pi Kappa Phi - 40
Sigma Alpha Epsilon - 425
Sigma Chi - 184
Sigma Nu - 80
Sigma Phi Epsilon - 228
Natatorium - 330
Seymour's - 680
Thad Cochran Center Ballroom -1,000
Union Lobby - 600

B. Outside

Outside areas on campus are reserved through the Union Event Services Office. Areas of this nature
should be discussed with the assistant director of Student Activities well in advance of publicity and
invitations, concerning the proposed event. Outdoor spaces available for event reservations include,
but are not limited to, Shoemaker Square, Weathersby Lawn, Kennard-Washington Lawn, Lake Byron
and the Union Plaza. Not all outdoor space is available for event reservation. Outdoor spaces not
available for event reservation include, but are not limited to, West Memorial, the front porches of the
Hub and the Lucas Administration building, the area surrounding the Lucas Administration building,
unloading zones, service zones and handicapped parking spaces. In the interest of public safety, health
and welfare of students, the assistant director of Student Activities reserves the right to schedule these
outdoor facilities and recommend alternate areas. No vehicles are allowed on the brick areas of
Shoemaker Square and West Memorial except at designated times per university officials. Coke
wagons and vehicles that are used for loading and unloading, Coke wagons are all prohibited. Only
pedestrian traffic is allowed.

14



MANNER

The Office of Student Activities aspires to provide superior customer service and valuable resources by
fostering community spirit, educating servant leaders and giving guidance to student organizations that
will initiate and maintain effective student leadership as well as life-changing experiences at the
University. The policies mentioned below are in place to ensure the safety of our students as well as
our community. The responsibility of interpretation and enforcement of university regulations rests
with the president and adviser of the organization sponsoring the event. Organizations' officers assume
full responsibility for the conduct of their members, guests and entertainers.

A. All on-campus student activities, except regularly scheduled meetings, must be approved by
the assistant director of Student Activities or his or her designated representative. The
assistant director of Student Activities or his or her designated representative reserves the
right to approve or not approve any activity. When the activity is not approved, the
sponsoring organization may make an appeal to the director of the Union and Programs to
request a hearing before the Student Activities Committee. This may be done by making a
request in writing within 24 hours after the original approval is denied.

B. Al | organi zations seeking approval for ASp
form one month before the event and schedule a pre-event planning meeting with all
departments involved. A representative of the Office of Student Activities must be present
at the meeting for the event to be approved.

C. Any activity involving food must adhere to the University Snack Policy located within this
handbook.

D. The Office of Student Activities holds the officers of organizations responsible for the
planning, scheduling and overall conduct of the activities of their organizations. The
president of the organization has primary responsibility in seeing that these activities are in
accord with university regulations.

E. The university prohibits the unlawful possession, use or distribution of illicit drugs and
alcohol by students on The University of Southern Mississippi property or as part of any of
its activities. For more information on the alcohol policy, please refer to the Student Code
of Conduct.

F. Only approved student organizations or University departments may sponsor activities. If
an individual student wishes to hold an event on campus, they must complete the
Department or Student Organization Sponsorship form.

G. Activity forms are due in the Office of Student Activities by 4 p.m. Monday for activities
occurring the following Thursday through Wednesday. An activity form must be
completed with the electronic signature of two approved officers.

H. Parades, marches or runs are allowed on campus only with approval from the assistant
director of Student Activities or his or her designated representative and the chief of
operations of university police.

[. Two working days preceding the week during which final exams begin will be Dead Week.
No campus activities will be scheduled unless authorized by the assistant director of
Student Activities or his or her designated representative.
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Events cannot be advertised until the officers have been paid, the event has been

approved and the location has been secured. Then, all advertising material and media has
to have the sponsoring student organization displayed within the material. Posters, signs or
circulars may only be placed in locations designated in the Sign Policy.

RESPONSIBILITY

The responsibility of interpretation and enforcement of university regulations rests with the
president and adviser of the organization sponsoring the event. Organizations' officers assume
full responsibility for the conduct of their members, guests and entertainers.

DISCIPLINE

In the event that student organizations violate the Student Activities policies, the Privileges and
Obligations of Chartered Organizations, the Code of Ethics for Student Organizations, or other

university regulations, certain disciplinary procedures will be instituted against the organization
initiated by the assistant director of Student Activities or the appropriate administrator in the

following manner:

A.

The president and adviser of the organization will be advised by the assistant director of
Student Activities of the charges against the organization. The president and adviser will be
further advised of the action the assistant director of Student Activities is taking against the
organization. The assistant director of Student Activities may impose disciplinary measures on
the organization or may refer the charges to the appropriate body.

In the event of disciplinary action imposed by the assistant director of Student Activities, the
president and adviser of that organization will have 72 hours from the time of written
notification during which time they may (a) accept the assistant director of Student Activities'
penalty and waive their rights to a formal hearing on the matter by the president's and adviser's
signing a statement of acceptance that will be filed in the Student Activities Office; or (b) not
accept the assistant director of Student Activities' penalty and request a hearing. In the event of
a hearing, it will be held at a time and in a place so designated by the assistant director of
Student Activities. The hearing will be held before the appropriate body such as the Student
Activities Committee or IFC Judicial.

A student organization referred to a governing body has the right to due process.

In all judicial decisions, either party shall have, and will be notified of, the right to appeal the
decision of the judicial body entering judgment. If the decision is appealed, no action shall be
taken except those measures necessary to ensure the safety of the university community, to
protect university property and to ensure an academic atmosphere until the appellate process
has been exhausted.

The request for appeal shall be filed within 72 hours of the written notification of the decision.
The request shall be filed with the assistant director of Student Activities.

Decisions involving social fraternities and sororities may be appealed to the
Fraternity/Sorority Committee. Decisions involving other student organizations may be
appealed to the Student/Faculty Committee on Student Organizations. Decisions rendered by
these committees will be final.

16



G. In any hearing resulting from a violation by a student organization in which it is determined
that the violation was caused by the action of individuals rather than official action of the
organization, the council hearing the matter reserves the right to refer those individuals to the
Dean of Students Office, which may refer them to the Student Judicial Council. Officers
acting in their capacity as representatives for the organization may be dealt with as individuals
and official representatives of the organization.

CANCELLATION OF EVENTS

A. The Office of the Dean of Students, responsible for the overall safety of the University
Community, may exercise the authority to cancel an event when conditions arise that may
not be in the best interest of the University. Cancellation notification will be through the
Office of Student Activities. The sponsoring organization and the Event Services Office
shall be notified immediately upon the decision to cancel.

B. In the course of an approved activity/event, the University Police Department (UPD) or an
acting University official can discontinue a sanctioned activity/event.

17
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SPECIAL EVENT GUIDELINES
Office of Student Activities, Jarurary 2008

QUICK LIST OF GUIDELINES

A Special Event is classified as any approved event other than meetings, tabling, bake sales, or
small retreats with no off campus guest. Special Events can be for the student population, invited
attendees from off campus, community services projects or other events held on campus at
facilities that require reservations and special department requirements. The Office of Student
Activities will assist you with setting up the required Pre-Event Meeting found in the Special
Events requirements listed below.

If an event can be classified as a Community Service and a Special Event the Community Service
Activities form must be completed. The Office of Student Activities will assist you with the
requirements needed to gain approval.

While most student activities will operate under the previously mentioned Student Activities
policies, some events will require additional guidelines and police officers to ensure the safety of all
participants and to allow for a successful event. These additional guidelines will be based on the
following: facility capacity, past history of event, crowd size, clientele from on or off campus, type
of event, tickets sold or money collected at the event, and nature of event (social or educational).

Consequently, before planning any major event, it is necessary to consult with the assistant
director of Student Activities, who will determine if these guidelines are required of an activity. If
special event guidelines and others deemed necessary by governing bodies are required, it is
necessary that (1) the organization also adheres to the Student Activities policies that outline
procedures for completing activity forms and securing police officers, and (2) the organization
adviser and officers meet with the assistant director of Student Activities and other appropriate
administrators at least four weeks in advance to discuss event procedures, police procedures, event
checklist and event evaluation forms.

Smoking and the use of lighters are not permitted in any of the university facilities.

Food and drinks are not permitted in certain facilities.

Standing in chairs or sitting on the backs of chairs is not permitted.

Standing against the walls or in the back of the facility is prohibited.

At no time throughout the event may all the lights be turned off.

Vendors can be located in designated locations of some facilities. Vendor approval is
required by the event services manager.

Fire exits are properly identified and should be announced at the beginning of every event.
Other governing bodies may require an alphabetical guest list

The sponsoring groups, along with the police officer(s), are responsible for ensuring that
no loitering occurs during the event.

Re-entrance into the event will depend upon the nature of the event. When re-entrance is
allowed, participants must have their hands stamped when leaving the event.

MmO O® e
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Additional procedures may be required depending on the facility used. Consequently, it is
necessary to discuss the event with the facility manager prior to the event.
Approved car bashing and date auction events will have additional guidelines to ensure

safety.

TICKET REQUIREMENTS FOR SPECIAL EVENTS

All ticketed events sponsored by student organizations that are held in Bennett Auditorium, the
Mannoni Performing Arts Center, the Thad Cochran Center, M.M. Roberts Stadium and Reed
Green Coliseum must use the Southern Miss Ticket Office, and they must abide by the following
policies and procedures. Contact information: Phone: (800) 844-TICK (8425) or (601) 266-5418,
Email ticket.office@usm.edu.

A. A student organization must first contact the Student Activities Office to begin the

necessary event registration paperwork at least four weeks prior to any ticketed event (On-
Campus Activity Form, Police Officer Request Form and location reservation forms).

B. At least four weeks prior to the event, the student organization must contact the Southern

Miss Ticket Office to complete the Ticket Office Event Form.

C. All student organizations are required to pay a $50 deposit at the time of the completion of

E.

the Ticket Office Event Form. If the event is canceled for any reason, this deposit is

nonrefundable. If the event occurs as planned, the $50 deposit will be given back to the

student organization and reconciled with the ticket sale amount in the settlement after the
event.

Student organizations may choose to allow the Southern Miss Ticket Office to sell all of

their tickets, or they may have up to 80 percent of their tickets printed and the

organization members may sell these tickets.

1. The cost for using the Southern Miss Ticket Office is $.15 per ticket and up to five
percent of all event sales ($50 maximum).

2. If the organization chooses to have its members sell tickets, all unsold tickets or the
monetary amount for the tickets sold must be returned to the Southern Miss Ticket
Office. The Southern Miss Ticket Office will then reconcile the ticket sales and send a
check for the amount of the settlement to the student organization through the Office
of Student Activities.

A Southern Miss Ticket Office representative at the event must sell all tickets that have not

been sold 60 minutes before the show. The box office staffing rate is $50 for a staff

member for standard box office event hours.

PRE-EVENT REQUIREMENTS FOR SPECIAL EVENTS

A. Correct paperwork must be filed with the Office of Student Activities, such as activity

B.

forms or officer request forms. When reserving officers, it is the organizations
responsibility to have them there 30 minutes prior to the doors opening.

The host organization must schedule one meeting a month before the event, with a
representative from the Office of Student Activities and all departments involved to discuss
the planning of the event. It is the responsibility of the organization to schedule and have
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proper officers attend the meeting. One week before the event, the organization is
responsible for scheduling another meeting with the Office of Student Activities to
confirm all event details. Their adviser should be present at one of these meetings.
C. Provide each participant the rules and regulations for participating in the event at The
University of Southern Mississippi.
D. Provide a complete schedule for the event to the assistant director of Student Activities and
the facility manager at least 48 hours before the event.
E.I't shall be the responsibilit
event kit, o which includes th
1. Metal detector
2. Facility regulation sheets (to be read aloud at the beginning of program in certain
facilities)
3. Handheld counters
4. Signs that indicate the following, if applicable: Greek door, metal detector in use, must
have ticket to enter, no re-entry, sold out and use other door.
Please note: Special event kit nretistrisel to the Office of Student Activities within 24 hours of
event. If kit is not returned in its entirety, the organization responsible will be placed on activity
suspension until the kit is returned or paid for in full.

y of the spon
e foll owing:

DAY-OF-EVENT REQUIREMENTS FOR SPECIAL EVENTS

A. The sponsoring group is to designate a representative to meet with police, a building
manager and a Student Affairs professional 30 minutes prior to opening the doors for the
event. At this time, the police officer and sponsoring group will review responsibilities of
both parties and jointly sign a contract. Also, a facility walk-through should be conducted
with the facility manager, university police officer and organization representative at this
time to protect an organization from any prior damage in the facility.

B. Three lines may be required at the entrance to allow for easier access into the event. The
sponsoring group must contact the Department of Parking Management to make
arrangements for delivery of stanchions.

C. Front entrances should be staffed by the host organization at all times. These individuals
will have the responsibility of operating the counters, collecting tickets and checking the
guest lists if applicable.

D. Members of the host organization should be clearly identified throughout the event (e.g.,

badges, name tags, passes)

No excessive profanity, vulgarity or nudity will be allowed.

m

No organizations on probation or suspension will be allowed to perform. This also applies

to professional guest artists.

G. If Student Affairs personnel or facility management believes a performance exhibits poor
taste and no regard for established university rules and regulations, the event will be
stopped.

H. Failure to comply with this policy, the Special Event policy or other required procedures

may result in disciplinary action or organizational activity probation.

21



The following are event participant requirements for special events:

A. No profanity, vulgarity or nudity will be allowed.

B. All guest participants must be registered and approved at an accredited college or
university.

C. No organizations on probation or suspension will be allowed to perform.

D. All guest professional guest artists may comply with all requirements.

If special event guidelines are required, it is necessary that the organization also adheres to the
Student Activities policies or other applicable governing policies. If Student Activities personnel
believe a performance exhibits poor taste or no regard for established university rules and
regulations, the event will be stopped.

Failure to comply with this policy, the Special Event policy or other required procedures may result
in disciplinary action or organizational activity probation.

CONTERENCES AND CONVENTIONS

In the event that a registered student organization desires to host a conference or convention on
campus whereby persons outside of the Southern Miss community are in attendance, they must
meet with the Event Services manager and assistant director of Student Activities at least 12 weeks
prior to the planned conference dates. All policy will be derived from current Student Activities
policy and depending on the nature of the conference or convention, might incur additional
guidelines and fees which will be applied at the discretion of the event services manager and
assistant director of Student Activities.

UNIVERSITY POLICE OFFICER PROCEDURES
Office of Student Activities and University Police Depawtment,

Joanumawy 2008

Student organizations required to secure police officers for a function will adhere to the following
guidelines:

A. The requesting organization shall submit an Special Event Activity Form and an Officer
Request Form to the Office of Student Activities no later than Monday, 4 p.m., for
activities occurring the following Thursday through Wednesday. Both forms should be
submitted online at http://www.usm.edu/union/studentactivities.php

B. The assistant director of Student Activities will complete the necessary information on the
Officer Request Form and email it to the student organization and UPD with the necessary
payment information completed.

C. The student organization will then have until 4 p.m. that day to make their payment to

Universi ty Police in the form of cash, cashi
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personal checks will be accepted. Those requesting student organizations, funded by the
university, may use an Interdepartmental Invoice.

D. The University Police Department will email the Student Activities office with the approval

F.

and confirmation that all fees were paid and officers are available. A printed copy of the
UPD form and the email approval will be kept on file at the Student Activities Office.
Should an activity exceed the original time indicated on the Officer Request Form, the
student organization will have three days to pay University Police for the overage. No
activities requiring police officers will be approved until the balance is paid.

Refunds for no officer must be picked up within three business days following the activity
or money will be forfeited.

G. The University of Southern Mississippi Police Department requires 24-hour notification

for canceling an event.

MINIMUM POLICE OFFICERS FOR AN EVENT

A. The assistant director of Student Activities reserves the right to require a minimum of one

bonded police officer at any campus activity sponsored by an officially chartered
organization. All police officers will be requested through the Office of Student Activities.
Police Officer Request Forms follow the same deadlines as the Student Activities Request
Form.

B. The assistant director of Student Activities in conjunction with the facility managers will
determine the number of police officers necessary for each event. The number of officers
required for each event will fall within the following range.

