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1.0 PURPOSE and SCOPE 
It is the policy of the State University of New York College at Old Westbury (College) to establish 
guidelines for use of College facilities by students, faculty and staff for events held on campus. For 
procedures related to an external event sponsored by an outside third party, refer to Old Westbury’s 
Procedure B-02. 
 
2.0 RESPONSIBILITIES 
2.1 a. A student, faculty or staff member seeking to hold an event on the College campus is 

responsible for obtaining initial approval for the proposed event from their immediate 
supervisor, and, as appropriate, the Office of Student Activities (for students), the Office 
of Academic Affairs (for faculty) or the respective Division Head or Vice President (for 
staff).  

 b. Students and student organizations should follow the procedures in Section 4.1 of this 
document, entitled “Student Requests”.  

 c. College-affiliated organizations and ancillary groups, such as alumni and unions, should 
follow the procedures in Section 4.2 of this document, entitled “Faculty/Staff Requests”.  
If the proposed event is sponsored by a union organization, a copy of the request form 
should be forwarded to the Assistant to the President for Administration for 
informational purposes. 

   
2.2 The Office of Student Activities of the Division of Student Affairs (Student Activities) is 

responsible for granting preliminary approval for student requested events, obtaining 
approval from the Vice President of Student Affairs, requesting usage of the room, facility or 
area from the Office of Facilities Rentals and placing its “seal of approval” on campus 
advertising (flyers) for the event after receiving notification by the Office of Facilities Rentals. 

 
2.3 The Department Chair is responsible for granting preliminary approval for faculty requested 

event content and for obtaining approval from the Vice President of Academic Affairs.  
 
2.4 The Division Head or Vice President is responsible for approving the event content, 

determining that the event does not conflict with the College or SUNY guidelines and 
ensuring that the event is properly managed.   

 
2.5 The Office of Facilities Rentals of the Division of Business & Finance (Facilities Rental) is 

responsible for determining the availability of the requested room, facility or area, notifying 
the Requestor of its availability and scheduling the event on the college calendar (Banner 

           System). In addition, this Office is responsible for contacting the Chief Facilities Officer to 
confirm the use of a sound technician when requested by a student, faculty or staff member. 

 
2.6 The Permit Committee is responsible for preliminary approval of the event and use of 

facilities, identifying college-wide resource requirements, determining the price and cost for  
the event and recommending the event to the President. 
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2.7 The President has final approval for the event and must be consulted if concerns arise 

regarding the propriety of an event.  
 
3.0 DEFINITIONS 
3.1 The Requestor, for the purpose of this policy, is a student, faculty or staff member of the 

College, or an organization affiliated with the College.  
 
3.2 An Internal Event is an affair or organized gathering coordinated by a member of the 

College’s student body, faculty, staff or organization. 
 
3.3  A Facility can be any of the following: a room (McGuire Theatre, a classroom, conference or 

presentation room, etc.); a building (Student Union, Clark Center, etc.) or an area (Trainor 
field, baseball fields, etc.).   

 
3.4 A Vice President, for the purpose of this policy, is considered to be any of the following: the 

VP of Academic Affairs; the VP of Enrollment Management Services; the VP of Institutional 
Advancement; the VP of Student Affairs; the Assistant to the President for Administration; 
and the Chief Financial Officer.  

 
3.5 A Department Head, for the purpose of this policy, is considered to be any of the following: 

the Director of Public & Media Relations; the Chief of University Police; and the Chief 
Information Officer. 

 
4.0 PROCEDURE  
4.1 STUDENT REQUESTS FOR AN EVENT 

a. After the preliminary approvals in Sections 2.1a. and 2.2 have been obtained, the 
student must complete an “Internal Event Facilities Request Form” (Exhibit 1) and 
submit it to Student Activities. Every effort should be made to submit requests six weeks 
in advance. 

b. Student Activities will forward the application to the Vice President of Student Affairs for 
review and approval of content. Once approved by the Vice President, the application is  
returned to Student Activities. 

c. Student Activities will forward the application to Facilities Rentals who will review the 
campus-wide scheduling system and input the event into the system if no conflicts exist.   

 Should there be a problem with scheduling or approvals, Facilities Rentals will advise 
Student Activities to notify the student. 

d. For large events (over 100 people), Student Activities will submit the application to the 
Permit Committee for review.  The Permit Committee will determine if additional staffing  

 from Facilities or University Police is required and return the application, along with their 
recommendation to Student Activities. 
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e. If the event is recommended by the Permit Committee, Student Activities will forward 

the approved application to Facilities Rentals and apply its “seal of approval” to campus  
 advertising (flyers) for the event. If not approved, Student Activities will notify the 

student. 
f. Once Facilities Rentals receives the approved application from Student Activities, it will 

complete the “Notification of Facilities’ Use” form (Exhibit 2) and distribute copies of the 
form to affected departments. 

