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4. Use the helium tanks and balloons available by utilizing the Supply and Resource
Request Form 14-days prior to your event.

https://cglink.me/2eC/s54530
https://cglink.me/2eC/s54530
site://wcsa/about/contact


WCSA Event/Event Registration Policies 3

At the event the main bonfire can be no taller than six feet.

Approved Location

Bonfires and s’more pits can only be held on Sage Lawn. You can reserve the O’Brien
Conference Room for event supplies night before/day of including wood, food, extinguishers.

Supplies

Supplies needed:

# Wood (you must supply your own)

# Hose (provided by facilities)

# Fire extinguishers (provided by University Fire Marshal after the deposit is paid)*

# Small burn barrels for roasting s’mores (provided by facilities)

# Buckets of water next to small burn barrels (you must supply)

Only acoustic music is allowed at these events (no amplifiers).

* Event managers are must be trained on fire extinguishers by the Fire Marshal.

Staffing

At least 15 people must be staffing the event at any given time. If this number is not met, the
event will not be approved. If your groups will be using the s’mores pits then you will need
to add one additional person per pit.

Food

If food will be part of the event you must include the campus sanitarian as part of the campus
providers meeting. Facilities will provide trash cans for the event.

Candles Policy

Flame Candles
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Candles that can be lit are not allowed on the River Campus or in any University-owned
residential building.

Use of Candles in the Interfaith Chapel Sanctuary

Candles can only be used during religious worship when the worship is led by a recognized and
chapel-affiliated religious leader. Eucharistic candles, unity candles for weddings, Shabbat
candles, and havdalah candles are permitted under the supervision of Interfaith Chapel
chaplains or religious leaders. Oil lamps and incense sticks can be used for religious rituals
under the supervision of a recognized and chapel-affiliated religious group leader. When vigils
are held, electric tea lights can be used by those attending the vigil.

Battery-Operated Candles

Collection Drive Policy

Student Organizations looking to host a collection drive must submit an Activity Registration
for such. Departments looking to host a collection drive must submit a Supply and Resource
Request Form 14-days prior to the event date. Reservations are made on a first-come, first-
served basis. Collection drive boxes placed without approval will be removed.

It is the Student Organization/Department’s responsibility to provide the collection drive box.
The box must be labeled with the sponsoring Student Organization/Department’s name, the
dates of collection, where the items are being donated, and what items are being accepted (i.e.
clothing, non-perishable food, school supplies, etc.). Currency cannot be collected.

The responsible Student Organization/Department is encouraged to check the collection box
frequently to empty the contents. The collection box must be removed from its location within
two days of the reservation end date. Wilson Commons Student Activities is not responsible
for theft of items placed in the collection box.

Approved Locations

Anderson Tower – Lobby

Brooks Crossing Apartments - Community Room, River Level

Burton Hall - First Floor Lounge

https://cglink.me/2eC/s54530
https://cglink.me/2eC/s54530
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Crosby Hall - 0 Lounge

Genesee Hall - 3rd floor residence hall lounge opposite the kitchen

Gilbert Hall – First Floor Lobby/Vending Area

Hill Court, Gale House - Entry Lobby

Hoeing Hall - Laundry Room

Lovejoy Hall - Laundry Room

O'Brien Hall - Community Kitchen

Riverview Apartments - Building F

Susan B. Anthony Hall - First Floor Elevator Lobby

Tiernan Hall - Laundry Room

Valentine Tower - Community Room

Wilder Tower – Lobby

Wilson Commons - Common Connection Desk

Frederick Douglass Commons - Building Manager Desk

Genesee Hall - Building Manager Desk

Hillside Market (only for events working with the Food Pantry)

Decorations Policy

All decorations and balloons must be removed by the sponsoring organization or department
after an event. No decorations can be affixed to painted surfaces. No decorations should
impede access to railings, stairways, or exits. All decorations must adhere to university fire
codes.
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Event Setups and Audio Visual (AV) Policy

Event support through Event and Classroom Management (ECM) is our preferred method of
AV and furniture setup needs. If a different vendor is being used, the associate director of
student life operations must give approval in advance.

When ECM is setting up a room for an event, please respect their needs for the space. For
example, pianos cannot be played while ECM is working in the space.