SOUTHERN MISS SOUTHERN MISS
STUDENTS/FACULTY | STUDENTS/FACULTY/
/STAFF ONLY STAFF AND VISITORS

07 400 2 271 4

40171 800 271 4 471 6

80171 1,000 |27 8 618

1,000+ Determined by nature of | Determined by nature of
event event
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POLICE OFFICER POST-EVENT EVALUATION

Location

yes no

Was the staff adequate!

yes no
2
problems!?
yes no
(If yes, explain below.)
3. Number of arrests
4. Guest list present!
yes no
5. Entrance signs present?
yes no
6. Was the facility capacity exceeded?
yes no
7. General
comments

. Did the organization have its staff in place for the duration of the event?

. Did you have to take action for physical confrontations, altercations or other

Officer arrival time

Officer departure time

Officer's Signature
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PRE-EVENT AGREEMENT

Name of event Date of event
Organization

POLICE OFFICERS' RESPONSIBILITIES

1. Officers will meet with organization president to read and sign contract.

2. Officers should be stationed at each entrance to the event and at the point of
ticket sales and should circulate throughout the facility.

3. Officers will make sure guest list and signs are present.
4. Officers should assist with any crowd control problem.

5. Officers will check IDs (Southern Miss students or 18 years or older) and
assist organization in checking guest list.

0. Officers will periodically check to make sure all doors are secured and there is
no loitering outside the facility.

7. Officers will assist organization with metal detection (if applicable).
8. Officers will assist in dispersing attendees at the conclusion of the event.
9. Officers will complete the post-event evaluation and return it to the

University Police Department.
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STUDENT ORGANIZATION POST-EVENT EVALUATION

NAME OF ORGANIZATION

Date Event Location

L.

Did the police officer(s) arrive on time!
yes no

How many officers were present!

Were the police helpful?
yes no

. Did the police officer(s) remain for the duration of the event?

yes no

Did the police have to take action for physical confrontations, altercations, or
other problems!?

yes no

(If yes, explain below.)

Would you recommend these police officers to work future events at Southern
Miss!?

yes no

(If no, explain below.)

General comments

President's Signature

26



DEPARTMENT
POLICIES
AND
PROCEDURES



EAGLE DINING POLICIES

Advertisement Policy

tagle Dining; Janumawy 2008

For permission and guidelines, announcements of events or distribution of advertising in the six
university restaurants, call 601.266.5376 or go by the Eagle Dining Office on the ground floor in the
Thad Cochran Center.

Approximately 455 tables are located in the following areas for table tent advertising:

Hillcrest 40
Seymour 0s 60
Starbucks 20
The Agora 25
Fresh Food Company 250
Power House Restaurant 60

We request that all materials be printed on white paper. White paper may be recycled; colored paper
cannot.

UNIVERSITY SNACK POLICY
tagle Dining; January 2008

Recognizing the need for campus organizations to raise money for their respective groups and
charities, benefit from the goodwill donations of off-campus food vendors, and host small gatherings
in the most inexpensive manner possible, the university has worked closely with Eagle Dining to
provide parameters governing the preparation, distribution and sale of non-Eagle Dining food
products on campus. The following policies were developed to meet these needs while at the same
time:

A. Protect the health and safety of the campus community and public

B. Minimize university and student organization liability

C. Ensure the university and student organizations are operating in accordance with the law,
and in agreement with third party contracts

The University Snack policy includes the entire campus. Southern Miss Catering will handle all
the food service needs for the Southern Miss campus with the following exceptions:
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MEETINGS

All Registered student organizations and departments are allowed to bring in snack food and
beverages not totaling more than $100.00, to organizational and departmental meetings.
A. Approved snacks are limited to the following:

-Pretzels -chips

-salsa and dips -crackers

-candy -popcorn

-nuts -cookies, brownies and cakes
-whole fruit -sodas

-SNOW cones -vegetable and fruit platters
-pizza* -bottled water

-iced tea -punch and lemonade
-sandwiches* -juice

-pre-made hot beverages
-baked goods (cakes, donuts, breads, Rice Krispies treats)
* Delivery by vendor to organization/department meeting required

1. Allincidental items (paper plates, tableware, napkins and cups) may be provided by
the student organization or department, or Southern Miss Catering can provide these
items for a charge, if requested in advance.

2. The use of appliances that require an electrical supply (coffeepots, crock pots) is not
permitted.

3. No food preparation is allowed in meeting room on campus.

4. Student organizations and departments that plan to bring food into any facility are
responsible for all clean up of their event. If extra trash bags are needed, they may be
obtained from the facility services staff.

5. Rooms must be left in the condition they were found. All trash must be placed in the
trash bags obtained from the facility services.

B. Location Limitations

No food products can be distributed in any form or fashion in a facility containing a food

service operation or C-Store or directly adjacent to a facility containing a food service

operation or C-Store. The following are included:

1. Thad Cochran Center and surrounding space

2. RC Cook Union and surrounding space

3. In front of Power House or adjacent courtyard

4. The International Building T patio and sidewalk entrance

5. Space immediatelyaround ASt oneds Thr ow

C. Small Bake Sales

Snack Policy food products (listed above) may be sold on campus by student

organizations (not departments) under the following circumstances:

1. The products sold fall under the University Snack Policy list of products with the
following exceptions: pizza, sandwiches and drinks may not be sold.

2. The products must be individually wrapped for sale. No portioning at the point of sale
is allowed (Example: you may sell pre-wrapped brownies and pre-wrapped whole
pies, but you cannot serve a slice of pie from a whole pie or serve an unwrapped
cookie from a basket or tray).

29



D. Resale of a Donated Product for Charitable Purposes

Non-Snack Plan food products may be sold on campus by student organizations provided

all the following conditions are met:

1. One hundred percent of the total proceeds will be remitted to a charity, a University
Foundati on account or the organizationos
only).

2. The food is provided by a licensed food service professional, licensed to provide and
serve the food in the manner it is served (Example, if the food is prepared on site, the
vendor must have a license to cater).

3. If the product is delivered fully prepared, then it must be sold or discarded within two
hours of delivery.

4. The donating vendor signs the charitable sales contractual service agreement stating
they will not receive the following benefits (payment, distribution of marketing
materials and advertisements). However, the organization may have the donating
vendor listed on their programs, bulletins or T-shirts. Events under this category will
also require the organization to state charitable intentions as well as provide charity
contact information on the charitable contractual service agreement.

Section 4 and 5 pertains to all student organizations with the exception of those who receive
University funding (i.e. the Student Government Association, University Activities Council,
Southerner Yearbook and Residence Hall Association). Sections 4 and 5 do not apply to
departments.

E. Giving Away of a Donated Product

Donated food products are allowed from off-campus vendors under the following

circumstances:

1. The product is not resold by the receiving organization, and guests are not required to
make a purchase in order to receive the benefits of the product.

2. The food product is donated by a licensed food service professional.

3. The donating vendor signs the charitable sales contractual service agreement stating
they will not receive the following benefits (payment, distribution of marketing
materials and advertisements). However, the organization may have the donating
vendor listed on their programs, bulletins or T-shirts.

4. The product is delivered fully prepared, and completely distributed to guests within
two hours of delivery.

F. Resale of a Purchased Product for Charitable Purposes
All other university events (events not falling under one of the above categories, or
events not meeting the stated criteria) where food is served or sold will either be executed
by Eagle Dining/Southern Miss Catering, or will be executed under the direct supervision
and with approval of Eagle Dining. For a minimal management fee, Eagle Dining will
supervise the planning, production and execution of all events in this category. This will
ensure food is purchased, handled and served in a manner consistent with state
regulations, and help guarantee the food consumers will receive safe and wholesome
products. Management fees will vary based on the complexity of the event and the
amount of time Eagle Dining management is required to spend on the event.
Organizations that fail to follow the above guidelines or abuse the snack food policy can
have their privileges revoked by the University.
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SOUTHERN MISS CATERING BOOKING POLICIES AND GUIDELINES
Southern Missy Catering Office, Jarwowy 2008

As the university's caterer, we are responsible for ensuring that all functions at The University of
Southern Mississippi are done in a manner that reflects positively on Southern Miss. These
guidelines will help you in planning your event and give us the information we need to ensure
the best service possible.

A. All bookings are handled by the sales office of Southern Miss Catering.

B. The confirmation letter must be returned by the date stated, or service will not be
rendered.

C. When planning events in any location other than the Fresh Food Company, you must
book use of the location before calling Southern Miss Catering. Should a meal be served,
a proper service area must be arranged for by the customer.

D. A copy of the written invitation, program or schedule of events is to be sent to the sales
office of Southern Miss Catering prior to the event.

E. Changes to or cancellations of events will only be received from the person who has
booked the party.

F. Cancellation notification is required three working days before the event. Should a
cancellation occur after the cancellation deadline, the customer will be responsible for the
incurred cost or 45 percent of the total bill, whichever is greater.

G. To ensure proper guantities and service, Southern Miss Catering requires a guaranteed
guest number by noon three working days prior to the event (for Monday functions,
counts must be in by noon on Wednesday prior).

H. Events may be booked online at www.southernmisscatering.com.

I.  Southern Miss Catering will prepare for the guaranteed guest number given. Food and
beverages prepared for the function are the property of Southern Miss Catering and are
not permitted to be taken from the event.

J. For adequate staffing and food preparation, Southern Miss Catering requests all orders to
be placed at least two weeks in advance. If it is possible to accommodate a late order
within three days of the event, a 15 percent rush fee will be charged in addition to all
other charges.

K. Alcoholic beverages are not allowed in facilities.
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PAYMENT
Southern Miss Catering requires payment to be made in full prior to the event.

Accepted methods of payment

A. University Organizations
1. University organizations must provide a valid Southern Miss account number at
the time of ordering.
B. Non-university organizations, businesses and individuals:
1. Cash, Visa, MasterCard and American Express are accepted.
2. Valid account number and expiration date must be provided with confirmation;
100 percent of estimated total will be authorized 72 hours prior to the event when
the final number is given.
3. Approved check

A $25 per-hour after-hours charge will be assessed for functions lasting past 9 p.m.
Deliveries made outside the Thad Cochran Center will incur a delivery charge, based on the

location of the delivery.
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DEAN OF STUDENTS OFFICE

SANCTION PROCESS FOR ALCOHOL VIOLATIONS
UNIVERSITY OF SOUTHERN MISSISSIPPI
Deawv of Studenty Office, July 2009

PURPOSE
It is the goal of The University of Southern Mississippi to provide a positive environment that is
conducive to the developmental and educational experience. The university understands the
potential for the misuse and abuse of alcohol. The university expects that students, faculty, staff
and visitors to its campus wil|l act responsib
POLICY
The University of Southern Mississippi prohibits the unlawful possession, consumption and
distribution of alcoholic beverages by students, employees and visitors on its campus. Any
possession or consumption of alcoholic beverages of any kind in plain view shall be considered in
violation of campus policy. Further, consumption or possession by underage individuals shall be in
violation of applicable state law and university policy. In accordance with residence life and
housing policy, alcohol is not permitted inside student housing. Alcohol consumption may lead to
behaviors that are considered a nuisance or present a threat to others. Such behavior is subject to
the enforcement of applicable state law and university policy.
PROCEDURE
A student who is found responsible for an alcohol policy violation, and who has not been found
responsible for a previous alcohol- related violation may face the following sanctions:
A. First Offense I The student will receive a campus citation issued by the University Police
Department. The ticket must be paid within the semester in which it was issued or it will be
assessed to the studentds account .-bastkdhe stude
alcohol education program and/or complete a community service assignment. Finally, the
dean of S t U d @&fidetre€erSes the right to notify the parents of students under the age of 21
who violate alcohol and other drug provisions of the student code of conduct, or who, in our
professional judgment, are considered to be danger to themselves or others. Upon receipt of
an alcohol or other drug violation by a student under the age of 21, the dean of students will
staff the case and make a decision regarding parental notification based on the particular
circumstances of the of f e nlsbenotdidl bylettedbe st udent
phone, depending on the circumstances of the case.
B. Second Offense - The student will be issued a campus citation and will also complete an
alcohol assessment at the University Counseling Center (at the expense of the student). The
goal of the program is to identify the possibility of an alcohol and substance problem. The
student will be placed on disciplinary probation for a minimum of two semesters and may be
assigned a community service project. The student may also face a monetary fine in the
amount of $500 which will be used for campus alcohol education. The student will also go
before the Student Judici al Board and if ad]j
1. possible suspension from the university
2. prohibited from participation in campus activities, student government and the
representation of the university or its organizations in any capacity.
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C. Additional Offenses T The student will receive a state citation. The student may be suspended
or required to seek mandatory counseling services that may or may not duplicate those
required for earlier violations. The student may also be required to register for the Alcohol
Education Program. Parental involvement in the form a parent-student meeting with the Dean
of Students Office may also be required.

FRATERNITY/SORORITY ALCOHOL POLICY
Greek Life Office, July 2009

The Office of Greek Life at the University of Southern Mississippi prohibits the unlawful
possession, consumption, and distribution of alcoholic beverages by students, employees, and
alumni in fraternity houses and The Village. Any possession or consumption of alcoholic
beverages of any kind in plain view shall be considered in violation of campus policy.

Furthermore, any preponderance of evidence or presence of community alcohol including, but not
limited to drinking games and rapid consumption techniques and devices (e.g., flip cup, beer
pong, quarters, funnels, power hour, whoop ] Ui Cc e, card games, shot s, e
well as the University Alcohol Policy. All individual student violations of the University Alcohol
Policy will be handled in the Dean of Students Office and follow their Sanction Process for
Alcohol Violations, while fraternities and sororities found in violation of community alcohol will
be subject to the following:

All fraternities and sororities found in violation of community alcohol will receive the following
minimum sanctions:

1* offense- required alcohol/drug education program and community service for entire chapter,
including associate members, and probation for the remainder of the current semester and the
following fall or spring semester. Probation extends through any intervening terms or institutional

breaks.

2" offense while on probation- suspension of organizationd s S o c i a | activities t
immediately and to remain in effect for a least one complete fall or spring semester following the
suspensionds effective date, including any 1in

The minimum sanctions are notadpeeBrlior issues or citations concerning alcohol will be considered in
making additional sanctions.
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INSTITUTIONAL POLICY ON HAZING
Greek Life Office, July 2009

The University of Southern Mississippi is a state institution of higher education devoted to
excellence in teaching, research, and service to the people of the state. A part of that mission is
fulfilled by the university's commitment to the development of students through academic and
extracurricular activities. In keeping with its commitment to a positive academic environment,
The University of Southern Mississippi has unconditionally opposed any situation created
intentionally or unintentionally to produce mental, physical, psychological or emotional
discomfort, embarrassment, harassment, or ridicule.

The University of Southern Mississippi interprets hazing in a manner consistent with the
Association of Fraternity Insurance Purchasing Group (FIPG) in its statement of hazing and pre-
initiation activities. The University of Southern Mississippi follows all state and federal guidelines
concerning hazing and any other behavior that could be interpreted as such. In essence, hazing
shall include any or all of the following:

1. Any willful act or practice by a member or new member directed against a member or new
member that, with or without intent,

a. is likely, with reasonable possibility, to cause bodily harm or danger, offensive physical
punishment, or disturbing pain;

b. is likely to (a) compromise the dignity of a member or new member, (b) cause
embarrassment or shame to a member or new member in public, (c) cause a member or
new member to be an object of malicious amusement or ridicule, or (d) cause psychological
harm or substantial emotional strain; or

c. will, unreasonably or unusually, impair a member's or new member's academic efforts.

2. Any requirement that compels a member or new member to participate in any activity that is
illegal, which is known by the compelling person or group to be contrary to the moral or
religious beliefs of a member or new member, or that is contrary to any rules or regulations of
this university constitutes hazing. Hazing by individuals or organizations is strictly prohibited
at The University of Southern Mississippi. Individuals and organizations both must be
responsible for ensuring that all activities exclude any form of hazing. While chapter members
may not be present at a new-member activity, it is still the chapter's responsibility to ensure the
activity does not include hazing. It is important that chapters realize they are responsible for
the new-member activities and are held accountable for hazing violations if they occur. In
conjunction with the statement made by the Association of Fraternity Advisers, the following
is a list of some fraternity activities considered to be hazing by The University of Southern
Mississippi. These are only examples of some hazing activities and are not the only activities
considered to be hazing. The University of Southern Mississippi follows all state and federal
guidelines concerning hazing and any other behavior that could be interpreted as such.