 
4.2 FACULTY/STAFF REQUESTS FOR AN EVENT 

a. After the preliminary approvals in Sections 2.1a., 2.3 and 2.4 have been obtained from 
the respective offices, the Requestor must complete an “Internal Event Facilities 
Request Form”  (Exhibit 1) and submit it to Facilities Rentals. Every effort should be 
made to submit requests six weeks in advance. 

b. Facilities Rentals will review the campus-wide scheduling system and input the event 
into the system if no conflicts exist.  Should there be a problem with scheduling or 
approvals, Facilities Rentals will advise the Requestor. 

c. For large events (over 100 people), Facilities Rentals will submit the request to the 
Permit Committee for review.  The Permit Committee will determine if additional staffing 
from Facilities or University Police is required and return the application, along with its 
recommendation to Facilities Rentals. 

d. Facilities Rentals will notify the Requestor of the Permit Committee’s recommendation. 
If approved, Facilities Rentals will complete a “Notification of Facilities Use” form 
(Exhibit 2) and distribute copies of the form to affected departments. 

 
4.3 CANCELLATION / REVISION TO A SCHEDULED EVENT  

It is important that the Requestor notify Facilities Rentals immediately if there is a change or 
cancellation of the event. Facilities Rentals will notify appropriate parties of the change or 
cancellation. 

 
5.0 REFERENCES  
The following authoritative documents were referenced in the preparation of this policy: 

a. SUNY’s Procedure Manual, Section 008 - Use of University Facilities by Non-
Commercial Organizations 

b. College at Old Westbury’s Procedure B-02, Use of College Facilities for External Events 
c. College at Old Westbury’s Student Conduct Handbook 
 

6.0 APPROVALS 
This policy was reviewed by the College’s Permit Committee, the Vice President for Student Affairs, 
the Vice President of Academic Affairs, the Chief Financial Officer, the Assistant to the President for 
Administration and the Executive Assistant to the President prior to approval by the President. 
 



                                                                                                              SUNY College at Old Westbury 

                                                                                                                   Exhibit   1 
          Procedure No.   B-01                      Use of College Facilities for an Internal Event                 Page 5 of 6 

Issued By: 
Dr. Calvin O. Butts, III 
President, College at Old Westbury 

Signature: 

 

Effective Date: 
 

June 27, 2003  
 

  

INTERNAL EVENT FACILITY REQUEST FORM 
(FOR USE BY SUNY COLLEGE AT OLD WESTBURY STUDENTS, FACULTY AND STAFF) 

FROM: (Prospective Organizer) ____________________________________________  Date: _________________________________  
 
Organization/Group Name: ______________________________________________________________________________________  
 
Campus Telephone Number:                  Alternate Number:  
 

TITLE OF EVENT: ______________________________________________________________________________________________  
 
Description of Event: ___________________________________________________________________________________________  
 
_______________________________________________________________________________________________________________  
 
Facility/Room Requested: Alternate Room: _________________________  
 
Date of Event: Estimated Attendance: _____________________________  
 
Time Doors Open:                     Exact Time of Event is from:  ________________    to     
 
Total Time Needed to Access Area(s), Including Set-Up & Clean-Up is from:  ________________    to     
 
Admission Charge: Student $_________   Non-Student  $_________  Other:             $     
 
Besides admission, is there any other charge or cash exchanged?  If so, please detail:_ _____________________________________  
_______________________________________________________________________________________________________________  

SPECIAL ARRANGEMENTS: _________________________________________________________________________________________
_______________________________________________________________________________________________________________  

Tables (#            )             Chairs   (#             )                      Podium (         )   
Stage (         )                      Microphone (             )                                          Other    (         )   
 
Description of Special Arrangements, Food Service or Audio Visual Needs:  
_______________________________________________________________________________________________________________  
_______________________________________________________________________________________________________________  
 
On-Campus Caterer:  Sodexho Marriott    (Preferred)         Telephone Number:  (516) 786-3225   
 
Off- Campus Caterer** Name:            Telephone Number:      
 
** Off-Campus caterer requires a Revocable Permit & Certificate of Insurance.  Contact the Business Compliance Office at ext. 3167 before arrangements are finalized. 

AUTHORIZATIONS: 
Director, Student Activities:   ________________________________________     
      Signature     Date 
Vice President, Student Affairs:   ________________________________________     
      Signature    Date 
Supervisor/Department Chair:           

 
Vice President /Department Head:           
      Signature    Date    
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 SUNY College at Old Westbury    
 NOTIFICATION OF FACILITIES USE   
 
   
  Date: 
 
    To:  Facilities Maintenance & Operations 
   

University Police 
 
      Department 

 
    From: Facilities Rentals 
 
    The use of College facilities has been authorized as follows: 
 
    Organization: _____________________________________________________________________________  
 
    Event: _____________________________________________________________________________  
 
    Facilities: _____________________________________________________________________________  
 
    Estimated Attendance: _____________________________________________________________________  
 
    Time Doors Open: ______________________________  Duration of Event:   ________________________  
     
    The following individual is in charge of the event and should be contacted regarding specific questions: 
 
    Name:     __________________________________ Phone: ___________________________________  
 
    Please ensure that: 
 
    ☼ Facilities are Open     ☼ Lights are On 
    ☼ Air Conditioning is On     ☼ Heat is On 
    ☼ The following special arrangements are made: 
   ___________________________________________________________________________________________ 
   ___________________________________________________________________________________________ 
   ___________________________________________________________________________________________ 
  
 Sound Technician Required?  (Y)  (N)   If Yes, Approved By:     
 
 
cc:            5/03  
                                                                                                                                 

Date(s) of Event 


