(. Bascom Slemp Student Center

Reservation Information
276-376-1000 Jbadf@uvawise.edu
http://www.uvawise.edu/studentcenter

The C. Bascom Slemp Student Center offers facilities for the campus community to hold meetings, events,
seminars, workshops, performances, and other events. The Student Center staff is dedicated to serving the needs
of the College community.

The general policies and procedures for using the C. Bascom Slemp Student Center and reservation policies are
listed below. If you have questions, please call 276-376-1000.

General Reservation Policies
e Allevents held in the C. Bascom Slemp Student Center must be consistent with the College mission

statement.

Reservations will be made based on the following scheduled priority:

a. Students

b. Campus community (faculty, staff, summer conferences, etc.)

c. Ofcampus educational: |l ocal school s, universities,
d Nonprofit: conferences, workshops, et c ..

e. Government : police department, fire department, mi |
f. Forprofit educational: training, continuing educatio

e Reservations may be requested by calling 276-376-1000 or by e-mailing the Director at
jpadf@uvawise.edu. Once the reservation has been made, a reservation form must be completed and
turned i n to the DY) busindse®daysdefard thieieceat is scheduled to take place. The
reservation forms can be found on the web-site at:
http://www.uvawise.edu/studentcenter/documents/RevisedReservationForm.doc

e Groups needing a custom room set-up (audiovisual equipment,| ect er n, dry eygoepe board,
that expect more than 50 attendees and off-campus groups must submit a request at least three weeks
prior to the event. Once a reservation has been made, the reservation form must be completed and
returned to t he atDaastécdhys busimes® daysipigoe to the event.

e C. Bascom Slemp Student Center spaces are not available for regular class meetings. Periodic use of the
Student Center spaces may be permitted for special lectures, films, etc.

e C. Bascom Slemp Student Center spaces are not available to organizations whose activities illegally
discriminate on the basis of race, sex, sexual orientation, religion, national origin, age, veteran status,
marital status or disability.

e All groups must comply with all college regulations, federal, state and local laws. These regulations,
ordinances, and laws are to be adhered to by the user, its officers, agents, employees, guests, patrons or
invitees. Facilities may not be used in any manner to imply the College endorses an ethnic, political,
sectarian or religious position.

e Events requiring arental fee will be invoiced based on usage and type of event. See rental fee
policies for specific fee information. Off-campus groups and college employees acting beyond the
scope of their employment will be charged rental fees. On-campus groups who wish to use Student
Center rental equipment outside of the Student Center will be charged.

On-Campus Reservations (students, faculty & staff)

e Student Center spaces are free to students and the Campus community using the space specifically
designed for College business.

e The Rhododendron and Dogwood rooms on the 5" floor are available for free custom set-ups. The
Jefferson Lounge is available for custom set-ups, a fee will apply when additional furniture is requested.
Students and College employees may rent facilities in the Student Center for personal use at a reduced
rate.



Reduced Rate for Students and College Employees

Daily rate (8-hours) Half Day (4hours)
Aerobics Room (Rm # 324) $40.00 $20.00
Honor Court Conference Room (Rm # 322) $40.00 $20.00
Jefferson Lounge (Rm # 413) $50.00 $20.00
Rhododendron Room (Rm # 500) $50.00 $25.00
Dogwood Room (Rm # 513) $50.00 $25.00

e Students or College employees are not permitted to reserve space for outside groups to receive the
College discount rate.

e The campus community may rent other items from the Student Center (pole & drape, popcorn machine,
chairs, and tables) to use at different locations on campus. There is a charge to on campus groups
when items rented are not used in the Student Center. See the rental fees section for charges.

e When using the 5™ floor rooms, the sofa tables, lamps and stage do not move. Please arrange your event
around these items.

Off-Campus Reservations
e Off-campus users are not permitted to use the name of a UVa-Wise faculty/staff person, a UVa-Wise
student organization, or a campus department in order to obtain a reduced rental fee.
e Off-campus groups may not schedule a series of regular meetings throughout the year or semester.
e All off-campus groups will be required to sign a contract outlining the terms of the agreement before the
reservation will be confirmed.

Catering and Alcohol Service
e Reservation requests requiring catering services must contact Charwells Dining Service at 276-328-5514.
e All food servicel/lcatering must be handled by The
Chartwells. Outside caterers are not allowed without expressed consent from Chartwells Dining Services.
¢ Alcohaolic beverages are permitted in the C. Bascom Slemp Student Center. All alcoholic beverage service
must be handled by Chartwells Dining Service.

Space Usage (Campus Community & Off-Campus Users)
e Use of the C. Bascom Slemp Student Center space must comply with all College policies.
e Allusers are required to return the spaces to their original condition and set-up. Failure to do so will result
in a $50 charge.
e By reserving a room, users accept responsibility for excessive wear, tear and damage to the assigned
space, as well as for the equipment provided. Charges for excessive wear and tear and damage will be
determined by the Director of the C. Bascom Slemp Student Center.