3. Any action taken or situation created intentionally, whether on or off fraternity premises, to
produce mental or physical discomfort, embarrassment or ridicule constitutes hazing. Such
activities may include, but are not limited to, the following: use of alcohol; paddling in any
form; creation of excessive fatigue; physical and psychological shocks; quests, treasure hunts,
scavenger hunts, road trips or any other such activities carried on outside or inside of the
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confines of the chapter house; wearing of public apparel that is conspicuous and not normally
in good taste; engaging in public stunts and buffoonery; morally degrading or humiliating
games and activities; and any other such activities that are not consistent with academic
achievement, fraternal law, ritual or policy, or the regulations and policies of the educational
institution, or applicable state law.

DISCIPLINARY PROCEDURES FOR PROHIBITED CONDUCT
Deawv of Studenty Office, July 2009

A. Dean of Students. All questions or allegations of student misconduct shall be referred to the
dean of students. The aims of the student judicial process are:
1. to make students better aware of their behavior(s)
2. to understand the impacts and effects of their behavior on others
3. to make students aware of how their behavior(s) may impact their status
4. to better acquaint students with problem-solving skills and critical-thinking strategies
5. to foster a climate for self-introspection and selfimage building

B. Written Notification to Student. The dean of students will then investigate any such
allegations, and if the dean, in his or her discretion, finds significant basis for the allegation,
then the dean will deliver to the student a written notification that disciplinary proceedings
are being initiated. This written notification will specify the alleged misconduct with sufficient
particularity to enable the student to fully respond to the allegations and defend himself or
herself. This written notification will also direct the student to attend a pre-hearing
conference at a time and place specified by the dean of students. A copy of this code will be
provided to the student at this time as well.

C. Pre-hearing Conference. At the scheduled pre-hearing conference, the dean of students or his
or her designee will inform the student of his or her right to choose the forum before which
he or she can defend the allegation: (1) in a hearing before the dean of students or his or her
designee, or (2) in a hearing before the Student Judicial Council. This same option applies to
students who admit to prohibited conduct and who merely want to choose the forum in
which their punishment will be decided. Any official in the Dean of Students Office who may
ultimately conduct such a hearing will not conduct the prehearing conference. The student
will have 24 hours to inform the dean of students of the forum he or she chooses. At this
prehearing conference, the student will also be informed of his or her right to appeal the
ultimate ruling of the dean of students or Student Judicial Council.

D. Appeals. All disciplinary actions can be appealed by either party. If a disciplinary decision is
appealed, no action will be taken except those measures necessary to ensure the safety of the
university community and property and to promote an academic environment until the
appellate process has been exhausted. The party desiring to appeal a decision of the dean of
students or Student Judicial Council must submit a written notice of appeal to the dean of
students within 72 hours of the decision and provide one of the following:

1. evidence that there was an error in process or procedure
2. evidence of additional or missing information

3. evidence of bias behavior on behalf of the student judicial board or the judicial appeals
board
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4. evidence that the judicial decision is arbitrary or unreasonable
Such appeals will be heard by the University Appeals Committee, whose decisions can likewise be
appealed to the university president, who may elect to hear the appeal or designate another
university official to do so (such as the vice president for student affairs, in which case, the findings
and decisions of the designee will have to be accepted and ratified by the university president in
writing). In cases of expulsion, decisions of the university president may be appealed to the Board
of Trustees of State Institutions of Higher Learning. Any academic credit earned during the
appeals process will be void if the original decision of suspension or expulsion is upheld by the
University Appeals Committee.

PROMHIBITED CONDUCT
Deawv of Studenty Office, July 2009

I n order to protect the universityods educatio

may be formally referred to the Office of the Dean of Students whenever it is brought to the

attention of the dean of students that

conduct has resulted in at least one of the following:

A. Evidence of Felony: Significant evidence exists that the student has committed a felony of such
a nature that the studentds continued
health or security of other university students and their belongings, faculty, staff, or visitors,
even though the civil authorities have not yet brought formal charges.

B. Felony Charges: The student has been formally charged by civil authorities with the type of
felony described in code A.

C. Felony Conviction: The student is convicted of the type of felony described in code A.

D. Disruption of University Sanctioned Events and Activities: Obstruction or disruption of
teaching, research, administration, disciplinary procedure, or any other activity or of other
authorized activities on university-controlled property.

E. Parking and Traffic Violations: Obstruction of the free flow of traffic, both pedestrian and
vehicular, on university-controlled property.

F. Physical Assault, Abuse, or Detention: Acts of violence of any kind on university property at a
university-sponsored or supervised function.

G. Threats of Violence: Against another person

H.Harassments: Stalking of any kind if such conduct reasonably causes another person to fear
that his/her safety or privacy is endangered.

I. Reckless Conduct: Conduct that unreasonably creates a substantial risk that the student or
other persons may be injured or that property belonging to another person or the university
may be damaged.

J. Vandalism: Malicious destruction, damage, or misuse of public or private property, including
library materials.

K. Theft and Embezzlement: Any unauthorized taking (whether temporary or permanent) of
property belonging to another person or entity.
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L. Burglary: Unauthorized entry into or use of university facilities, including buildings, grounds,
automobiles, or any property belonging to another person or entity.

M.Disorderly Conduct: Breach of the peace, or inciting others to breach the peace.

N.Residence Hall Violations: Violation of rules governing university-controlled residence
facilities, including visitation violations.

O.Academic Dishonesty: Academic cheating or plagiarism.

P. Deception: Furnishing of false information to the university with the intention of deceiving
the university and its officials.

Q.Forgery and Misrepresentation: Alteration or misuse of university documents, records, or
identification cards.

R. Bad Checks and Debts: Intentionally issuing a bad check to the university or one of its
departments or ignoring and failing to comply with legally binding financial obligations to the
university.

S. Obscenity: Lewd, indecent, or obscene conduct, including expression of profanity, which
exceeds the normal standards of decency prevailing in the general Hattiesburg community at
large.

T. Firearms Violations: possession on campus of firearms, pellet guns, BB guns, other projectiles,
explosives, fireworks, dangerous weapons, or dangerous chemicals, including possession of
validly licensed hunting weapons.

U.Drug Violations: Illegal manufacture, possession, sales, distribution, or use of narcotics,
barbiturates, central nervous system stimulants, marijuana, sedatives, tranquilizers,
hallucinogens, or any other illegal drugs, substances, or drug paraphernalia.

V.Gambling: Vi ol ati on of the state of Mississippios

W. Alcohol: Sale, consumption, or evidence of consumption of alcoholic beverages on campus in
violation of local, state, or federal law.

X. Lack of Appropriate Cooperation with University Administration or Law Enforcement:
Failure to comply with the directions or instructions of university officials or any law
enforcement officer acting in his/her official capacity, including failure to present a valid 1D
upon request.

Y. Violation of Other Published Regulations and Policies: Violation of any other university
regulation or policy that is established and publicly disseminated to the university community
at least once a year, including such regulations and policies in the Student Handbook, the
Faculty Handbook, the Safety Compliance Document, and the Substance Abuse Policy for
Students and Employees.

Z. Student Organization Violations: Any breach of Student Activities policies or university
regulations of the chartered organizations will be subject to university organization sanctions.
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PROCEDURES FOR HEARINGS BEFORE THE STUDENT JUDICIAL
COUNCIL OR DEAN OF STUDENTS
Deawv of Studenty Office, July 2009

Accused students who choose to have their cases presented before the Student Judicial Council in
lieu of disposition by the dean of students will be entitled to a hearing before the council,
pursuant to the following procedures and guidelines:

A. After the accused student has informed the dean of students of his or her desire for a
Student Judicial Council hearing, the dean of students will notify the members of the
council and schedule a hearing to be held no fewer than 5 calendar days nor more than 15
calendar days after the accused student has requested the hearing. In cases where a
suspension or expulsion is possible, the Dean of Students Office may require a mandatory
administrative hearing. The dean of students will inform the accused student of the time
and place of this hearing at least 72 hours before the hearing is scheduled to begin. At this
time, the dean of students will also give the accused student a copy of this article of the
Code of Student Conduct.

B. All hearings will be conducted in private, and all records or transcripts of the hearing will
remain the private property of the university, not subject to access by the general public,
unless the accused student and a simple majority of the membership of the Student
Judicial Council agree in writing to the public dissemination of specified records or
summaries of the proceedings or to the opening of the hearing itself.

C. The dean of students or another staff member employed within the Division of Student
Affairs will serve as sergeant at arms of the Student Judicial Council, and in that capacity
during the hearing, he or she will enforce proper decorum and adherence to the
procedures and rules set forth in this article.

D. The accused student has the right to be assisted at the hearing by an adviser he or she may
choose at his or her own expense. This adviser may be an attorney. However, the accused
student is responsible for presenting his or her own case and, therefore, advisers are not
permitted to speak to the council or to address any witness or other person participating at
the hearing. The accused student must speak for himself or herself throughout the hearing,
and thus the adviserds role during the hea
the accused student.

E. The admittance of any person to a private hearing other than council members, the dean
of students (or his or her designee), the accused student, and his or her adviser will be
allowed only upon the consent of the accused student and a simple majority of the council
members present.

F. Written statements, documents, exhibits and pertinent records may also be presented at
the hearing by either side and may be accepted for the consideration of the council at the
discretion of the council chairperson. Both the accused and the SGA attorney general, or
other university official presenting the charges, are entitled to present live witnesses at the
hearing. Any such witness is subject to follow-up questioning by any member(s) of the
council.

G. Neither the federal rules of evidence, the Mississippi rules of evidence, common-law
principles of evidence nor any other formal law of evidence apply in council proceedings.
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The acceptance of live testimony and any tangible proof will be at the discretion of the
council.

H. The Office of the Dean of Students will prepare and preserve a verbatim record of all
hearings held before the council in the form of a complete tape recording or a transcript
prepared by a court reporter. The choice of the form of record will be left to the discretion
of the dean of students. Records shall be kept by the Office of the Dean of Students or its
successor office for a period of at least seven years. The University Appeals Committee, for
good cause, may void student disciplinary files. Requests for expungement should be in the
form of a written request to the Dean of Students Office and be accompanied by three
notarized recommendation letters. Requests for expungement will not be considered for
those students who have not graduated or have not been enrolled for at least one calendar
year. Records of suspension or expulsion will be kept permanently in the Office of the
Dean of Students.

PERSONAL SAFETY
University Police Depawtment, July 2009

The University Police Department (UPD) exists to protect life and property, to prevent crime, and

to be of general service to the university community.

The UPD is available around the clock to meet the many diverse needs of faculty, staff and

students. Patrol and dispatch services are provided 24 hours a day with access to local emergency
services. All UPD officers are certified by t
Standards and Training and have full arrest power. The UPD works in conjunction with other

local, municipal, county, state and federal law enforcement agencies in the exercise of its

responsibilities.

In addition to its sworn police officers, the UPD also employs a large contingent of nonsworn
security officers who provide services to the university community. Their duties include patrolling
the academic buildings and grounds after normal working hours and monitoring and controlling
access to residence halls from midnight to 7 a.m., seven days a week.

POSSESSION OF FIREARMS

The presence of weapons on college campuses is becoming a growing problem across the country.
We are committed to preventing this as a problem at Southern Miss. To ensure a safe and peaceful
campus for all faculty, staff, visitors, and students, firearms are prohibited. Guns are not allowed in
automobil es, r e Ss pethod. P@Bs@siohodfirehrss onGsthite perty B dgaen
the state law and is a felony. Any person found with a firearm will be arrested and charged with a
felony violation. In addition, students who are proven to be in possession of a firearm on campus
face suspension from the university. For more information, contact the Dean of Students Office at

601-266-6028.
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ASSISTANCE AVAILABLE

The university provides assistance to all students, faculty and staff through the services of the
University Counseling Center. The counseling center makes available individual counseling, group
counseling, assessment and referral services. The counseling center hours are 8 a.m. to 5 p.m.,
Monday through Friday. Students can be seen on a walk-in basis. For more information, call

601.266.4829.

The University Counseling Center focuses on primary and secondary alcohol and drug abuse
prevention. These efforts are to prevent the initial development of problems or serve as early
intervention to the development of dependency. Social and psychological assessments are available
by the staff of the counseling center. Students may seek services on an individual basis or by
referral from the Dean of Students Office.

Anyone who prefers to seek assistance off campus is urged to contact Pine Belt programs for
chemical dependency at 601.264.2111 or the Life Focus Center of Forrest General Hospital at
601.288.4900. Alcoholics Anonymous, Narcotics Anonymous and Adult Children of Alcoholics
groups meet in the Hattiesburg community. For further information about any of these services,
contact the University Counseling Center, Kennard-Washington Hall, Room 200, at
601.266.4829.
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DEPARTMENT OF RECREATTIONL SPORTS

RECREATIONAL SPORTS POLICY
Recreational Sports; Jonumary 2008

RESERVATION STEPS

A.

All parties must be sponsored by a sanctioned student organization within the Office of
Student Activities.

All off-campus organizations must be sanctioned as an official student group with their
respective schools.

. All offcampus organization events must be endorsed or sponsored by their respective

schools.

. The student organization that sponsors an off-campus event must obtain written approval

from their adviser and adhere to all Student Activities rules and regulations.

All other university paperwork must be completed and a copy turned in to Recreational

Sports:

1. An approved activities form from the Office of Student Activities

2. Security confirmation form from University Police (see Security)

3. Recreational Sports Facility Reservation Request Form (see steps 3 and 4 on the back
of the Facility Reservation Request Form for Proposal/Confirmation Agreement and
Event Order Procedures)

An event-planning meeting with Recreational Sports must be scheduled prior to the event.

This meeting will determine the number of staff, lifeguards or security needed for the

event. The numbers of staff, lifeguard and security will be determined by Recreational

Sports. NO MEETING, NO EVENT.

Rental fees or deposit must be paid by the due date stated on the Confirmation

Agreement. Cancellation of event is subject to the cancellation policy that is stated in the

Confirmation Agreement.

EVENT RULES

Doors remain locked, and only workers are allowed inside during setup time.

Doors will remain closed to guests until the arrival of all security officers scheduled to
work. NO SECURITY, NO EVENT.

All participants must remain in the activity area. No one is allowed to loiter outside in the
parking lot.

No re-entering. Anyone who exits the facility must purchase a ticket to re-enter.

The facility must be clean and left in the same condition as before the event. This also
includes the perimeter of the facility. A $150 fee will be assessed if the facility is not
cleaned properly.

All participants in events sponsored by student organizations (i.e., swimsuit contests, step
shows) must be approved by the Office of Student Activities.
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G. Atall times during events sponsored by student organizations, participants must wear
attire that is appropriate for the venue and that follows the guidelines set forth in the
Student Code of Conduct.

H. Student organizations hosting events must meet with Recreational Sports staff 30 minutes
before the doors are scheduled to open for participants in order to review the policy and
procedures regarding the event.

MINIMUM POLICE REQUIREMENTS FOR REC SPORTS EVENTS

Recreational Sports or Student Activities will determine the number of police officers necessary for
each event. After consultation with the University Police for availability of officers, the number of
officers required for each event will fall within the following range:

A. Southern Miss Students/Faculty/Staff Only (no exchange of moneys) 1-2 officers
(determined by size)
B. Southern Miss Students/Faculty/Staff Only (exchange of moneys) 1-2 officers (determined
by size)
C. Southern Miss Students/Faculty/Staff/Visitors (no exchange of moneys) 2-4 officers
(determined by event)
D. Southern Miss Students/Faculty/Staff/Visitors (exchange of moneys) 2-4 officers
(determined by event)
*Youth (high school) organizations must have a minimum of six officers, regardless of the number
of participants.
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DEPARTMENT OF UNION AND PROGRAMS

UNION COMPLEX POLICIES
Uniow and Programs, July 2007

The University of Southern Mississippios Uni
organizations, university departments and community patrons through the Event Services Office
(second floor, Thad Cochran Center).

Persons who use these facilities are expected to abide by the Union Complex Policies and
Procedures stated below and other university regulations. The Union and Programs department
reserves the right to add or change these policies.

