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POLICY FOR USE OF CAMPUS FACILITIES
Introduction.  The purpose of this policy is to explain when and how university and non-university individual(s)/organization(s) may arrange for the use of University property and facilities. 

Governance. This policy applies to the use of University facilities, grounds and property that the university holds jurisdiction, title, or right.

Limitations for Use of University Facilities.  The University’s primary mission is to provide access to its facilities for students, faculty, staff and on occasion the general public. The University shall take all appropriate steps to reduce the risk to property and persons.  Therefore, at the sole discretion of the University, the university may deny the use of university facilities for any reason up to but not limited to the following reasons:

1. The event poses undue risk to the facilities, property
2. The projected occupancy of the event exceeds the capacity of the requested facility
3. May result in the violation of University policies, federal and state laws or local ordinances
4. And any other risk that could result in potential harm to the health, safety and well-being of participants, student, faculty, and staff

General Administrative Guidelines.  The Office of Campus Life and Conferences is the first point of contact for the use of all University facilities, including classrooms and is authorized to grant approval. To reserve facilities contact the Office of Campus Life at 454-3590 or 454-3495.  (Do not contact the Registrar’s Office or a specific department to reserve a classroom.) 
Catering. Interested parties may arrange to have their event catered by NMHU’s food service vendor, or parties may elect to have an event catered by an off-campus licensed food service vendor.  

Process for Requesting a Facility.  All individual(s)/organization(s) interested in using university facilities are required to complete a Facilities Request (FR) Form.  The individual signing the form must have authority to bind the individual(s)/organization(s) into the terms and conditions of the FR form, NMHU’s policies and procedures, federal, state, and local ordinances. A signed FR form does not guarantee the facility is reserved or that the proposed dates are secured until the form has been reviewed and duly authorized by NMHU personnel. It is incumbent that the authorizing individual(s)/organization(s) reads and acknowledges the terms and conditions of the FR form. NMHU has the right to request additional information in order to duly commit the University to the agreement. Misrepresentation of any event information may result in the denial of any future requests.  
Scheduling.  All individual(s)/organization(s) must submit a completed application, proof of liability insurance and rental fee if applicable, at least 14 calendar days prior to the scheduled event.  Failure to submit a complete application, as stated above, may result in the loss of the reservation.  A late fee will be assessed to all on and off-campus individual(s)/organization(s) that do not file the completed application on time. 
Cancellation. If the requester decides to cancel an event after having completed the application and submission of the rental fee, written notification of the cancellation must be provided to the Office of Campus Life.  If the reservation is not cancelled 14 calendar days prior to the scheduled event, the requester forfeits the rental fee.  
Termination. At the sole discretion of the Dean of Students, the University has a right to cancel the agreement in whole or in part 45 calendar days prior to the event, with or without cause, with no obligation to reimburse the organization for any cost or expenses incurred as a result of cancellations, or other acts by NMHU employees, except for an earnest payment(s). Events may be cancelled for University specific events that are deemed to be central to the University’s mission and service to students.

Fees. The University reserves the right to assess facilities use fees. Current facilities use fees can be found at http://www.nmhu.edu/the-office-of-campus-life/  
Waiver of Facilities Usage Fees.  Only NMHU chartered groups/organizations, faculty/staff, and/or departments are allowed to use facilities free of charge.  Their right to use facilities free of charge is limited to academic events or other uses that are directly related to the university’s mission. University organizations and departments are not allowed to extend their allowance to use facilities free of charge to non-university individual(s)/organization(s) by cosponsoring events, unless the event is clearly related to the university’s mission.  
Responsibilities of the User(s).  All parties using university facilities are responsible for cleaning the facilities and equipment after use. Failure to abide by these provisions may result in the assessment of additional fees.  
Authorization. The Office of Campus Life and Conferences, in consultation with the Dean of Students, is authorized to develop procedures to implement this policy. Procedures are subject to change.
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