Food and Alcohol Policy

Events with Food

Events with food must use an approved caterer or follow the rules for food events on
the Sanitarian's website. All events with alcohol in Wilson Commons and/or Douglass
Commons must be catered by Meliora Catering. See the catering page for more information.

If using a drop-off catering service, the sponsoring organization is responsible for cleaning up
and disposing of the garbage associated with the event. If the garbage in a room is full after a
food event, the sponsoring organization must notify the building manager.

Eating Competitions

All participants must sign off on a physical liability release and Medical Emergency Response
Team (MERT) must be on site for the event. The sponsoring organization is responsible for
all cleanup.

Events with Alcohol

Any event involving alcohol must adhere to the University’s Drug and Alcohol Policy.

SWARM Monitors

Events with alcohol require organization’s to assign a SWARM monitors prior to the event
date. All SWARM monitors must attend training through University Health Service (UHS).

One SWARM monitor is required for every 25 expected guests. SWARM monitor duties
include:

/college/ecm
https://www.safety.rochester.edu/sanit/generalsanitation.html
site://wcsa/event-planning/resources/catering
http://www.rochester.edu/college/odos/policies/alcohol-drugs.html
http://www.rochester.edu/uhs/healthpromotion/alcohol-other-drugs-programs-and-services/
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# Being present throughout the event

# Making sure all NYS laws, and University of Rochester policies and guidelines are
followed

# Monitoring for signs of alcohol poisoning, drug overdose, or other worrisome situations

# Watching for disruptive, harmful or unsafe behavior

# Knowing who else is monitoring the event and how to contact them in case of emergency

# Wearing the SWARM monitor t-shirt throughout the event*

# Check proof of age at the door for all guests entering the event

# Mark attendees as over or under 21

# Control the service of alcohol; anyone under the age of 21 or who are visibly intoxicated
must not be served

# Frequently check restrooms and other areas where partygoers may be

# Keep unused rooms, such as bedrooms, locked and secure

# Ensure that nothing is blocking a fire exit

# Ensure occupancy limits for the house and rooms are obeyed

*All student organizations interested in hosting an event(s) with alcohol will be given up

site://wcsa/assets/documents/FoodTruckApplication.docx
site://wcsa/assets/documents/FoodTruckApplication.docx


https://www.safety.rochester.edu/sanit/foodtrucks.html
https://www.safety.rochester.edu/sanit/foodtruckrequest.html
https://www.safety.rochester.edu/homepages/sanithome.html


mailto:brian.magee@rochester.edu
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Bingo

# No entry fee can be charged for the event

# Students or organizations cannot charge for Bingo boards

Locations for events with animals

All animals used for events on campus must be registered therapy animals from a known
agency (e.g. Lollypop Farms, etc.). All student organization events involving animals must
be registered in CCC.

Events with animals can be held in the following locations:

# Carlson Library

# Rush Rhees Library       

o Hawkins Carlson Room

# Wilson Commons           

o Hirst Lounge

o May Room

# Douglass Commons       

o Ballroom

# Spurrier                     

o   Den**

# The Chapel                 

o Brennan Room

o River Level

# Hill Court                      

o Slater Community Room

# Jackson Court               

o Wilder Lobby Lounge and Jackson Court Fireplace (outdoors)

# First Year Hill (including Genesee and Susan B Anthony)  

o Harper Lounge**
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# Residence Quads (including First-Year Quad Burton-Crosby and Fraternity Quad)          

o Tiernan Community Room**

# Southside                    

o Valentine Community room and Southside Courtyard (outdoors)

# Brooks Crossing and Riverview                    

o Riverview Building F**

** indicates cat friendly

# Departments looking to request an exception should contact Lynn Stork. Student
Organizations looking to request an exception must submit an Exception Form.

Marketing/Advertising Opportunities

The Campus Center has a variety of methods for Departments and Student Organizations to
market and advertise upcoming Activities.

Student Organizations can request a reservation for Banners, Chalkboard, and Digital Signage
through the Activity Registration process.

Departments can request a reservation for Banners or Digital Signage through the WCSA
Resource request form located on CCC.

Banner and Chalkboard Reservations are made on a first-come, first-served basis. A

/college/ecm/about/staff/index.html
/college/ecm/about/staff/index.html
mailto:wcsa@rochester.edu
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# Student Organizations must use chalk provided by Wilson Commons Student Activities.
Chalk is available for pick up at Common Connection.