GENERAL POLICIES

All space in these facilities will be under the supervision of the director.

1. Classes, lectures, laboratories, tests or any type of class for credit or non-credit will not
be scheduled in these facilities unless approved by the director.

2. Rearrangement, removal or the addition of furnishings or equipment to these facilities
will require the approval of the director. Please consult with the Event Services
manager regarding the use of decorations and candles.

3. No items that extend above the railing may be placed on the breezeway in the R.C.
Cook University Union and Hub or Thad Cochran Center.

4. No organization or student will remain in these facilities after it is officially closed
without the permission of the director.

5. Food and drink shall be confined to the Eagle Dining areas except for offices and
catered events. Drinks will be allowed in the Locker Room (game room). Food and
drinks wil! be all owed in R.C.06s Lounge.

6. Southern Miss Catering will handle all the food requests for the university and can be
reached by calling 601.266.5552. NO OUTSIDE CATERERS WILL BE ALLOWED.

7. Display of signs, posters and notices will require approval by the Union Administrative
Office. All approved signs that will be posted on bulletin boards may remain for the
remainder of that month. Signs on the breezeway must follow the policy outlined in
the Breezeway Rail Sign Policy section of this document.

8. Picketing of any event will not be permitted within the confines of these facilities.

9. Additional fees will be charged for use of the building after regular operating hours,
which may be found on our Web site at www.usm.edu/union/buildinghours.php.
Certain events may require police officers at the expense of the organization.
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EVENT SERVICES PROCEDURES

1. Reservations of the rooms and the lobby will be done on a first-come, first-served basis,
with preference given in the following order: student organizations, university
departments and offices, non-university related groups.

2. While reservations should be made at least 48 hours in advance, the earliest possible
dates to make reservations are as follows:

April 1: Student organizations may reserve space for the following
academic year.

May 1: Faculty, staff and administration may reserve space for the
following academic year.

June 1: Non-university-related groups may reserve space for the
following academic year.

3. Block reservations may be made, but the Union reserves the right to make changes.
Block booking for departmental use may not exceed five consecutive days, excluding
conferences or other events that require rental fees. After five days, fees will be
implemented.

4. Departments sponsoring corporate meeting will pay external fees unless the sponsoring
department directly benefits from the program, at which they will pay departmental

fees.
5 Al | requests must be submitted through AV
departme nt 6 s event man ag-fgimdyRyitemsllowkyouwwar e. The

browse all facilities, view the calendar months in advance, check availability, choose a
meeting space and request a reservation at your convenience! Just visit our Web site at
www.usm.edu/union/and ¢l i ck on A Re q-Hagdsideofshe Roomo or
page and follow the directions from there. A confirmation of your booking will be sent
to you via e-mail within two business days. As always, if you have any questions or
problems, please contact Event Services at 601.266.4399 or stop by the Event Services
desk located on the second floor of the Thad Cochran Center.
6. Other spaces that may be reserved through this office include the Locker Room (game
room) ; R.C.6s Lounge; the R.C. Cook Unive
and Union Plazas; Danforth Chapel and Chapel Place; Shoemaker Square; Kennard-
Washington Lawn, Lake Byron, Bennett Lawn, Forrest County Hall and Weathersby
Lawns; PowerHOus e and Courtyard; the Rose Garde
7. Any audiovisual (AV) equipment needs must be discussed with the Event Services
manager 72 hours in advance. Any needs that cannot be met by the Event Services
Office must be requested by e-mailing equipment.services@usm.edu 48 hours in
advance. *For more information or to reserve space on the Thad Cochran Center
technology screen, please refer to the Technology Screen Policy posted under the
policies section of our Web site, http://www.usm.edu/union/policies.php, or contact
our technical services manager at 601.266.4719.
8. For information on storage, please refer to our Caging Contract, posted under the
policies section of our Web site, www.usm.edu/union/policies.php.
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9. Insurance Coverage is required for events. Please refer to Section (8) of the Union
Complex Lease Agreement, posted under the policies section of our Web site,
www.usm.edu/union/policies.php.

10. Customer agrees to cover expenses if there is damage to the facility or excessive cleanup

following an event.

LOCKER ROOM (GAMEROOM) AND R. C. 8S LOUNGE PROCEDUR

1. Reservations and Fees:

a. The Locker Room and R.C.6s Lounge can b
charge of $50 per hour, $100 up to three hours and $25 per each additional hour
for university related groups. For non-university groups, the cost is $100 per hour
or $200 for up to three hours.

b. All reservations must be made 48 hours in advance and paid in advance.

c. Video games, billiards and table tennis balls are all coin operated.

2. Rules:

a.  You must have a valid Southern Miss student, staff or faculty identification card to
enter the game room or be accompanied by someone with such a card. No children
under the age of 10 are allowed in the game room unless under the supervision of a
registered camp.

b. No profanity or gambling allowed.

BREEZEWAY SIGN POLICY

Students, student organizations, faculty, staff and departments are allowed to hang signs for

advertisement of on-campus events along the rails of the breezeway and the northeast balcony

of the R.C. Cook University Union. All signs must bear the name of the sponsoring

organization, department or person. Signs must be registered with the Information Desk clerk

prior to being hung. After a sign is registered, the Information Desk clerk will place an

approval sticker on the banner. The sponsor of the sign is responsible for hanging the sign

properly, according to the guidelines herein as well as those concerning content set forth by

the fAPolicies, Procedures and Sudndieilidesn es Man
Spots will be available on a first-come, first-served basis.

1. Rail Sections

a.  Rail Section A is defined as the west railing of the breezeway. There are 14 spots for reservation in
Section A.

b. Rail Section B is defined as the east railing of the breezeway. There are six spots for reservation in
Section B.

c.  Rail Section C is defined as the south rail of the northeast balcony. There are four spots for reservation
in Section C.

d. Rail Section D is defined as the cross-section between the flights of stairs. There are two spots for
reservation in Section D. This section is for posters only.

*A reservable spot is defined as one four-foot sign hanger.
2. Sign Types (all signs will be hung vertically)
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a.

Permanent Signs T one that will be hung for an extended period of time (one month
up to one semester). These sighs must be of vinyl material and may not be larger than
four feet in width and six feet in length. Nylon rope must be used to secure these signs
to the railing. No form of electricity or electric equipment may be used on these signs.
Permanent signs will be hung in the latter most-open spot in Section A.

Temporary Signs T one that will be hung no earlier than seven days before the event.
These signs may be of vinyl material or butcher paper and may not be larger than three
feet in width and five feet in length. No tape may be used to hang signs made of
butcher paper. They must be hung using the sign hangers on the rails. Temporary signs
must be removed no later than 24 hours after the event. No form of electricity or
electric equipment may be used on these signs. Temporary signs may be hung in
Section A, Section B or Section C.

Posters T may be hung no earlier than seven days before the event. These signs must be
made of astandardsiz € ( 30WX406L) poster board.
They must be hung using the sign hangers on the rails. Posters may be hung with the
four-foot side running horizontal. Posters must be removed no later than 24 hours after
the event. No form of electricity may be used on these signs. Posters may be hung only
in Section D.

DANFORTH CHAPEL POLICIES

10.

Danforth Chapel and Chapel Place may only be used for religious purposes.

The chapel is open from 8 a.m. T 5 p.m., Monday T Friday. Additional hours are
available by reservation only (601.266.4399).

A fee of $100 per semester will be charged for all on-campus organizations and
departments. This will allow the user unlimited reservations during the semester.
A fee of $150 will be charged for all non-university reservations, as well as all
weddings.

Payment should be made to Event Services within 24 hours of the reservation or
the reservation will be cancelled.

A key will be issued at the Event Services office between 8 a.m. and 4:30 p.m.,
Monday-Friday, for all weekend and after hours reservations. A $25 key deposit
will be charged at the time the key is issued. The key should be returned within
24 hours or the deposit will be forfeited.

Any candle wax damages will result in a cleaning fee assessed accordingly to the
damage.

Each person/organization using the chapel is responsible for decorating and
cleanup of the facility. You are also responsible for selection of photographer,
florist, music and securing a minister to perform the service.

Persons using the chapel should inspect it one day before usage. To inspect the
chapel prior to your event, contact the Event Services manager at 601.266.4399.
This will avoid a possible conflict with religious organizations that use the chapel
on a daily basis.

In case of emergency, contact campus security at 601.266.4986. You should

also contact campus security if a problem occurs with electricity, heating/cooling,etc.
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A-FRAMES POLICY
Office of Student Activities, Jonuowy 2009

A. PERMANENT A-FRAMES
1. Frames will be posted in ten areas across campus and are reserved through Event Services:
http://www.usm.edu/union/reservations.php.

Each applying party will be allowed to use one side of the A Frame and may reserve up to

five sides at a time.

3. Signs are allowed to remain for a maximum of five days and then must be removed by the
sponsoring organization. Renewal of space may occur at the conclusion of the five-day period
if available.

4. A-Frame Locations:

Shoemaker Square (1) Shoemaker Square(2)
Weathersby Walkway Liberal Arts Building
Pride Field parking lot Freshmen Quad
Union Plaza W3 1st Street

Theatre and Dance Building parking lot ~~ The Hub

CAR BASHING POLICY
Office of Student Activities, Jarurary 2008

A.

B.

Reserve space with the Event Services Office at 601.266.4399. Car-Bashing events may
only occur in the space designated. The designated space is the Union Plaza.
Complete an On-Campus Student Activity Form through the Student Activities Office at
601.266.4403.
Pay the $150 cash deposit to the Student Activity Office. This deposit is refundable, in
full, if all guidelines are followed and the space is as the student organization found it prior
to the event. If the Office of Student Activities does not find the space in satisfactory
condition, the deposit will be used to pay Physical Plant to clean the space. In addition, all
fees assessed for cleaning the space that exceed $150 will be the responsibility of the
sponsoring student organization.
Coordinate the delivery and removal of the vehicle with the Event Services Office at
601.266.4399. The sponsoring organization may place the vehicle in the designated space
24 hours prior to the event. The sponsoring organization has 24 hours to remove the
vehicle and all debris after the event. If the vehicle and all debris are not removed within
24 hours of the event, the sponsoring organization will lose the $150 deposit.
General guidelines for the activity:
1. Any vehicle used must be stripped of all glass, all fluids, engine and transmission.
2. The area around the vehicle must be sufficiently cordoned off to prevent debris
from striking spectators.
3. The entire area under and surrounding the vehicle must be covered by a tarp.
4. Any graffiti on the vehicle must adhere to the community standards outlined in the
university sign policy.
5. All participants must wear goggles and gloves at all times.
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6. At no time may participants stand on top of any part of the vehicle.

7. Participants must sign a waiver, provided by the sponsoring student organization,
before participating in the activity.

8. The sponsoring student organization is responsible for ensuring that all guidelines are

followed.

9. If any guidelines are not followed at any time, the event will be shut down immediately.

DATE AUCTION EVENTS GUIDELINES
Office of Student Activities, Jaruwiary 2008

A. The event must be registered through the Office of Student Activities at 601.266.4403.

B. All participants in the event must do so willingly, without coercion.

C. Inappropriate conduct and gestures will not be allowed during the event.

D. Atall times during the event, event participants must wear top and bottom garments.

E Participants wil/|l not be all owed, at an
undergarments of any kind.

F. Participants may withdraw from the date auction at any time during the event.

G. If any guidelines are not followed at any time, the event will be shut down immediately.

H. Participants are not required to attend a date with the highest bidder. If the event
participant does not attend the date; the bidder may receive all money he or she paid
during the date auction.

[. The sponsoring campus organization will provide a gift certificate(s) for the event
participant and b.idaddTehri st od autsee noany tohrel yi doact ceL
hours of 8 a.m. and 10 p.m., and it may not take place during class time of either party.
The gift certificate is only valid within two weeks of the event.

J.  The date will end at the conclusion of the use of the gift certificate provided.

K. The sponsoring campus organization is responsible for ensuring that all guidelines are
followed. If any guidelines are not followed at any time, the event will be shut down
immediately.

L. All participants must sign a waiver, provided by the sponsoring student organization,
prior to the event, showing that they understand the above policy.

FUND-RAISING POLICIES
Office of Student Activities, Javruwrowy 2008

A. Raffles, lotteries and similar activities must abide by the city and state laws regulating such
activities.

B. The assistant director of Student Activities may request a financial statement of the fund-
raising project from the sponsoring organization after the event is completed.

C. Fund-raising events that are in competition with other university fundraising will not be
allowed without approval from the assistant director of Student Activities.
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NOISE POLICY
Office of Student Activities, Jarurary 2008

The University of Southern Mississippi prohibits the disruption or disturbance of the campus
community by the operation of sound devices. It shall be a violation of the University Noise Policy
for any person to play, use, operate any device for reproducing or amplifying sound on university
property if the sound generated is audible at a distance of 50 feet from the device producing the

sound.

The purpose and intent of this policy is to prohibit within the campus community the making of
any and all unnecessary or boisterous noise that unreasonably annoys, disturbs or disrupts the
comfort, work, quiet or general welfare of our campus community. This policy shall not apply to
any regularly scheduled and approved university event.

A.

B.

Solicitors are subject to the rules and regulations of the university and the laws of the state
of Mississippi. A permit may be suspended or canceled by the Union and Programs
director for just cause.

Noncompliance with any of the provisions of these guidelines shall constitute a violation.

C. Appropriate legal action may be taken against individuals and non-university affiliates

refusing to comply with regulations.

POWER HOUSE POLICY
Uniow and Programs, July 2007

A.

B.

$500 minimum order required. Reserving party is responsible for the difference at the
conclusion of event.

Reserving party is responsible for table and chair arrangements. The space must be
returned to the original set at the conclusion of the event to avoid charges.

Reservation must be cancelled at least 48 hours in advance to avoid fees. $100 fee for
cancellations received less than 48 hours in advance.

Any group failing to cancel is assessed a $200 "No Show" fee.

The Event Services accepts requests but does not approve events. After the request is
received the event information is passed on the Catering sales office who then contacts the
restaurant and the customer to finalize details.

Once catering approves the event we then send an email confirmation.

All student programming must be co-sponsored by the Southern Miss Activities Council
(SMAC)

A Power House Programming Co-Sponsorship Application must be completed. For a copy
of the application please refer to the Manager for Student Activities, Union room 229.
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COSPONSORSHIP AGREEMENT

(your organization or department) will cosponsor
(production name) with at
(location for event) at (time of the event) and
agree to the following guidelines pertaining to the event:

THE COSPONSORING ORGANIZATION OR UNIVERSITY DEPARTMENT WILL
(please sign what your organization will complete)
submit the Activities Request form
give monetary support in the amount of $
supply volunteers for production
bring members to the event for support
supply volunteers that will stay after the event to clean up
allow usage of your department facility at no charge or $
be the responsible party for ensuring all University policies are
followed
Production and Planning Guidelines
*Refer to the EVENT FILE CHECK SHEET for steps to follow in planning your event

1. Schedule and attend production and planning meetings.
2. Contact any needs for the event (UPD, entertainment, catering).
3. Take care of all publicity.
4. Be in charge of all planning aspects of the event.
5. Supply volunteers who will stay after the event to clean up until all work is
completed.
All members of (your organization) agree not to

partake in any drugs or alcohol immediately before or during the event. Any violation
may be reason for judicial action.

By signing this contract, | acknowledge my responsibility as an student organization
or University department to follow the stated responsibilities.

Cosponsoring Student or Student Organization Date

Cosponsoring Student or Student Organization Date
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POWER HOUSE COURTYARD EVENT POLICY
Uniow and Programs, July 2007

A. Available Monday I Thursday for campus use. Not available for events during these days.
B. Private/Special events are booked as follows:
1. Friday 4pm 1 10pm
2. Saturday 1lam T 10pm
3. Sunday 1lam T 3pm
(Amplified sound only allowed during these times)

C. A minimum of one police officer is required at any event sponsored by a campus student
organization, with live entertainment or amplified sound. Refer to the Policy and Procedure
Guide, pg. 18, involving payment/requests for Police Officers.

D. The Courtyard may be booked for private/special events per a $35 booking fee for on-campus
groups. $75 External Organizations. Due to the location and size of the courtyard all events
must be approved on a case by case basis through the Student Activities Office.