A. The Rhododendron and Dogwood Rooms:
1. All furniture is to remain in the original location in the Rhododendron and Dogwood Rooms at all
times.
2. The Student Center will set-up and take down the event.
We do not allow events over capacity.
Maximum seating capacities are:
Rhododendron Room—198
Dogwood Room—228

B. The Jefferson Lounge and Honor Court Room:

1. Allfurniture is to remain in the Jefferson Lounge and the Honor Court Room at all times. The
rearrangement of the sofa, chairs, lamps, tables, etc. is strictly prohibited.

2. Extra seating and accommodations must be approved by the Director of the C. Bascom Slemp
Student Center (2) weeks prior to event and will result in a charge. The Honor Court Conference
Room can hold (20) people. Currently, there are (17) seats available in the room. There is no
charge to bring in extras chairs/tables to the Honor Court Room. If additional chairs are needed in
the Jefferson Lounge, a service charge of $25.00 will apply.

3. We do not allow events over capacity.

Uni v



Maximum seating capacities are:

Jefferson Lounge—59
Honor Court Room—20

Rentable Rooms in the Student Center

Room No.

Name

Notes

Capacity

Room Phone
Number

120

Racquetball Court #1

Individuals may reserve this space
to play racquetball, wally ball or
for exercise. Reservations are
limited to one hour.

30

N/A

324

Aerobics Room

This space is a prime location for
exercise classes.

137

N/A

322

Honor Court Conference
Room

This room is equipped with a
conference table that will seat (17)
people. Other chairs can be
brought in to accommodate larger
groups. The room also has a dry
erase board.

20

376-4626

473

Jefferson Lounge

This space can seat (16) as is. It
is a common area in the building
that has a fire-place and big
screen T.V. Other set-ups can be
arranged for a fee. The original
furniture must be left in the room.

59

N/A

500

Rhododendron Room

Custom Set-ups.

198

376-1039

513

Dogwood Room

Custom Set-ups.

228

N/A

Off Campus Rentals
e Organizations and departments using the Student Center will be charged a rental fee for events not
specifically designed for members of the campus community.

o Off-campus groups and College employees acting beyond the scope of their employment will be charged

rental fees.
e All groups charging an admission fee will be charged a rental fee.
e Off-Campus groups will be charged fees for additional rental equipment.

Off Campus Rental Fees

Rentable Rooms

Racquetball Court #1 (Rm #120)

Aerobics Room

(Rm # 324)

Honor Court Conference Room  (Rm # 322)

Jefferson Lounge (Rm # 413)

Rhododendron Room (Rm # 500

daily fee (8hours)

$100.00
$100.00
$100.00
$100.00

$200.00

hourly rate

$50.00
$40.00
$40.00
$40.00

$50.00




Dogwood Room (Rm # 513) $200.00 $50.00

Additional Equipment
These charges are for Off-Campus groups and college employees hosting events outside of their job

responsibilities (weddi ng. Whdanoncampus grloups usehthdseequipmentrintthy, et c ...
Student Center there is no charge.

Fee
Registration table (In Atrium) $10.00
Nomad (DVD, VCR, projector, computer) $50.00
Nomad Technician $25.00 per hour
Lectern $25.00
Dry erase board $15.00
Serpentine tables $25.00
Pole and drape $25.00
White Folding Chairs (outside use) $0.75 each
Round tables (outside use) $6.00 each
Popcorn Machine $50.00
-supplies not included
Sno-Cone Machine $50.00

-supplies not included

Fire Prevention

A. Candles- Candles and open flames not only create a serious fire hazard, but also create a serious
personal hazard as well. It is for these reasons that this policy has been established.

1. Candles and open flames will be permitted for ceremonies and functions of religious, cultural,
social or honorary groups, as well as catered events.

2. Candles MUST be in a secure and sturdy candle holder or secured in a votive or glass holder
which is at least (1) inch taller than the candle.

3. Candles MUST be extinguished immediately after the ceremony or function is complete.

4. Open flames shall not be located on or near decorative material or similar combustible materials.

5. Open-flame devices are allowed to be used in the following situation; when candles are
placed on tables and are securely supported on substantial noncombustible bases and the candle

flames are protected.

*For the complete Section from the International Fire Code please contact Julie Scott, Director of the C.
Bascom Slemp Student Center.

Flyers, Posters and Banners

A. Flyers and Posters
e Flyers must be approved in the Student Center Office by the Director or Associate Director.
e Flyers can only be placed on bulletin boards.

B. Banners



e Banners may be placed inside the Slemp Student Center from the balconies.
e Banners must be secured with string.

Paint, Glitter and Glue
A. Paint is not allowed to be used at any event inside the Slemp Student Center.

B. Glitter is not to be used inside the Slemp Student Center. The use of glitter will result in a
housekeeping charge.

C. Glue is not to be used during any event in the Slemp Student Center. The use of glue will result in

a housekeeping charge.

Revised 7/11/2006
*The policies have been revised with help from UNC-Asheville, Highsmith University Union*