# If the chalkboard is not empty at the start of the reservation, please contact the Campus
Center Building Manager.

Digital Signage

All recognized Student Organizations and University Departments are welcome to submit
information related to upcoming events, or deadlines, to be displayed on digital signage in
Student Life Spaces. Submissions will appear on screens in Wilson Commons (Starbucks
Lounge, Common Connection Entrance, Screens outside Wilson Commons Room 121 and
122), Douglass Commons (Behind the Building Manager desk, near the Feldman Ballroom),
and Genesee Hall (third floor lounge).

Content displayed on digital signage does not reflect the views of, or equate to, an endorsement
from Wilson Commons Student Activities or the University of Rochester.

# Images will remain on the screens until the event is over, or until the end of the semester
– whichever occurs first.

# Multiple images may be submitted for the same event, but they must be different designs.
If the event is ongoing throughout the semester, after one month of posting, only one
slide may remain on the screen.

# During special events, content may be temporarily removed.

Content Guidelines:

# Orientation layout should be in landscape format.

# Images must be submitted in .jpg, .jpeg, .gif, or .png format.

# Images with offensive verbal or graphic content will not be posted.

# For best resolution on screens, we ask the image be at least 17 in. x 11 in., and at most
32 in. x 16 in.

Music/Sound Policy

The building manager and/or Event and Classroom Management (ECM) will determine the
appropriate volume level for events.

http://www.rochester.edu/college/ecm/
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WRUR can provide DJ service for an event, but cannot provide additional amplification for
events beyond a single announcer microphone.

ECM is the preferred vendor for sound in student life spaces. If you would like to use
an alternative company, ECM will give you guidance on the process (i.e., insurance, etc.),
recommended alternatives, and final approval for use of an alternative company. The associate
director of student life operations must be notified any time a vendor other than ECM is being

http://wrur.org/
site://wcsa/event-planning/registration
https://ccc.rochester.edu/submitter/form/start/136437
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Tickets should be used to control:

# Access to the buses by only those eligible to attend the event

# Traffic flow to the buses to prevent rushing to the buses by a crowd that could exceed
the bus occupancy

The sponsoring organization must designate event managers whose responsibilities include
managing the boarding of the buses.

Age Requirements

If the formal is to include students under 21, the group must have a reasonable number of
students 21 years of age or older.

Public Safety Requirements

The sponsoring organization may be asked to provide, at its expense, ample Public Safety
presence during the event. This will usually entail one officer station at the pick-up location
for the duration of the event. The need for Public Safety will depend on the size and scope of
the event and will be determined by the Event Registration Review Committee.

If additional Public Safety officers are needed for the event, the sponsoring organization will
bear the expense.

Bar Nights

The Event Registration Review Committee will approve no more than one 21 and over bar
night event per evening, and only on Thursday, Friday or Saturday nights. The University,
through its designees, reserves the right to cancel the event or restrict an invited guest from
leaving the premises if, in their opinion, a significant health or safety issue exists.

The sponsoring organization must designate at least two event managers. One must ride to
venue with the group and being in charge all night one site. The other must remaining at the
pickup/drop off location to ensure the boarding and unloading of buses runs smoothly. Event
managers must also check University of Rochester and government-issued IDs.

Transportation Requirements

The sponsoring organization must provide bus or shuttle and verify attendees’ ages by at least
two forms of identification (student ID and a government picture ID) prior to boarding the
buses departing for the venue.
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Stamps will be used to control:

# Access to the buses by only those eligible to attend the event

# Traffic flow to the buses to prevent rushing to the buses by a crowd that could exceed
the bus occupancy

Monroe school buses should be used rather than the First Transit buses.

Age Requirements

All students using the busses and attending the event must be 21 or older.

Public Safety Requirements

The sponsoring organization must provide, at its expense, ample Public Safety presence during
the event. This will usually entail one officer stationed at the pick-up location for the duration
of the event.

If additional Public Safety officers are needed for the event, the sponsoring organization will
bear the expense.