E. Requests for the Courtyard must be made with the Union Event Services Office one-week in
advance.

F. Cancellations require 48 hours notice or a $35 cancellation fee is assessed.

G. The Courtyard set up remains as is. Food tables are provided by Dining Services and are the
only approved furniture additions.

H. All food is provided by Dining Services (i.e. The Powerhouse, Unique Catering, Stones
Throw, etc.)

[. Confirmation should be presented to security and Dining Services staff during event as proof
of payment and approved use.

J. The Union Event Services office will contact the Powerhouse manager for final approval

before confirming any event.

K. Organizations are required to leave The Courtyard as found. All trash should be placed in
receptacles during and following the event.

L. Home football game days shall remain open for official University events defined as
recruitment, Southern Miss Alumni and development functions.

M. Exceptions to the above policy may be approved by the Student Activities Committee.

SIGN POLICY
Unionw Administration Office, July 2009

Students, student organizations, faculty, staff and departments commonly post signs in designated
locations as a means of informing the university community of events which they are sponsoring.
The university allows this practice within regulations designed to reasonably govern the time, place
and manner for the protection of the students, university property and the appearance of the
campus. All signs must include the name of the sponsoring student organization, department, or
person. Official signage of The University of Southern Mississippi, building designations,
regulatory and traffic control, directional signage, etc., are not governed by this policy. The
locations listed below are the only locations where signs may be posted.
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TIME, PLACE AND MANNER REGULATION FOR OUTSIDE SIGNS

A. FREESTANDING SIGNS

L.

Signs may be posted in designated areas by reserving a space through Event Services:
http://www.usm.edu/union/reservations.php.

Each applying party is allowed three locations.

Signs are allowed to remain for a maximum of five days and then must be removed by the
sponsoring organization. Renewal of space may occur at the conclusion of the five-day period
if available.

Freestanding Sign Locations

Entrance off Fourth Street (across from Ferlise Center)

Shoemaker Square T east, west and north end

Library and Union Plazas

. Freshman Quad (two spaces)

Fraternity Row (entrance from Montague Street)

Joseph Greene Hall (southwest corner of building on lawn)

Pine Haven Playground

h. Liberal Arts Café Lawn (corner of Montague and Coliseum on grassy area

N N

B. INSIDE SIGNS

1.

Handbills (posters, bulletins, flyers, and notices) shall be posted on inside bulletin boards
and designated areas in university buildings.

Each building manager, acting in accordance with these guidelines, may publish written
regulations concerning the placing of signs on interior bulletin boards or designated areas of
their building. Only when available space on these surfaces becomes a problem may a
building manager limit the size of the signs. Members of the university community should
have priority in the allocation of space.

C. SUSPENDED BANNERS
1.

Banner space is assigned through Event Services:
http://www.usm.edu/union/reservations.php. Banner will be hung no higher than six feet in

the following locations:

a. Entrance off Fourth Street by the residence hall

b. Entrance off Fourth Street in front of the Payne Center

c. Other areas approved by the Union and Programs director

All banners should be professionally printed and approved by the assistant director for sales
and promotions.

Banners should not obstruct the sidewalk or interfere with traffic.

Banners may remain posted for a maximum of five days, at which time the space may be
renewed if available. All signs should be removed after the event occurs by the sponsoring
organization.

D. CHALKING
1.

Water-soluble chalk only is allowed in designated areas. Markers, spray chalk, paints or oil
based products are prohibited.

Chalking may occur only on horizontal, designated spaces. No chalking is allowed on brick
areas, buildings, trash receptacles, steps, fountains, benches, tables, light posts, columns and
any other vertical areas.
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3. The use of chalk on sidewalk and pavement areas is allowed for events only in designated

areas:

a. Union Plaza

b. West 31 Street

c. Freshman Quad area

4. Organizations should reserve the Union Plaza, West 31 Street, or TCC space through Event
Services: http://www.usm.edu/union/reservations.php a minimum of 24 hours in advance.
The Freshman Quad area requires approval through Residence Life.

5. Organizations using these designated areas are then responsible for the cost of having Physical
Plant clean the chalked area if it has not been cleaned by the organization within 24 hours
after the event.

E. M.M. ROBERTS STADIUM
Generally, signs and banners are permitted at athletic events. The athletics department
recognizes that banners/signs can positively contribute to an event, but must adhere to the
following conditions.
Banners and signs:
1. May not be attached to posts, standards, or sticks.
May not obstruct sight lines of others in attendance.
May not block or detract from sponsor signage.

Must be in good taste and show good sportsmanship.
May not contain objectionable language or innuendo.
Should be positive in nature and relate to the event.
May not have the potential to incite others.

May not detract from the event.

0 oo

Must be used in a safe manner.

—_
1=

May not be placed on railings or game goals.

These standards are at the complete discretion of athletic event management personnel and/or law
enforcement. The department of athletics reserves the rights to disallow signs and banners at any
event without notice.

DEMONSTRATIONS & PROTESTS

Demonstrations or protests by spectators are not permitted during athletic events. This pertains to
the area inside the ticketed gates. Demonstrations or protests (if permitted by University Police)
may not obstruct vehicular or pedestrian traffic adjacent to athletic venues, or inhibit ingress or
egress of spectators.

All demonstrations or protests must be registered with University Police.
F. RESIDENCE HALLS
1. All signs belonging to anyone other than Residence Life Staff, the Residence Hall
Organizations, or Hall Councils therein, must have their signage pre-approved by the
Residence Hall Association before having it placed within the residence halls.
2. Anything posted must be sponsored by a registered student organization of the university.
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3. Inside signage locations, excluding glass and painted surfaces, will be determined by the

Residence Hall Staff.

a. The minimum size of all inside signs is 8.5 x 11 inches

b. Tattered and torn signs ttehtahtt thdy @emnelongere c 0 me
legible will be removed by the Residence Hall Staff.

c. Signs will be posted by the Residence Hall Staff and will be removed within 24 hours of
the advertised event.

d. Students and student organizations may register up to two inside signage requests per week
per hall.

e. Once the signage is approved by the Residence Hall Association, the organization may
begin printing the signage and may return it to the RHA Center to be dispersed to the
Residence Hall Staff for posting.

Student organizations may not place signage on the outside of residence halls for any reason.

Student organizations that place signage inside the residence halls without prior consent from

the Residence Hall Association will be subject to suspension of posting signage in the future,

which will be determined by the Residence Hall Association.

6. Departments of the university should contact the Student Housing Administration clerk in
the Department of Residence Life in an effort to post signage inside the residence halls.

A

CONTENT
A. Signs that are deemed to be outside the scope of First Amendment protection may be
removed, that includes signs such as obscenity and speech inciting individuals to unlawful
activities. State and federal constitutional decisions will be used as guidelines for
determination of what speech is protected by the First Amendment.
B. Student organizations and departments may not display signs, printed advertisement materials
or wearables on campus that advertise alcohol beverage companies or alcohol consumption.

ADMINISTRATION AND ENFORCEMENT OF POLICY

A. Responsibility for assigning building and property managers lies with the vice president for
business finance. Building managers may make the decision as to removal of inside signs. If in
doubt whether an outside sign should be removed, the following should be contacted: a)
director of Physical Plant T individual safety or property damage; or b) Office of the Dean of
Students I content. When there is a doubt that a sign should be removed because of the
content, the decision will be made by a committee consisting of two faculty members who
have an awareness of First Amendment law appointed by the dean of students and a student
appointed by the president of the Student Government Association.

B. People who feel that a sign has been erroneously removed should immediately contact  the
dean of students. Since time is often an important consideration in these questions, the party
involved may request the Student Judicial Board to meet as quickly as possible to determine
whether the sign has been improperly removed.

C. While all student organizations, students and departments are subject to the rules and regulations
contained within this policy, departments have the discretion of posting signs at their facilities for
special events. Student organizations that violate this policy are subject to discipline by the
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Student/Faculty Committee on Student Organizations. First offense will warrant a letter of
warning, while the second offense will result in the president of the student organization being
called before the Student/Faculty Committee. The committee has the right to impose penalties
including, but not limited to, fines as well as activity restriction. The Student/Faculty Committee
retains the right to recommend that an organization's official recognition be withdrawn if serious
or continual violation of the policy occurs. Violations by students will be referred to the Student
Judicial Board and by departments to the appropriate vice president.

D. During SGA elections, half of the designated spaces will be allocated to the election
commissioner for candidate distribution. The SGA election commissioner will be responsible
for submitting with the activity request form the names and locations the SGA candidates will
be posting election signage. Please refer to the SGA Constitutidor the sign posting dates.

SOLICITATION POLICY
Unionw Administration Office;, Jarwawy 2008

A. Solicitation shall be defined as any advertisement or promotional effort through any means
of communication or sale of tickets, products, services and giveaways.

B. Please be advised that any individual student, faculty/staff member, or non-university
affiliate is required to obtain a solicitation permit. This includes, but is not limited to,
businesses, as well as nonprofit and religious organizations. An application for this permit
should be submitted two working days in advance of the visit date. A copy of your picture
identification is required with application. The solicitor must also provide a detailed
description of items being sold or advertised. These items should be submitted to the
Event Services Office located on the second floor of the Thad Cochran Center, or mailed
to 118 College Drive #5067, Hattiesburg, MS 39406-0001. This permit should remain with
the solicitor at all times while he or she is on campus and will expire after five continuous
days from the date of visit.

C. The university assumes no responsibility for the content, quality or delivery of any product.
The university only acknowledges and records that this solicitor will be on campus during
the requested dates.

D. Solicitation may not occur during Dead Week, which begins two working days preceding
the week during which final exams begin and extends through exam week.

E. Upon arrival on campus, please deliver your driver's license or a check in the amount of
$100 deposit to the Event Services Office. Please return to the office by 4 p.m. at  the
conclusion of your permit to pay all outstanding fees for your event. When all fees are
paid, the license and deposit will be returned.

F. Storage is available upon arrival if permit is for consecutive days. Rental fees vary based on
size of space requested. The Union will not be responsible for goods stored in this space.
For information or to reserve storage space, please refer to the Caging Policy posted under
the policies section of the Union and Programs Web site,
www.usm.edu/union/policies.php, or contact Event Services at 601.266.4399.

G. The cost for the permit in regard to any type of sale shall be 15 percent of the revenue
collected per day or a minimum of $75. In addition, there will be seven percent sales tax if
the solicitor does not pay his or her own tax. The cost of the permit for any type of
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advertisement or promotional effort shall be $75 per day except for posting information in
approved areas, which will be free of charge.

H. If reservations are not cancelled within 24 hours of the date reserved or if monies owed are
not paid on the reservation date, a $75 fee will be assessed before any future reservations
are allowed. Three no-shows in an academic year will result in revoked privileges for a
solicitation permit.

[.  Door-to-door solicitation is not allowed in residence halls, Pine Haven Family Housing
Complex, fraternity houses, the Village or in the offices of academic and staff personnel.
Solicitation will be allowed in the R.C. Cook University Union Lobby, Shoemaker Square,
the Library Plazas and other areas designated by the director of the Union and Programs.
No solicitation will be allowed that violates current university contractual agreements.

J.  Solicitors may not drive or park vehicles on Shoemaker Square.

K. Vendor sdé displ ays ma Yeetdh® Shoemaket Squarel Vemdlorsy € t han
must remain in assigned areas and not approach the public. No amplified sound will be
allowed.

L. Solicitors cannot ask for or receive advance deposits on any product that is to be mailed to
the purchaser.

M. Solicitors shall not be permitted to post printed advertisements on campus except on
inside bulletin boards or reception areas if approval is granted by the building managers.

N. Credit card promotions, as well as solicitation for sale of products already available on
campus, will be denied with the exception of programs affiliated with the recognized
university card sponsored by the Alumni Association.

O. Printed advertisement, materials or wearables shall not contain obscene material as defined
by community standards; advertise the sale or use of alcohol, tobacco or illegal drugs; or
contain libelous information.

~

No solicitation will be allowed on days where a home football game occurs.

Q. Solicitors are subject to the rules and regulations of the university and the laws of the state
of Mississippi. A permit may be suspended or canceled by the Union and Programs
director for just cause.

R. Noncompliance with any of the provisions of these guidelines shall constitute a violation.

S. Appropriate legal action may be taken against individuals and non-university affiliates

refusing to comply with regulations.

SPEAKER POLICY
Unionw Administratiow Office, Jarwawy 2008

A.  The University of Southern Mississippi will provide a speaker's corner on the Union
Plaza, located at the south end of the R.C. Cook University Union (due to construction, a
temporary location will be determined by the Student Activitigsdofficey.
organizations may utilize the speaker's corner for speech purposes on a first-come, first-
served basis and without making reservations. However, no amplification equipment
may be used and no structure(s) may be erected. The free expression of views and
opinions either by individuals or by groups must not violate any rights of others, disrupt
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the normal function of the university, or violate any of the provisions specified in the
University Code of Student Conduct.

B. A request to allow an off-campus speaker (one who is neither an employee nor a student
at this institution) to address a group on campus will be considered when made by a
student organization officially recognized by the Student Activities office.

C.  No such speaker will be allowed to address a group on the campus without prior written
approval by the assistant director of Student Activities or his or her designated
representative.

D.  Any speaker request shall be made by submitting an Activity Request form to the
Student Activities office in accordance with the Student Activities request form
deadline.

Any speaker request made in accordance with these guidelines by a recognized
organization may be denied only if the assistant director of Student Activities or his or
her designated representative determines, after proper inquiry, that the proposed speech
would constitute an immediate and serious danger to the institution's orderly operation
by the speaker's incitement of such actions as:
1. The willful damage or destruction or seizure and subversion of the institution's
buildings or other property
2. The forcible disruption or impairment or interference with the institution's
regularly scheduled classes or other educational functions
3. The physical harm, coercion, intimidation, or other invasion of lawful rights of
the institution's officials, faculty members, or students
4. Other campus disorder of a violent nature

E. Where the request for an off-campus speaker is denied, any sponsoring organization
thereby aggrieved may, upon written application to the Union and Programs director,
obtain a hearing within 72 hours following the filing of its appeal before the University
Appeals Committee, for a de novo consideration of the request.

F. The University Appeals Committee shall have power to grant or deny the request, and
its decision shall be final, unless judicial review is sought.

G.  Any sponsoring organization aggrieved by the action of the University Appeals
Committee in denying the request may obtain judicial review thereof upon application
to any court or competent jurisdiction.

T-SHIRT SALES POLICY
Office of Student Activities and Contractual Services, Jonuary 2008

To better facilitate the development of charitable efforts of student organizations, these policies are
designed to allow a limited scope to sell only T-shirts in designated areas within a structured
approval and accountability program. The criteria are as follows:
A. T-shirt sales with no profit - Any student organization or committee that wishes to sell T-
shirts strictly to its members with no profit may do so.
B. T-shirt sales with profit - Only non-funded (those groups that receive no funding via
university funds), recognized student organizations will be granted the opportunity to sell
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T-shirts on campus for profit. Sales of T-shirts must be done so in an effort to raise money

for a charity; or a University Foundation account.

1. One hundred percent of the proceeds from the sale of the T-shirts (minus expense of
the product only) must be remitted to the receiving charity or University Foundation
account.

2. The participating organization signs the charitable sales contractual service agreement
stating they will donate all proceeds to a charity or University Foundation account. All
charity contact information must be provided. The manager of contractual services
reserves the right to obtain financial records from the organization.

Limitations
A. An activity request form must be completed and approved before T-shirt sales and
advertising can begin.
B. Sales of T-shirts must be offered in designated areas on campus.
C. Sales must not compete with traditional rush periods, athletic events or other charitable
efforts (i.e., United Way, Paint Southern Miss Pink).

60



UNIVERISTY
FACILITIES
AND
RESERVATIONS



BENNETT AUDITORUIM AND MANNONI PERFORMING ARTS CENTER
College of Arty and Letters, September 2006

7. Priority of Usage
1. Academic Performance
2. Faculty and Staff
3. Student Groups
4. Off-campus groups
8. Cancellation/No Show Policies
Cancellations must be made one week prior to event or the deposit will be forfeited. An
alternative date may be wpubsthewveedil Il nbéehpe
rental fees.

