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MISSION STATEMENT

Emporia State University’s Memorial Union is the community center of the University
for students, faculty, staff, alumni, and guests. The Union is a vital part of the
educational and social life of the University and the greater Emporia community. As an
integral part of the University and in partnership with the City of Emporia, the Union
serves as a unifying force, cultivating enduring regard for, and loyalty to, Emporia State
University.



CONSTITUTION OF
THE MEMORIAL UNION CORPORATION
OF
EMPORIA STATE UNIVERSITY
EMPORIA, KANSAS

ARTICLE I
NAME
In conformity with this charter, this Corporation shall be known as “The Memorial Union
Corporation of Emporia State University, Emporia, Kansas.”

ARTICLE II

PURPOSE

This Corporation is organized not for profit, the purposes for which it is formed are: to
collect, receive and disburse the funds heretofore or hereafter subscribed and to borrow
money for the erection and equipment of a Memorial Union building upon the grounds of
the Emporia State University at Emporia and to operate and maintain said Memorial
Union building in connection with the Emporia State University until such time as said
building shall be fully taken over by the State of Kansas to be operated for education
purposes in connection with and as a part of the Emporia State University.

This Corporation is organized exclusively for charitable and educational purposes,
including, for such purposes, the making of distributions to organizations that qualify as
exempt organizations under Section 501 (c) (e) of the Internal Revenue Code of 1954 or
the corresponding provision of any future United States Internal Revenue Law.

No part of the net earnings of the corporation shall inure to the benefit of or be
distributable to its members or officers or other private persons, except that the
Corporation shall be authorized and empowered to pay reasonable compensation for
services rendered and make payments and distributions in furtherance of the purposes set
forth in the preceding paragraph. No substantial part of the activities of the Corporation
shall be the carrying on of propaganda or otherwise attempting to influence legislation,
and the Corporation shall not participate in or intervene in (including the publishing or
distribution of statements) and political campaign on behalf of any candidate for public
office. The Corporation shall not carry on any other activities not permitted to be carried
on by a corporation exempt from Federal Income tax under Section 501 (¢) (3) of the
Internal Revenue Code of 1954 or by a corporation, contributions to which are deductible
under Section 170 (c) (2) of that code.

Upon dissolution of the Corporation, the Board of Directors shall, after paying or making
provision for the payment of all of the liabilities of the Corporation, dispose of all of the
assets of the Corporation exclusively for the charitable and educational purposes of the
Corporation, or distribute said assets to one or more organizations organized and operated
exclusively for charitable and educations purposes as shall at the time qualify as exempt
under Section 501 (¢) (3) of the Internal Revenue Code of 1954 as the Board of Directors
shall determine.



ARTICLE I

MEMBERSHIP

SECTION A. ACTIVE MEMBERSHIP

1. All Alumni of Emporia State University, Emporia

. All student currently enrolled at Emporia State University, Emporia
3. All currently appointed faculty and administrators of Emporia State
University, Emporia

SECTION B. SUBSCRIBING MEMBERSHIP

1. All or any persons who have secured membership in the corporation.
SECTION C. LIFE MEMBERSHIP

1. Any graduate of Emporia State University, Emporia.

Any subscribing member who has held membership in the corporation for
four consecutive years shall be considered a life member

SECTION D. HONORARY MEMBERSHIP

1. Any person, upon recommendation and vote of the Board of Directors, for
any service or contribution to said university or corporation, may be
elected to honorary membership.



SECTION A.

SECTION B.

SECTION C.

ARTICLE IV
OFFICERS

The officers of this corporation shall consist of a president, a vice
president, and an executive secretary.

The Board of Directors shall have general charge of the finances of the
corporation; Shall have power to adopt, change and alter the constitution;
make and enforce such principles, rules and regulations as are necessary to
the proper collection, expanding and handling of any monies or property
belonging to the corporation; and shall have general charge of the finances
of the corporation in so much as such does not violate any city, state or
federal ordinance or law.

The Board of Directors shall consist of fifteen to seventeen persons
selected and appointed as follows:

The President of Emporia State University shall serve as an ex officio non-
voting member.

The Vice President for Student Affairs shall serve as the President of the
Board of Directors and preside at all meetings. He/she will be a voting
member. (One ex officio student member, i.e. ASG President, UAC
President, and RHA President shall serve as Vice President of the Board
of Directors for one term on an annual rotation. He/she will be a voting
member.

The Memorial Union Director shall serve as Executive Secretary of the
Board of Directors and function as secretary and treasurer. He/she will be
a voting member.

The Vice President for Administration/Fiscal Affairs shall serve on the
Board of Directors. He/she will be a voting member.

The Associated Student Government President shall serve on the Board of
Directors during his/her term of office. He/she will be a voting member.

The Union Activities Council President shall serve on the Board of
Directors during his/her term of office. He/she will be a voting member.