Other Off-Campus Events with Alcohol

The Event Registration Review Committee, or the associate dean of students, shall review
and approve or deny all requests for events. Factors to be considered will include the:

# Type of establishment

# Timing of event

# Historical data

# Intended audience

The sponsoring organization may be asked to designate event managers per the event
registration process whose responsibilities include managing the boarding of the buses (if
applicable).

Transportation Requirements

The Event Registration Review Committee, or the associate dean of students, will determine
whether transportation must be provided to the event location. If transportation is required
then the sponsoring organization must provide transportation at its expense.
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If transportation is required the sponsoring organization may also be asked to provide, at its
expense, one or more public safety officers station at the pick-up location for the duration of
the event. The need for public safety will depend on the size and scope of the event and will
be determined by the Event Registration Review Committee.

If additional Public Safety officers are needed for the event, the sponsoring organization will
bear the expense.

Paint/Tie-Dye, and Messy Events Policy

Banner painting can only occur in Hirst Lounge in Wilson Commons. See the Banner Policy
for details.

If paint, tie-dye, glitter, or other potentially messy substance is being used during an event,
the sponsoring organization is responsible for covering and protecting all tables, surfaces,
and floors surrounding the event space. Sponsoring organizations can work with Event and
Classroom Management to provide plastic to cover event areas.

Only water-based art supplies can be used during an event.

All paint brushes and other equipment must be cleaned in a janitor's closet sink. This can be
accessed through the building manager. Supplies should not be cleaned in bathroom sinks.

If event participants need to use the bathrooms to clean themselves up after an event (e.g.,
throwing cream pies, food sales, etc.), the sponsoring organization is responsible for providing
the supplies for the participants to clean themselves off and must check the bathrooms after
the event.

If something does spill or make a mess, the sponsoring organization is responsible for
contacting the building manager immediately.

Physical Activity Policy

All participants must sign a physical liability release and Medical Emergency Response Team
(MERT) must be notified of the event.

site://wcsa/policies/promotion-marketing/banner
http://www.rochester.edu/college/ecm/
http://www.rochester.edu/college/ecm/


site://wcsa/event-planning/resources/public-safety
site://wcsa/event-planning/resources/film-video
http://www.publicsafety.rochester.edu/
http://www.publicsafety.rochester.edu/
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All fliers and publicity must acknowledge that only pre-signed up guests with valid college
ID will be admitted. We strongly urge all publicity to go through collegiate channels.

The organizers of the event will meet with public safety prior to the day of the event to talk
through good risk management strategies and will be present and available during the event.

An advisor and other representative from the department that houses the organizing group
must have someone in attendance at the beginning of the event to make sure all proper signage
is utilized and the event is properly staffed.

Price escalation will only be allowed if the group follows these protocols:

#

https://rochester.universitytickets.com
/college/wcsa/organizations/fundraisers.html
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# Ticket sales are only available during the academic year.

# All ticketed events must be registered in CCC 14 days before the event. The activity
registration must indicate that the event needs tickets.

# Tickets for new events go on sale every Monday morning when The Common Market
opens. This applies to both in-person and online sales.

o Tickets will not go on sale on federal holidays or when the University is closed.
Instead they will go on sale the next business day.

# Online sales end at 3 P.M. the day of the event or 3 P.M. on Friday for events that
occur over the weekend. A reservation list for online sales will be emailed to the student
organization.

# Complimentary (comp) tickets can be requested in the activity registration.

o Comp tickets have $0.00 as the price of the ticket. These tickets are typically used
for event managers, advisors, giveaways or special guest tickets.

# “Off-the-Stack” tickets may be sold at The Common Market. These tickets are provided
by the student organization and are not printed at The Common Market (i.e. movie theater
tickets, tickets to Darien Lake, Fringe Fest tickets, etc…).

# Tickets sold at The Common Market will be available for purchase with cash, credit card,
and URos, unless the student organization specifically requests one of these options be
removed. Online purchases are made with credit card only.

o Events that utilize Meliora Catering, may sell tickets using declining funds, only
after receiving approval from Meliora Catering in the activity registration.

- See appendix A for more information regarding the guidelines for declining.

# Ticket sales for catered meals will end when The Common Market closes on the night
before the caterer’s final head count is due.

# UR undergrads must be charged the lowest ticket price for all College Student
Organization events and for programs that receive supplemental funding. The one
exception is events with catered meals.

o Ticket prices for catered meals must be equal to the cost of food and beverage (plus
administrative fees).