9. Fees
1. Student groups $300 per day
. Off campus groups  $600 per day
3. Holiday rate $1000 per day (defined as official holiday observed by University)

a) Payment is due when reservation form is submitted with the exception of organizations
paying via university budget. Those wil/
of Arts and Letters.

b) Undue or excessive need for cleaning will result in a fee of upward to $150.
Replacement and repair costs will be the responsibility of the renter. Need for cleaning,
replacement and repair will be the decision of the dean of the College of Arts and
Letters and the auditorium manager.

10. Equipment and Setup
Equipment in the facility is limited to existing lighting
Sound equipment must be obtained from iTech
Additional sound, lighting or other equipment is the responsibility of the renter
Technical assistance personnel must be approved by the auditorium manager
. Auditorium staff will provide minimal setup assistance
11. Event Procedures and Rules
No food or drink is allowed in the performance hall.
All student groups must abide be the Student Activities policies within the handbook.
3. The event must start within one hour of advertised start time or event can be cancelled by
auditorium management.
4. No signs, seat reservations, or other advertising materials may be posted on any walls,
curtains, doors, windows or other surfaces inside or outside any auditorium.
5. If designation is needed for reserved seating, please print signs and hang on seats with
ribbon or cording. No tape or pins are allowed to be used within the halls.
6. A rental day consists of 8am until 10pm. This includes load-in, performance, and load-
out. If rehearsal times are need on other dates, the rental fee applies to those dates.
a. Outside fee is $1,000.00 per day
b. Holiday fee is $1,500.00 per day
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No excessive light or sound equipment is allowed in Bennett Auditorium due to stage
structure.

Due to minimal backstage areas in Bennett Auditorium, large groups should either request
the Mannoni Performing Arts Center auditorium or select another venue. Auditorium
management will be the deciding factor on a case by case basis.

No lobby furniture in any venue may be moved. Moving furnishings in other areas must
be approved by auditorium manager. Auditorium staff must move these items. No renter
is permitted to in any way alter the set-ups of the halls.

10. Reservations will not be accepted by telephone. Reservations are to be made online at

11.

12.

13.

CAM

http://www.usm.edu/union/studentactivities Bennett Auditorium Reservation From.

For lost and found items, please have presenter, not person who has lost item, contact
auditorium management for searching or recovery of said item. This process will be done
only during regular business hours.

Equipment Services I Equipment Services of iTech offers checkout of equipment to
faculty, staff and students. Available for checkout purposes are VHS players, three-fourths
players, slide projectors, overhead projectors and filmstrip projectors.

Equipment Services needs a 48-hour notice for ordering equipment. For more information
concerning Equipment Services, checkout policy, please call 601.266.4364 or e-mail
equipment.services@usm.edu.

PUS ROOM RESERVATIONS

The university has several facilities on campus that may be used to house your event or activity.
Comp
academic space or lobby. The following list includes names and phone numbers of building
managers.

lete the online activity from at: http://www.usm.edu/union/studentactivities to reserve an

RESERVATIONS OF ROOMS, BUILDINGS AND OUTDOOR LOCATIONS

**STUDENT ORGANIZATIONS NEED TO COMPLETE A EVENT FORM AT:

http://www.usm.edu/union/studentactivities WHEN INQUIRING ABOUT AUDITORIUM
SPACE OR ACADEMIC CLASSROOMS.**
FACILITY TELEPHONE | CAPACITY

DEPARTMENT/PERSON

Academic Classrooms Valencia Hopkins 601.266.4822
Registrarodos Ojor

601.266.5006

Alumni House Dawn Smith 601.266.4218
Alumni Association

Asbury Annex Sue Pace 601.261.1430 125
OLLI $100 (day)
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Bennett Auditorium Rusty Rolison 601.266.5620 1010
College of Arts and Letters
Bobby Chain Tech. Deands Offi ce|601.266.4883 89
Auditorium College of Science and
Technology
C. W. Woods Art Mark Rigsby 601.266.5200
Gallery Arts Museum Director
Danforth Chapel/ Jami King www.usm.edu/ 80
Chapel Lawn Union Event Services union Request $100
a Room (semester-on
campus)
Cook Library Teresa Loveless 601.266.4242 Classroom 60
(Library Web M-F, 8 a.m. -
site: Reserve a 5 p.m.
Room) $25 (1/2 day)
$50 (Full day)
Marsh Hall Auditorium | School of Music 601.266.5363 335
McCain Library Dr. Susan Siltanen 601.266.4369 25-30
Conference Room 203 Graduate Studies
McCarty Hall Stephanie Roy 601.266.2631 20
Conference Hall
Owings-McQuagge Betty Jean Williamson 601.266.4568 12
Conference Room College of Education and
Psychology
Payne Center Dorothy Pickett 601.266.4922
Recreational Sport
Reservations
PEC House Sue Pace 601.261.1430 $75 (one
OLLI room)
$150 (entire
facility)
Performing Arts Center | Rusty Rolison 601.266.5620 700
Polymer Science Beverly McNeese 601.266.4868 132
Auditorium Polymer Science
Powerhouse Restaurant | Jami King (Request) www.usm.edu/ 60-75
union Request Mezzanine
Donna Eavenson or Anita a Room $500
Karraker (Food Order) 601.266.5552 Minimum
Food Order
Presidential Suite Polly Odom 601.266.5001 2571 Dining
Room
127 Board
Room
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Reed Green Coliseum Neal Mead 601.266.6412 8600
Athletics
RHA Activity Center Ashley Ha 601.266.4783 125
Residence Life 601.266.5590
Seymour's Grill Anita Karraker 601.266.5552 500
Jami King (block Union Lobby) | www.usm.edu/
union Request
a Room
University Union Jami King www.usm.edu/
Event Services union Request
ROOMS A a Room 30
BC 250
D 20
G 25
H 40
Hall of Honors 150
Locker RooO
Lounge
Lobby
Thad Cochran Center Jami King www.usm.edu/
Event Services union Request
Rooms 226, 227, 228 a Room 20-30
229 and Polly Stout 18-20
210, 214, 216 60 - 120
218A/B 175
Grand Ballroom 938

Administration Lawn

Jewel Tucker
Administrative Secretary
Presi

dent 6 s O

601.266.5001

Bennett Lawn Jami King www.usm.edu/
Event Services union Request
a Room
Courtyard at the Jami King www.usm.edu/ $35 Private
Powerhouse Event Services union Request and Special
a Room Events
Forrest County Hall Jami King www.usm.edu/
Lawn Event Services union Request
a Room
Freshman Quad Residence Life 601.266.5590
International Garden Frances Sudduth 601.266.4344

International Programs

Intramural Fields

Dorothy Pickett

601.266.4922
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Kennard-Washington Jami King www.usm.edu/
Lawn Event Services union Request
a Room
Lake Byron Bridge Jami King www.usm.edu/ $35
Event Services union Request Private and
a Room Special Events
Library Plaza Jami King www.usm.edu/
union Request
a Room
Loyalty Field Dorothy Pickett 601.266.4922
M.M. Roberts Stadium | Neal Mead 601.266.6412
Athletics
Nitchampburg Dorothy Pickett 601.266.4922
Pride Field Dorothy Pickett 601.266.4922
Rose Garden Jami King www.usm.edu/ $35
Event Services union Request | Private/Specia
a Room 1 Events
Shoemaker Square Jami King www.usm.edu/

Event Services

union Request

a Room
Stadium Tunnel Tim Atkinson 601.266.5017
Athletics
The District Dawn Smith 601.266.4218
Alumni Association
Union Plaza Jami King www.usm.edu/
Event Services union Request
a Room
Weathersby Lawn, Jami King www.usm.edu/
Fountain Event Services union Request
a Room

**FOR EVENTS IN LOBBY AREAS OF ACADEMIC BUILDINGS, COMPLETE THE

PROPER EVENT FORM AT: http:

www.usm.edu/union/studentactivities**

To access the Technology Screen Policy for the Thad Cochran Center, please visit

www.usm.edu/union.
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NITCHAMPBURG POLICY
Southern Miss Alumni A ssociation and Athletics, July 2005

Nitchampburg, Miss., was founded in 1986-8 7 by t he Sout hern Miss menbo
head coach M.K. Turk. On March 26, 1987, before anextraor di nary c¢cr owd i n New
Madison Square Garden, Southern Miss won the National Invitational Tournament, the first

national basketball championship ever brought home to the state of Mississippi.

Within the shadows of historic Reed Greed Coliseum is a place unlike any other in the college

basketball world. Nitchampburg even has its own ZIP code, 32687, signifying the date Southern

Miss won the NIT. Nitchampburg comes alive each hardwood season, serving as a living reminder

of our championships, our traditions and of more great memories to come.

Nitchampburg was founded to give the Southern Miss faithful an opportunity to enjoy the

fellowship of Golden Eagle athletics and to celebrate our victories. All citizens of Nitchampburg

are asked to adhere to the city regulations and be good neighbors to one another and to the

university.

Nitchampburg City Regulations

A. Tailgating in Nitchampburg is allocated on a first-come, first-served basis with the
understanding that all participants will respect the area and their fellow Golden Eagles
while visiting. Tents and tailgating equipment may be brought to Nitchampburg no earlier
than three hours prior to game time.
Automobiles are prohibited from the grassy and tree-lined areas at all times.
Please refrain from bringing heavy, cumbersome furniture to the area (lawn furniture only

0w

please).

Grills are permitted. Open fires are prohibited.

Glass containers are prohibited.

The university alcohol policy remains in effect.

Please put all trash in its proper place.

The university, Southern Miss Alumni Association and Southern Miss Athletic
Department are not responsible for lost, stolen or misplaced items.
Nitchampburg follows the same rules and understandings for any other tailgating

TOmmy

Pt

environment.

J. All tents in Nitchampburg should be identified with the name of the organization or
individual sponsoring the tent.

K. Tailgating in Nitchampburg will end by the tipoff of the basketball game. Tailgating in
Nitchampburg will not be permitted following the game.

L. All tailgating materials should be removed from Nitchampburg immediately following the
game.
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POST OFFICE

A full line of postal window service is available Monday through Friday (except holidays) from 9
a.m. to 4 p.m. U.S. mail is delivered to boxes Monday through Saturday, and first-class mail is
normally in the boxes by 9 a.m. Magazines and newspapers are delivered to the boxes by 10 a.m.,
while campus distribution is delivered throughout the day.

Student organization box holders and individual box holders may use the campus distribution
system subject to the following guidelines.

A. Addressed materials: Material must contain a return campus address (box number) and the
name and box number of the addressee. Mail to individuals is delivered on the basis of last
name and box number, both of which are required. Multiple items must be in box number
order and should be in envelopes or folded so the message is enclosed, and the size should
not exceed five by 10 inches. Multiple-use campus distribution envelopes are exempt from
the size requirement.

B. Unaddressed fliers: Unaddressed materials, such as advertising, promotions, may be
distributed through the campus distribution system subject to the following guidelines and
fees:

1. For university mailers, one cent per piece (material must pertain to university
interest.)

2. Nonuniversity mailers, minimum of five cents per piece

3. Material subject to approval

Bulk mail: For off-campus addresses, a 200-piece minimum is required to qualify for the bulk-mail
rate. Bulk mail is defined as identical piece mail, not dated, not personalized, without signatures.
Allow two weeks for delivery. Procedures for preparing a bulk mailing are available at the Southern
Miss post office.

The post office is a service organization. If you have a question or problem, contact the post office

at 601.266.4006.

R.C. COOK UNIVERSITY UNION AND THAD COCHRAN CENTER

RESERVATION PROCEDURES
Please refer to page 41
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THE DISTRICT POLICY
Deawv of Students, June 2007

The University of Southern Mississippi quickly approaches 100 years of excellence, and for that
century there has been The District. The historical District of Southern Miss has acted as a
gathering place since the founding of the university.

The District is an icon of Southern Miss heritage, traditions and memories. The District has been

touched by time and in ways that are unexplainable. It is where one can go to truly feel the spirit of

the university. To participate in The Districtistogai n oneds owner ship of
builder of loyalty and admiration.

The District represents an opportunity to take a walk in the Rose Garden, see the Dome at night,
view the black-eyed Susans in spring, admire the Eagle Walk in the fall and hear voices cheering
ASout hern Miss to the Top!o

The importance of The District cannot be overstated. Current students have the responsibility to
respect it just as did the hundreds of thousands of students who preceded them. No matter the
year or what the next century might bring, there will always be one constant T The District at
Southern Miss.

The District Tailgating Code of Conduct

A. Tailgating in The District is allocated on a first-come, first-served basis with the
understanding that all participants will respect the area and their fellow Golden Eagles
while visiting.
Automobiles are prohibited from the grassy and tree-lined areas.
Lawn furniture only, please.
Grills are permitted. Open fires are prohibited.
Glass containers are prohibited.
The university alcohol policy remains in effect.
Place all trash in its proper place.
The university is not responsible for lost, stolen or misplaced items.
The District follows the same rules and understandings of any tailgating environment.
Tailgating in The District will end by 1 a.m. on any given evening.
All tents in The District should be identified with the name of the organization or
individual sponsoring the tent.
All tailgating materials should be removed from The District within 24 hours after kickoff.
A minimum of $100 will be charged for material pickup.
. The District opens at 1 p.m. the day before a home game.
No animals are allowed in The District.
No amplified sound is allowed in The District. A band or DJ will be provided.
Failure to comply with the tailgating code of conduct may result in loss of tailgating
privileges, fines or other disciplinary action.
Questions regarding The District should be directed to the Southern Miss Office of the Dean
of Students at 601.266.6028.

ARTCZOMEO0W
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DISTRICT USE APPLICATION
THE UNIVERSITY OF SOUTHERN MISSISSIPPI ALUMNI ASSOCIATION

Please use this form for reservation of The District. The Alumni Association reserves the right to dsniycugesghekeenardaabr re
any time and will notify the organization of such action. Refusal to follow these rules will result indloasyet msskssesidod
damages and cleanup.

1910

SOUTHERN MISS

ALUMNI

Q| AssoCIATION )

are prohibited.

ZU,UUU ) 2“‘“ mains in effect.

Place all trash in its proper place.

The University is not responsible for lost, stolen or misplaced items.
The University student code of conduct remains in effect at all times.
University Department/Organization:

Date Application Filed: Date of Event:

Setup Time: Event Start Time: Event End Time:

Primary Contact Name:

Position/Title:

Address: City/State/Zip:
E-Mail Address: Phone:

Work Phone: Fax:

Type of Event:

Purpose of Event: Number of Attendees:

Person Responsible for Event:

If applicable, who will cater the event:

Has student activities request form been filed? Yes No
Submit a copy of students activities request form along with this application.

Applicant Signature: Date:

The use of this area has been approved by The University of Southern Mississippi Alumni Association.
Office Use Only

Authorized Signature: Date:

PLEASE MAKE A COPY OF THIS APPLICATION FOR YOUR FILES BEFORE RETURNING IT TO
THE UNIVERSITY OF SOUTHERN MISSISSIPPI ALUMNI ASSOCIATION
118 COLLEGE DRIVE #5013
HATTIESBURG, MS 39406-0001
PHONE: 601.266.5013 FAX: 601.266.4214
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ADVISERS SECTION



A SOURCE OF GUIDANCE AND SUPPORT

Put simply, a student organization adviser is a faculty or staff member who is either requested or
assigned to provide support and guidance to a student organization. The student organization
adviser often serves in an official capacity as a representative of the institution. Each student
organization has its own personality and may define the role of the adviser in different ways.

Organizational advisers are often expected to share certain kinds of information about policies,
contractual matters or institutional procedures, as well as more general observations on topics
relating to organizational functioning or the personal development of members. Advisers also
teach, coach and consult to help the organization and its members grow and develop. Advisers also
provide continuity for the organization since the student membership is constantly changing.
Being asked to advise a student organization can be both a flattering and overwhelming notion. It
is quite an honor to be considered by students as someone who they trust and with whom they can
share a common bond.

Advisers are volunteers who are committed to working with students on an extracurricular level.
Student organizations provide a forum where students participate in activities in a nonclassroom
learning environment. An effective organization adviser can contribute greatly to the realization of
the potential for student development among organization members. No matter what the nature
of the organization T sports, honorary, religious T the organization can be a great asset to the
education of the student, and a good adviser should aid in this learning process.