The Residence Hall Association President shall serve on the Board of
Directors during his/her term of office. He/she will be voting member of
the Board of Directors. During years when an official Recognized Student
Residence Hall Governing Council is inactive, the Associated Student
Government President shall appoint, in the fall semester, a student living
in the Residence Halls who is on one of two upper level meal plans, to the
Board of Directors for a term of one year. When said Student Governing
Council is active, the President of this organization shall serve as a
member of the Memorial Union Board of Directors. In either case, he/she
will be a voting member.

The Vice President of Student Affairs and the Memorial Union Activities
Council President together will recommend a representative to the
President of the University from each of the following areas:

Division of Student Affairs (1) — shall serve on the Board of Directors for
a minimum of one two-year term not to exceed three consecutive terms.
He/she will be a voting member.

Faculty at Large (1) — shall serve on the Board of Directors for a minimum
of one two-year term not to exceed three consecutive terms. He/she will
be a voting member.

Alumni Office (1) — shall serve on the Board of Directors. He/she will be
a voting member.

University Advancement (1) — shall serve on the Board of Directors.
He/she will be a voting member.

Fiscal Affairs (1) — shall serve on the Board of Directors. He/she will be a
voting member.

University Personnel (2) — shall serve on the Board of Directors for a two-
year term. He/she will be a voting member.

Graduate Student (1) — shall serve on the Board of Directors for a one —
year term. He/she will be a voting member.

Student at Large (2) — shall serve on the Board of Directors for a two-year
term. He/she will be voting member.

The Board of Directors shall ratify all members at the beginning of their
terms of membership on the Board.



SECTION D.

SECTION A.

SECTION B.

SECTION C.

The Executive Committee for the Board of Directors will consist of the
following Board members: the President, Vice President, and Executive
Secretary; the University Advancement Director, Vice President for
Administration and Fiscal Affairs, and the two remaining ex officio
student members. Members of the Executive Committee may send a
designated proxy if unable to attend any scheduled meetings. The
Executive Committee shall be in general charge of the routine business of
the corporation.

ARTICLE V

All meetings of the corporation shall be held at Emporia, Kansas. Special
meetings may be called by the president at any time and shall be called by
him/her upon written request of twenty-five active members of the
corporation or five members of the Board of Directors.

A quorum consists of a simply majority of the Board membership. A
quorum must be present at any/all meetings of the Board of Directors in
order for business to be conducted.

The Board of Directors shall hold an annual meeting during the month of
April or May of each year. The Executive Secretary shall serve notice of
this meeting starting time, date, and place at least seven days prior to its
occurrence.
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ACCOUNTING

990 Review Policy

Our policy is to present the Form 990 to the full Board of Directors including significant
schedules. Each member of the board of Directors will receive a copy of the Form 990
prior to the submission of the form to the Internal Revenue Service. We will not file the
Form 990 until all members of the Board have reviewed the completed Form 990.

Accounts Receivable/Invoicing

Events

A request for invoicing should be prepared 2 days after an event, and forwarded to the
Finance & Accounting department. Once this invoice is prepared, a copy should be
printed, stamped “copy”’, and sent back to Conference & Scheduling for their records.

The invoice should be addressed with the organization’s name on the first line, followed
by an attention line with a contact name, and then the address. The body of the invoice
should contain a description and date of the event, as well as any other detail provided by
the Scheduling Office that may be helpful to the customer in identifying the charges.

Contract Board

A monthly invoice will be prepared for Contract Board Meals and sent to the Business
Office. This invoice will be calculated using the total meal counts billed by Sodexo, less
the number of Residential Assistants. A breakdown of how many were on each plan each
week for the month should be attached to the invoice.

Postal Charges

Throughout the month, various departments will charge postal sales in the Information
Center. At month-end, an invoice will be prepared for each department’s total charges.
If the charges are inter-departmental (i.e.: operating, ID, etc), an Adjusting Journal Entry
will be prepared instead of an invoice.

Copies

All copies made in the Center for Student Involvement office will be billed on a monthly
basis at .10 per copy. A summary sheet listing each department’s copy charges will be
sent via email to Finance and Accounting from the CSI office. Finance & Accounting
will then prepare an invoice for each department outside the Memorial Union. Inter-
departmental copy charges will not be billed out.

Miscellaneous Charges
Various other charges will come through and will need to be invoiced as appropriate (i.e.:
monthly custodial services, rent, etc).

When preparing each invoice, the invoice number generated by QuickBooks should be
written in red ink at the upper right-hand corner of the documentation provided
requesting the invoice. This documentation should then be filed in numerical order to
provide support if questions arise upon receipt by customer.
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Unless the organization being invoiced is sales tax exempt, all invoices should include
sales tax.

Business for the month will close on the last day of each month. All invoice requests
should be submitted to Finance & Accounting by the 2" business day of the following
month. In addition, all invoices should be dated for the month in which the business
occurred.

Accounts Receivable/Credit Memos

If an error is found on an invoice, or credit is due on a customer’s account, a Credit
Memo should be prepared. A detailed description of the reason for the credit, along with
reference to the original invoice number, if applicable, should be made. Authorization to
issue the credit should be obtained from the corresponding department head.