# Ticket prices are not discounted or reduced for any reason. Once prices are approved
they cannot be changed.

# All College Student Organizations, Fraternity and Sorority Life, and Residential Life
Groups must adhere to all activity registration policies.

# Exceptions to this policy can be requested through the WCSA Exception form:   Request
an Exception .

http://cglink.me/s18831
http://cglink.me/s18831
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Door Sales

# All College Student Organizations (funded and non-funded) must use the WCSA Ticket
Program for door sales.

o Fraternity & Sorority Life groups using the WCSA Ticket Program for sales at The
Commons Market or online, must follow the door sale/MBO policy.

o Depending on the anticipated door sales, WCSA will determined if an event will
have Mobile Box Office run the door sales, or if the student organization will be
required to sign out petty cash and be in charge of their own door sales.

o If signing out a petty cash bag:

- Each petty cash bag will have a pre-determined amount of cash and a
reconciliation sheet.

- If the event happens during the week, the bag will be ready to be picked up
by 12 noon that day from the SOFO office. If the event is on the weekend, the
bag must be picked up by Friday at 3 P.M..

- Immediately following the event, the Student Organization must return
cash bag, with all the cash (petty cash and earned income), and the
completed reconciliation sheet, to the SOFO office.If SOFO is closed,
the student organization should call the Campus Center Building Manager
(585-329-9093).

o If assigned a Mobile Box Office:

- The Mobile Box Office will be staffed by a student employee of WCSA and
will accept cash and credit card sales.

- If door sales were requested, but the tickets at The Common Market
sell out prior to the event date/time, a Mobile Box Office employee will
distribute online tickets at the event (if applicable).

# All tickets sold at the door must be the same price as the General Public tickets.

Post Event Expectations

# After an event, WCSA staff will confirm final sales numbers and send an email a
summary of the sales to the student organization’s business manager, event coordinator,
and primary advisor. It may take up to 30 days for this information to be processed and
sent.

# Once the above email is sent, the income will be transferred internally to the student
organization’s account(s).

o Fraternity and Sorority Life income will be sent by check.
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Appendix A: Declining Guidelines

# Students and Student Organizations may request to use declining as a method of payment
for Catering Events on the University of Rochester River or Eastman Campuses.

# Declining can only be used towards the ticket price (equal to the cost of food) at an event
ordered through Meliora Catering.

# Declining cannot be used to pay for alcohol or alcohol-related expenses.

# Declining cannot be donated to help cover the cost of an event.

# A student organization cannot use both the WCSA Ticket Program and Meliora Catering
to collect declining for an event.

#

https://rochester.universitytickets.com/w/
https://rochester.universitytickets.com/w/
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# Student organizations and university departments that wish to purchase tickets via Blue
Requisitions may bring the completed requisition to The Common Market during its
normal operating hours.

Ticketed Events Requiring Travel

# Ticketed events located 25+ miles from campus require an Individual Travel Waiver to
be submitted.

o For more information on the Group Travel Policy visit WCSA’s Off Campus Trips
webpage.

# Customers that fail to complete an Individual Travel Waiver prior to purchasing a ticket
for the event are not authorized to purchase a ticket, nor are they authorized to travel.

# These events have a one ticket per person maximum and are only able to be sold to the
individual traveling.

o University departments wishing to purchase multiple tickets for these events must
submit a list of attendees, all of whom are required to fill out the Individual Travel
Waiver prior to the department purchasing the tickets.

Refunds and Cancellations

# All ticket sales are final and WCSA will not issue any refunds or returns. Exceptions
to this policy may only be provided if an error was made at the time of sale by a staff
member or The Common Market employee.

# If an event is cancelled or postponed, affected customers will be notified via the email
address associated with their University Tickets account, and provided three windows of
time that they can pick up their refund. If the customer cannot make any of the designated
times, the customer must schedule an appointment within five business days of the initial
email or forfeit their refund.

o The physical ticket, original form of payment, and ID must be present at the time
of the refund.

https://ccc.rochester.edu/wcsa/survey?survey_uid=01a58a36-a89a-11e9-a04e-0a85c368333a
site://wcsa/event-planning/resources/off-campus
site://wcsa/event-planning/resources/off-campus