Who Is Eligible?

The University of Southern Mississippi requires an adviser to be a full-time faculty or staff
member. The selection process of each organization is different, so the university has no specific
policy on the selection of an adviser. A faculty or staff member who is interested in becoming an
adviser should contact the Office of Student Activities, Union Room 229, for a list of student
groups on campus that might need an adviser. Some organizations may have more than one
adviser, so checking with the particular group you are interested in may give you additional
information.
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AN EXERCI SE I N DETERMI NI NG THE ADVI SER6S ROLE

There are no Student Activities guidelines concerning the typical role of an organization adviser.
Each organization has unique requirements and needs from its adviser. As an adviser, it is your
responsibility to meet with the officers and come to a mutual agreement regarding time demands
and their advisement needs. A written outline of these duties might be a good idea. This will give a
clear picture of what the organization's expectations may be of the adviser and what commitments
you will share with the students. The following list is designed to help the adviser and student
officers arrive at a clear and mutually agreed upon role of the adviser in the organization.

The adviser may be expected to do the following (Place a check mark by thosgpit

Attend all general meetings.

Attend all executive committee meetings.

Call meetings of the executive committee when he or she believes it is necessary.
Explain university policy when relevant to the discussion.

Explain university policies to the executive committee and depend upon the
officers to carry them out through their leadership.

AN

Explain university policy to the entire membership at a general meeting once a year.
Reserve an appointment with the president (chairperson) before each meeting.
Help the president prepare the agenda before the meeting.

Serve as parliamentarian for the group.

0. Speak up during discussion when he or she believes the group is likely to make a

=0 0o

poor decision.

11. Speak up during discussion when he or she has relevant information.

12. Be quiet during general meetings unless called upon.

13. Exert his or her influence with officers between meetings.

14. Take an active part in formulating the goals of the group.

15. Initiate ideas for discussion when he or she believes they will help the group.

16. Be one of the group except for voting and holding office.

17. Attend all group activities.

18. Require the treasurer to clear all expenditures with him or her before financial
commitments are made.

199Request to see the treasurero6s books at th

200Chec k t he secretaryds minutes before they ar

21. Check all official correspondence before it is sent.

22. Get a carbon copy of all official correspondence.

23. Be custodian of all group paraphernalia and records during the summer and between
changeover of officers.

24. Keep the official files in his or her office.

25. Inform the group of infractions of their bylaws, codes and standing rules.

26. Keep the group aware of its stated objectives when planning events.

27. Veto a decision when it violates a stated objective, bylaws, codes, standing rules or
University policy.
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28.
29.
30.

31.

32.
33.
34.
35.

36.
37.

38.
39.

Mediate interpersonal conflicts that arise.

Be responsible for planning leadership skills workshops.

State what his or her adviser responsibilities are, or as he or she sees them, at the first
of the year.

Let the group work out its problems, including making mistakes and doing it the hard
way.

Insist on an evaluation of each activity by those students responsible for planning it.
Take the initiative in creating teamwork and cooperation among the offi c e r S 0
Represent the group in any conflicts with members of the university staff.

Be familiar with university facilities, services and procedures that affect group
activities.

Recommend programs and speakers

Take an active part in the orderly transition of responsibilities between old and

new officers at the end of the year.

Approve all candidates for office in terms of scholastic standing (GPA) and check
Cancel any activities when he or she believes they have not been inadequately
planned.
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BUDGETING

Budgeting is a matter of planning, not bookkeeping, although record keeping is necessary to
evaluate expenses and to help in planning. A budget serves as a guide to help control the outflow
and inflow of money.

Steps in Budgeting Process
The president of the organization should do the following:

A. Examine previous expense items and sources of income.

B. Determine if the previous expenditures reflect the purpose and
goals of the organization.

C. Seek requests from committee chairs for future spending programs.

D. Compare spending requests with previous spending in those areas.

E. Analyze future sources of income, and estimate the total amount expected
(ALWAYS UNDERESTIMATE INCOME).

F. Compare spending requests with amount of expected income, and make  adjustments in
spending if they don't balance.

G. Break income and expenses into time periods like months or quarters.

H. Make sure that cash inflows are adequately steady so that cash outflows do
not exceed cash on hand at any time.

[. When steps 1-8 are completed, list all sources of income and the expected
amounts to be received from each one.

J. List all planned expenditures by categories.

He or she now has a budget. He or she should follow this budget as much as possible but not be
afraid to make adjustments when necessary. Remember that the budget is a reflection of the goals
and priorities of the organization. Bylaws should state any rules pertaining to budget revision,
spending and overspending. Once the budget has been drawn up, it should be approved first by
the adviser and officers and then by the entire organization. All expenditures should be cleared
with the treasurer and adviser first. Receipts must be kept and given to the treasurer in order to be
reimbursed.

Committee chairs should have copies of the budget and a separate breakdown of their respective

commi tteebs budget, which allows the chairs,
expenditures and balance, thus creating more responsibility for their money.
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CO-ADVISEMENT

Two or more advisers may be desirable for large or extremely active groups such as fraternity and
sorority chapters. Co-advisement may also be an effective means of balancing advising and other
responsibilities. Chapters may want one adviser to handle management or fiscal responsibilities
and another adviser to deal with special projects or programming activities. The option of co-
advisement must be determined on an individual group-need basis.

ORGANIZATION PRESIDENT'S RESPONSIBILITIES
1. Presidents will provide student staff (or organization members) to work with police officers
at entrance to the event for the duration of the event.

2. Presidents will not open doors before all student staff and officers are in place.

3. Presidents will provide
1. A numbered guest list (presale list),
2. A numbered sign-in sheet for at-door ticket sales (if applicable)
3. Student staff to work the two entrances lines.

4. Presidents will be aware of facility capacity and will not allow entrance or sell tickets above
the capacity number.

5. Presidents will have student staff use handheld counters at door (if applicable).
6. Presidents will put up entrance signs.
7. Presidents will periodically circulate throughout the facility to make sure doors are secured

and staff is in place.

8. Presidents will complete post-event evaluation and return it to the Office of Student
Activities.
Chief Officer President
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CRISIS MANGAGEMENT

The best step in managing a crisis is training your members in risk management. If you can train
your members to act responsibly, you should not have to worry about a crisis. However, in spite of
all our best efforts, sometimes bad things happen. You can never really be prepared for a crisis, but
if one should happen, there are some basic steps to remember.

A. Take charge. The ranking officer should take charge of the situation.

B. Emergency phone calls should be made to emergency officials if necessary.

C. Make sure the group notifies you as soon as possible.

D. Notify the university as soon as possible through the Department of Marketing and Public
Relations at 601.266.4491. It is the responsibility of the director of the Department of
Marketing and Public Relations to talk with the media in the event of a crisis.

Notify your national organization, if applicable, as soon as possible.
Gather facts of the incident. Do not let rumors spread.
. Meetings should be held as soon as possible.

omm

1. Stay calm; follow instructions.
2. Do not make statements outside of the group; never admit or accept liability.
3. Let the ranking officer be the official spokesperson.
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EVENT FILE CHECK SHEET

Event Planning Meeting Date:

Time:

Location:

Departments and individuals invited to the Event Planning Meeting:

Event Committee

Person in Charge of Event

Location Date

Starting Time ___ Ending Time ____
RainSite ___ RainDate
Agency Agency Phone
Setup Time ____ Breakdown Time ____

Arrival Time of Artist

Person Picking Up Artist

Person Dropping Off Artist

78



HOW TO USE GROUP PROBLEM-SOLVING TECHNIQUES

1L

IIL

Before problem solving is attempted
A. Be sure a problem really exists. Is it real or imaginary?
B. Determine what type of problem it is.
1. If it is a lack of information, getting the facts may solve the problem.
2. If it calls for setting policy, it may require direction from a higher
authority.
C. Whose problem is it? It must be accepted by the group as their problem or
participation will be limited.
D. Full understanding of the problem is essential.
1. Werite the problem down.
2. Before rushing into a solution, attend directly to the problem - its facets,
involvements and potency.
E. The group must be willing to face the problem and accept the consequences.
Understanding the problem is not enough; there must also be emotional acceptance.
The problem-solving process
A. Clearly describe, define and limit the problem.
B. Agree upon desired goals. What do we want to have happen?
C. List alternative solutions.
D. List important facts that might influence the choice of alternative solutions.
E. Consider, combine and refine alternatives and select the best solution.
F. Make a final evaluation. Will this accomplish our desired goals? Can it be
done!?
G. Follow through with the solution.
Points for consideration
A. Is the solution clearly intended to take care of the problem?
B. Is the solution consistent with the purpose of the organization?
C. Is the solution a practical one that is possible to carry out?
D. Is the necessary technical knowledge available?
E. Is the cost realistic?
F. Is the person(s) responsible for carrying out the decision committed to it
wholeheartedly?
G. Is the person(s) responsible for carrying out the decision capable of doing
so!
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OFFICERS
CHOOSING OFFICERS

One of the most pressing problems facing any student organization, even those with a history of

success, is the year-to-year continuity of the group. It is easy to believe, while engrossed in the

hectic daily activities of the group, t hat the organizationds future
that is not the case.

The natural attrition of graduation, conflicting interests and lost interest can wipe out the cadre of
experienced membership in literally a semester. Once the critical mass of numbers and the quality,
experienced leadership are lost, then the organization is at its greatest risk of becoming ineffective
and eventually inactive.

An effective plan of officer transition and training can greatly reduce the possibility of
ineffectiveness in an organization.

EVALUATE THE TIMING OF OFFICER SELECTION

A common mistake of many student organizations is the calendaring of elections. Each
organization may have special needs, but in general, annual elections at the end of the spring term
seem to be the best approach. Early semester elections (for instance, the second or third week of
the fall semester) typically result in the organization losing valuable time with a lame-duck
administration hesitant to begin things it will not be around to complete. Late spring elections
encourage summer planning and a fast start in the fall.

The advantage of annual elections over semester elections is experience and opportunity. An
officer is more likely to make significant progress toward organizational goals if he or she has the
time to bring projects to fruition and the experience to capitalize on opportunities.

OFFICER TRAINING

Once officers are selected, they must be trained, even if they seem to have all the essential
ingredients for effectively managing the organization. One of the most effective and yet simple
training processes is a period of overlap between officer selection and installation. A constitutional
provision requiring a two-week period of officer-elect status during which the outgoing officer
meets and shares information with the successor may be all the formal training required, if both
individuals take this responsibility seriously.

Another effective method is to schedule meetings with a member and the Office of Student
Activities. These individuals should be able to provide an historical perspective on the organization
and its role on campus as well as make suggestions on how to effectively administer the group.
Officers should take advantage of any leadership training or personal development programs
offered by the university. Programs such as stress management, writing skills development and so
forth are common examples of topics typically offered outside Student Activities.
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ORGANIZATION PRESIDENT 'S RESPONSIBILITIES

1. Presidents will provide student staff (or organization members) to work with police
officers at entrance to the event for the duration of the event.

2. Presidents will not open doors before all student staff and officers are in place.

3. Presidents will provide
1. A numbered guest list(presale list),
2. A numbered signin sheetfor at-door ticket sales (if applicable)
3. Student staff to work the two entrances lines.

4. Presidents will be aware of facility capacity and will not allow entrance or sell tickets
above the capacity number.

5. Presidents will have student staff use handheld counters at door (if applicable).
6. Presidents will put up entrance signs.
7. Presidents will periodically circulate throughout the facility to make sure doors are

secured and staff is in place.

8. Presidents will complete posevent evaluation and return it to theOffice of Student
Activities.
Chief Officer President
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PRIORITY CHECKLIST

Note: Copies of ALL forms must be included in event folders.
Date Completed: Before the event

Complete activity form with Office of Student Activities.

Complete security forms with Office of Student Activities.

Complete budget worksheet.

Reserve vans.

Have contract signed by adviser (ASAP).

Make two copies of contract, rider and requisition forms (ASAP).

Make hotel reservations (complete requisition form) (ASAP).

Hotel Name registered under

Confirmation # PO#

For all events, contact groups that may be interested for possible
co-sponsorships or participation in the event (ASAP).

Organizations Contacted

Complete remittance voucher for artist fees (one month
prior).

Order T-shirts (one month prior).

Submit publicity request (three weeks prior).

Submit technical request. (two weeks prior)

(With advertising chairperson) Contact Public Relations for
media coverage.

Submit room setup diagram.
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Arrange food services and catering.

M.C. or announcer: (two weeks prior)

Send work order to Physical Plant (two weeks prior).
Arrange for garbage cans with liners (two weeks prior).
Request campus-wide e-mail (two weeks prior 0 attach copy of information).

Rent equipment (work with technical directors).

Equipment

Company Phone Number

Flight Information

Arrival Airline Flight Number
Date and Time

Departure Airline Flight Number
Date and Time

Person to Pick Up Artist Name of artist

Date Completed: Week of event

Make meal arrangements with adviser and G.A (one week prior).
Purchase prizes for event.

Call volunteers to remind them what date and time to be at event

(two days prior).

Send wel come p @& eith mdpspvisitarfinfoim&ién@rsl a thask{oe |

note from organization.

Bring security forms to event from Office of Student Activities.
Bring event box to event.

Bring volunteer sign-up sheet.
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Date Completed: After the event

Give list of members who worked the event to Special Projects chairperson.

Tally event surveys.

Complete program evaluation.

Complete budget sheet for the event.

Return all pink copy forms, receipts and invoices to adviser for
budgeting purposes.

Thank volunteers at next meeting.

Notes:
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RISK MANAGEMENT

"Risk management” is a term that refers to the need for organizations to be responsible for their
own actions. As the adviser for an organizat:.i
and thus, you must take the responsibility to see that your group operates within the policies of the
university, the national and local bylaws, and especially within federal and state laws. It is
extremely important that, as the adviser, you understand that you can be legally liable for the
groupodés actions, especially when you have not
aware of the policies and laws which govern the group actions.
The areas covered by risk management include the following:
Activities and Programs
registration of an event, need for security
Alcohol and Drug Use
familiarity with dleédriwery)ddherentesoilotalystits pol i cy ,
university and organizational policies
Discriminatory Practices
sexual or racial
New Member Orientation
hazing
Crisis Management
Due Process as defined by your own bylaws and university policy

Review these policies with your entire group on a regular basis. They may be found in various
resources, including your own national and local bylaws and the Studentiandbook
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Risk Management

What is RISK?  N. The possibility of danger, injury, loss, etc. / the p ossibility of
loss in the case of goods covered by an insurance policy / the probability of such
loss / hazard to run or take a risk to expose oneself or be exposed to danger,

injury, loss, etc.

What is MANAGEMENT? N. A managing or being managed / the body of those in positions
of administrative duty (manage: to exercise control over, to handle, manipulate, influence)

¢

Advance planning for events

¢ On-Campus Activity Forms

¢ University Police Forms

¢ Room/Area Reservations
Communication with Greek Life and Student Activities
¢ Safe/Secure/Successful Events

¢ Policy Guidelines

Intra-group accountability

¢ Responsible Reporting v. Snitching
Understand/respect role of chapter president
Understand/respect roles of chapter officers
Understand/respect role of chapter advisor
Understand/respect role of NPHC
Adherence to organization guidelines

¢ Local

¢ National
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UNIVERSITY COMMUNICATIONS POLICES AND GUIDELINES
Office of University Communications, August 2009

OFFICE OF MARKETING AND PUBLIC RELATIONS

The Office of University Communications is the central office responsible for managing news,
marketing, advertising and Web strategies in support of the mission of The University of
Southern Mississippi campuses and teaching sites.

This office can help your organization develop public relations and marketing strategies for
promoting events on campus as well as targeting appropriate media for external publicity. It is
helpful to schedule a launch meeting to determine your communication needs. Doing so at the
beginning of the process will assure a greater success in our ability to help promote your project
or event. It is important that all brochures, fliers, news releases, advertising and other publicity
be routed through the office as early as possible before the event. Our aim is to make your
communication most effective and successful.

General contact information:

Office of University Communications

Location: College Hall Suite 210

Office Hours: Monday i Friday, 8 a.m. - noon, and 1-5 p.m.
Phone: 601.266.4491

Fax: 601.266.5347

Web: www.usm.edu/pr

PROMOTION AND PUBLICITY

The Office of University Communications serves as the gatekeeper for news and information
disseminated to the media from The University of Southern Mississippi. Our staff maintains
direct contact with news media outlets, reporters and writers and can recommend the best
distribution for any news items you may have. We can help you write items for the media
including news releases, media advisories and public service announcements. We ask that all
items offered to the news media from the university be approved and distributed from this office.
Our up-to-date media lists and distribution methods can get your news to the media quickly.

For more information about developing publicity materials for your event or activity, contact
Jana Bryant at 601.266.4497 or by e-mail at jana.bryant@usm.edu. Items should be submitted as
far in advance as possible to achieve success with your publicity campaign.

INTERNAL COMMUNICATIONS CHANNELS
The office also uses internal communication channels to reach students, faculty and staff. Some
examples include the electronic message board, messages on hold and USM mailout.
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Campuswide E-mail Distribution vi a USM Mailout

A. To submit a request for USM mailout transmission, e-mail the text to
usmmailout@usm.edu.
Messages should contain official announcements regarding university-related business
and information.
Solicitations of employment, membership or petition signatures are prohibited.
Political statements, editorials or other statements of opinion are prohibited.
Personal messages, such as birthdays, are prohibited.
Use of this service for commercial interest is prohibited.

w

mmoo

Distribution

To ease the load of e-mail to the university community, all submissions will be compiled into
one message weekly for each audience. Stand-alone e-mails are only allowed for emergency and
other critical messages for the university community. All messages will be reviewed, approved
and distributed by the Office of University Communications.

Instructions

Include requestor name and Employee 1D with each request. Indicate the audience who should
receive the message. If you want your message to go to faculty, staff and students, submit it only
to the faculty/staff/student mailing, rather than all three. Messages will be sent once to each
audience and will not be duplicated and sent repeatedly in successive weeks. All submissions
after the deadline will be posted the following week.

USM Mailout Schedule

AUDIENCE SUBMISSION DEADLINE DELIVERY
Faculty/Staff Monday, noon Wednesday
Students Tuesday, noon Thursday
All University Wednesday, noon Friday

USMMailout@usm.edu, for more information: 601.266.4491

Electronic Sign Guidelines

The University of Southern Mississippiods el ec
Highway 49 serves as a communication tool directed to the campus community and to the

gener al public within the framework of the wun
service. All messages appearing on the board support and advance this mission.

A. Messages must be 20 words or fewer.
B. Messages must be typed or printed plainly
form.
C. Messages must be submitted to the Office of University Communications two
weeks prior to the beginning of the event and may run for a maximum of five days. The
message can be renewed a maximum of three times. The office may extend the days or
renewal times if the nature of the event warrants.
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Priority Levels of Sign Messages
A. All university events
B. Official university announcements

C. Publicevent s as they relate to the universityo

Policies

The Office of University Communications will edit, manage and approve all messages. The
number of messages that may appear in any given time period is limited, and precedence is given
to the earliest messages submitted.

Prohibited

Promotion of political, editorial or other statements of opinion is prohibited.
Messages expressing racist, sexist or bigoted views are prohibited.

False, misleading or deceptive messages are prohibited.

Tobacco, alcoholic beverages, gaming and other addictive or age-restricted activities,
regardless of sponsorship of the event, are prohibited.

Personal messages, such as birthdays, are prohibited.

Solicitations of employment, membership or petition signatures are prohibited.

Use of this service for commercial interest is prohibited.

COw>

@mm

These guidelines may be viewed online at www.usm.edu/pr/elec_message_req.html. For more
information, call the Office of University Communications at 601.266.4491 or by e-mail at
electronichoard@usm.edu (Fax: 601.266.5347).

ELECTRONIC MEDIA

The Office of University Communications provides news-related photography, video and Web
casting services for events and activities on campus. Call 601.266.4491 for more information. If
you need photos taken of your event for other uses, call Photo Services at 601.266.4149.

PRINTED MATERIALS

The Creative Services division of the Office of University Communications offers complete
printing, copying and graphic design services to all student organizations. Assistance with
design, as well as print brokering, is available for posters, fliers, tickets and newsletters.
Requests should be submitted as early as possible prior to the start of your promotional
campaign.

University policies regarding publications and printing are in place to ensure that materials
representing the institution in the public marketplace do so with clarity, consistency and
uniformity. The primary responsibility for materials used to represent the university rests with
the Office of University Communications. Refer to these guidelines for all printed materials.

A. Printed materials include, but are not limited to, brochures, fliers, newsletters, posters,
rack cards, invitations, announcements, programs, form letters, forms, awards,
directories, schedules, handbooks, guides and manuals.

B. Graphic standards were designed to provide direction for the use of the university logos
and colors; layout of publications; and creation of signage and Web sites. In order to
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maintain consistency, anything printed or copies that are paid for with university funds,
including use of the university name, logo and the like, must be proofed by the university
proofreader, who can be reached at 601.266.5776. Submit your publications and other
pieces (including reorders) at least two weeks in advance for printing. The Purchasing
Department cannot issue any purchase orders nor reimburse payment for any product that
does not carry the approval signatures or stamps of the university proofreader. Printing
and Creative Services will not take a publication to press or make any photocopies
without prior approval.

C. Southern Miss Gulf Coast has a University Communications staff within their units
with proofing, coordination and printing responsibilities.

D. All university printing will be managed by Creative Services. University printing is that
for which university funds (self-generated, externally funded or appropriated) are used.
University units away from the main campus may use printers in their respective areas,
provided quality is maintained and costs are comparable.

Creative Services

Creative Services will handle your graphic design and printing projects from conception to
completion. Your project will be assigned to a professional graphic designer who will assure it
meets university graphic standards and is consistent with the overall look of the university.
Creative services for the university are done at no cost to university departments.

Getting the Best Price

Printing Services will attain quotes from local and regional printers to assure the lowest price and
best quality printing is provided to the university. We will also create the requisition, monitor the
job status and review finished product to assure quality requirements are met. Your department
will only be charged the actual printing cost charged by the printing vendor. Printing vendors
typically require five to seven working days to complete small to medium printing jobs, large
printing jobs may require more time. If you are on a tight schedule and require a job for a
specific event, let us know and we can arrange a shorter turn-around time.

Mailing Services

Printing Services can coordinate mailing services with your printing projects, as many large
printing companies now provide such services. One-stop shopping for printing and mailing can
provide huge savings in time and money for the university.

Quiality is a Top Priority: Desktop publishing, graphic scanning systems and office copies
cover a wide range of reproduction quality. In-office-created publications, scanned graphics and
photos, and items copied on office copiers will not suffice for printed materials to represent the
university in the public marketplace.

Photos, Graphics and Artwork: All materials used in publications to support text copy must be
of excellent quality. Photos, if scanned, must result in quality reproduction. Artwork and
graphics must be cleared of any copyright or trademark protection. Persons appearing in photos
used in publications must know that the photo they appear in was made for that purpose, and a
release must be on file.
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Contact Melanie Gardner, marketing and creative manager, at 601.266.4734 to coordinate your
graphic design and printing projects. For more information on the graphic standards and logo
use, visit www.usm.edu/pr/graphstandards/index.html.

Quick, On-Campus Copy Services

The Copy Center is conveniently located at the center of campus behind the Power House. Copy
prices are based on plain white letter-size copier paper. Prices for black and white copies start at
six cents per copy and decline to four cents each for 500 copies or more. Other sizes and paper
colors are available. Color copies start at 49 cents per copy. Most copy orders can be completed
while you wait and free delivery is available. The Copy Center will charge their services to
students with a valid ID card. VISA and MasterCard are also accepted.

Contact the Copy Center at 601.266.5310.

Graphics, University Logo Use and Licensing Regulations

If your student organization wants to have a T-shirt imprinted with the name of your group and a
Southern Miss logo, make sure that you do this in keeping with university policies and
procedures.

The logo is the centerpiece of The University of Southern Mississippi brand system. As the most
prominent element of our visual brand, its usage must always conform to guidelines defined in

t h e u n igraphic standdrdyg thascan be found online at
www.usm.edu/pr/graphstandards/index.html.

Here are things to consider in the process of producing T-shirts, caps, bags, or other apparel or
products:

A. Make sure the manufacturer or printer you plan to use is licensed with the university.
Southern Miss is required by law to control the use of its trademarks by allowing only
licensed manufacturers to reproduce university-owned trademarks.

B. There are more than 350 licensed Southern Miss manufacturers with several located in
the Hattiesburg area. For a listing of local manufacturers, contact Collegiate Licensing at
601.266.5164.

C. All pieces carrying the name, logo or likeness of The University of Southern Mississippi
must have the approval of the Department of Marketing and Public Relations. The brand,
The University of Southern Mississippi, is owned solely by the university and may not be
reproduced legally without express written consent.

D. You will need a rendering of the art you want reproduced. The manufacturer can produce
this, you can design it yourself or you ca
and Creative Services for assistance. The department is located in College Hall, Room
210, and can be contacted by phone at 601.266.5455.

E. University Communications will approve the final design. You may also need approval
from the university licensing office if the items are for resale.

The Office of University Communications is available to assist, review and approve all logo

usage. Please send e-mail inquires to amy.martin@usm.edu or melanie.gardner@usm.edu.
Contact the office by phone at 601.266.4491 or come by College Hall, Room 210.
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Proofreading

The university proofreader edits and approves all material used in Southern Miss publications
and news items. The proofreader will examine writing style as well as appropriate use of
grammar, graphics, logos, layout, style and design principles. The proofreader may be contacted
at 601.266.5776 or by e-mail at proofreader@usm.edu.

Documents may be sent in a variety of ways:

A. Send via e-mail to proofreader@usm.edu.
B. Deliver to College Hall, Room 210.

C. Send interdepartmental mail to Box 5016.
D. Faxto 601.266.5347

Advertising
The Office of University Communication can assist with advertising placements on behalf of the
university. For more information about this process, contact Melanie Gardner at 601.266. 5347.

WEB PAGE POLICIES

The following informational guidelines for Web sites apply to colleges, departments, institutes,
centers, schools, academics, associations, foundations and organizations at The University of
Southern Mississippi.

Steps to Complete a new Web Site or to redesign a current Web Site:
Self-service/full-service option:

A. Contact the Geoff LoCicero, director of Web Services at 601.266.4982 for additional
information about this process. For more information, please visit www.usm.edu/pr/web

Best Practices

In order to establish a user-friendly, informative Web presence for the university, it is important

that all entities affiliated with the university take a relatively elementary approach to establishing

their Web sites. All entities should ensure that their sites are easy to navigate and provide

information, in addition to any technical or advanced level of information, which they intend to

i mpart. Taking a | dokneats ot lpoiqitt eff rvaormwa wiflilr
establishing sites.

Visitors to your site should be able to find (at minimum) the following information:
Summary of the department or organization

List of faculty members with titles and contact information

List of staff members with titles and contact information

Physical location of the office(s)

Phone, fax and box number for the main office(s)

Message from the dean or director (where appropriate)

Bragging points

Program information

TOMMOO®>
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All sites should include the full university name along with the department name. Inclusion of
the university seal is also strongly encouraged. Departmental or division logos of any type or
style are not to be used unless approved by the Department of Marketing and Public Relations.

Technical Inclusions
A header with the following information:
A. META tags containing the identity of the page's author: <META NAME=AUTHOR
CONTENT="Firstname Lastname">
B. Copyright information: <META NAME="COPYRIGHT" CONTENT="© [YEAR]
[Department or Organization]">
C. Optional keywords to assist indexing in search engines: <META
NAME="KEYWORDS" CONTENT="[a list of keywords]">T example include "science,"
"security," "fraternal” (A header aids with our copyright ownership of information on the
Web Site. This inclusion also helps Southern Miss pages in being recognized and located
in search engines.)

A footer on every university Web page:

A. The identity of the organization responsible for the page

B. An indication that the organization is affiliated with The University of Southern
Mississippi

C. Alink to www.usm.edu

D. For comments and questions, a mailto: link that uses an "@usm.edu address pointing to
the person or Webmaster responsible for the page

E. The date and time of the page's last update

Following is the footer placed on the university main page:

Last modified: May 26, 2006, 2:28 p.m. Questions and Comments?
The University of Southern Mississippi. URL: http://www.usm.edu/index.html AA/EOE/ADAI

| f your areabdbs current Web site URL is one of
URL like this: http://www.usm.edu/name (Examples: www.pr.usm.edu will become
www.usm.edu/pr).

Colors

Approved colors (text and graphics) for all sites are black, gold (PMS 122) and white. Shades of
black and PMS 122 gold are also acceptable (i.e., faded golds, creams and greys can be
included.) The hexidecimal values for PMS 122 Gold for the Web are hex #FDC737 or
253/199/55 RGB. The only exceptions to these color guidelines are nationally affiliated sites and
those that are primarily grant funded. Please contact the Department of Marketing and Public
Relations for questions regarding this matter.

Links

Links to other sites should be severely limited to those sites that represent an affiliation with a
statewide, regional, national or international organization that lends distinction to the university.
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Logos for other organizations are also only acceptable for use if that logo lends distinction to the
university entity or the logo is required by the entity's external funding source. Please contact
the Department of Marketing and Public Relations if you would like your logo considered or you
are unsure as to whether this rule applies to you or not.

Tags

Use of ALT tags to accommodate all visitors and valid HTML should be included. This is a
national mandated compliance issue that makes Web pages accessible for site visitors with
disabilities using a screen-reader like JAWS and for users with non-graphic browsers.

Each page written for a Southern Miss server should contain appropriate HTML tags that will
align the page with HTML 4.0 (or latest standard) specification.

The following Web browsers will provide the best viewing experience: Internet Explorer 6,
Mozilla Firefox 1.5+ and Safari 1.2+. However, we are trying to maintain compatibility with
older browsers. This alignment will ensure the page's compatibility with all HTML 4.0-
compliant browsers, Web indexers and HTML "grammar" checkers.

Reviews and revisions of content should be made on all existing information on current sites.

Approval Process

Each site must receive a stamp of approval before it can be published. If you have any questions
or concerns regarding this portion of the process, you may contact the director of Web Services
in the Office of University Communications at 601.266.4982. For step-by-step information
regarding this process, departmental templates, guidelines, Web review request forms, Web
account request forms and more, please go to www.usm.edu/pr/web.

A hard copy of the Web site must be submitted, along with a temporary URL or a sample file on
floppy disc or CD, to the Office of University Communications at 118 College Drive #5016 for
proofreading by the university proofreader and guideline review and approval by the
department's Web content team. All university-affiliated Web sites must complete this process in
order to be linked and visible to the university community.

ELECTRONIC SIGN GUIDELINES

The University of Southern Mississippi's electronic message board serves as a communication tool
directed to the campus community and to the general public within the framework of the university's
mission of education, research and public service. All messages appearing on the board should
clearly support and advance this mission.

Instructions

A. Messages must be 20 words or fewer.
B. Messages must be typed or printed plainly on an "Electronic Sign Message Request” form.
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C. Messages must be submitted to the Department of Marketing and Public Relations one week
prior to the beginning of the event and may run for a maximum of three days.

Policies
A. Messages are edited for conciseness, clarity and conformity issues.
B. Messages are subject to the constraints of priorities and electronic or mechanical limitations.
C. The number of messages that may appear in any given time period is limited, and precedence
is given to the earliest messages submitted.

What can a message include?
A. All university events open to the public
B. Student group-sponsored events open to the public
C. University department-sponsored events open to the public
D. Official university announcements

Prohibited
A. Events open only to members of an organization
B. Promotion of candidates in university election, nonuniversity primary elections or general
election and promotion of political, fractional or sectarian viewpoints
Messages expressing racist, sexist or bigoted views
False, misleading or deceptive messages
Tobacco, alcoholic beverage, gaming and other addictive or age-requirement activity or
involvement, regardless of sponsorship or the event
Sold advertisements

moo

m
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The Office of
Student Activities

STUDENT ACTIVITIES

HUB
601.266.4403

student.aci

CIV

Cles@usnmu.edu

hetp://www. usmi.edi/union/studentactivities.php
(Student Organigation webpage and Ow-Line Activity
Request Form)
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