Print all Credit Memos on orange-colored paper. This will help differentiate a credit
memo from an invoice.

Write the Credit Memo number in red ink on the upper right-hand corner of the

authorization. File the authorization along with other invoice requests. (The numerical
sequence of credit memos is integrated with the invoice numbers.)

Accounts Receivable/Past Due

Bank Transfers

Any transfer between Memorial Union bank accounts must be authorized by the
Memorial Union Director. This authorization should state the amount to transfer, which
accounts to transfer to/from, and the reason for the transfer.

(Reasons for transfers may include: to take advantage of higher interest rates, or to stay
below current FDIC limits.)

Check Requests:

On occasion, a payment will be needed without an invoice to support the expense. In this
instance, a check request form should be completed, following these procedures:

Complete a “Check Request Form” in its entirety and print.

Sign the Form where indicated.

Obtain direct supervisor’s signature for approval.

Attach any available documentation that may help substantiate the amount being
requested. (i.e.: email, letter, receipt, etc).

5. Forward Form & attachments to Finance & Accounting.

b=

After the check is issued, the check will be forwarded as instructed on the Form.
Guidelines for Billing (Accounts Receivable)
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ACCOUNTS RECEIVABLE / COLLECTIONS & WRITE-OFF PROCEDURES

All account receivables are due and payable 30 days from the date of invoice. A finance
charge of 1.5% (annual percentage rate of 18%) will be charged on past due accounts.

If an account is not paid within 30 days of the due date, finance charges will begin to
accrue, and the following procedures will be followed in an effort to collect on the
account:
A. Thirty days after invoice date: Finance & Accounting will send a Statement to
the client stamped “past due”, along with Letter #1.

B. Sixty Days after invoice date (30 days past due). Finance & Accounting will
notify the responsible party in writing, stating a hold will be placed on the
account, preventing future reservations in the Memorial Union. If the past-due
account is a Recognized Student Organization, a copy of the letter will be sent to
the organization’s advisor as well. (See Letter #2.)

C. Ninety Days after invoice date (60 days past due): Finance & Accounting will
notify the responsible party in writing, stating if payment is not received within
two weeks of the date of the letter, the account will be turned over to an attorney
for collection. (See Letter #3)

D. Greater than 90 days past due: It will be at the discretion of the Director and
Finance & Accounting whether to pursue collection. Ultimately, if an account is
determined to be uncollectable, approval to write off the balance will be
authorized by the Director of the Memorial Union.

E. All privileges associated with using the services of the Memorial Union will be
suspended until all past due accounts are made whole. This includes accounts that
have been written off as outlined in section D.

LETTER #1:

This is a reminder that your payment has not been received for the overdue charges listed
on the enclosed statement. If you have already put the check in the mail, we apologize
for the inconvenience and thank you for your payment.

Sincerely,

Dave Hendricks, Director
Memorial Union
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LETTER #2:

This is the second reminder that your account is past due. Please pay this account
promptly. Until payment is received, we cannot allow you to make any additional
charges or room reservations in the Memorial Union.

Sincerely,

Dave Hendricks, Director
Memorial Union

LETTER #3
This is your final reminder that your account is past due. If payment is not received by
, we will have no alternative but to turn your account over to a lawyer

for collection.
Thank you for your prompt attention to this matter.
Sincerely,

Dave Hendricks, Director
Memorial Union

Investments — Edward Jones

Since 2005, Emporia State University has been collecting a Student Fee earmarked for
the future Memorial Union Building Renovation. This money is restricted from current
use by the Memorial Union, and as a result, is to be invested in CDs with Edward Jones.

On a monthly basis, the Business Office will contact the Memorial Union Administrative
Assistant when a Student Fee check is ready. She, in turn, will go over to the Business
Office to pick up, and then deliver to the Memorial Union Cashier’s Office for deposit.

Upon receipt of the monthly Student Fee check, the Memorial Union Director and
Memorial Union Accountant will determine how much in CDs to purchase, the current
rate of return, and the length to maturity. The Director will then give written
authorization to the Memorial Union accountant to issue a check to Edward Jones stating
how much in CDs to purchase, and for what duration. This check will be hand-delivered
to Edward Jones, either by the Memorial Union Director or the Memorial Union
accountant. Upon delivery of the check, Edward Jones will issue a receipt showing how
much was invested. This receipt should be filed in the “Edward Jones” file in the
Finance & Accounting office.
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ALCOHOL POLICY

Emporia State University Alcohol Policy

The following represents the policies and procedures related to serving alcoholic
beverages on the Emporia State University campus.

1.

o

Upon approval of the president, Emporia State University permits the service or
consumption of alcoholic liquor on campus subject to the following guidelines.
For purposes of this policy, “alcoholic liquor” includes all beverage alcohol. The
form to request permission to serve/consume alcohol is available in the ESU
Memorial Union Conference and Scheduling Office, and must be completed in
order to initiate the request for approval process. A thirty (30) day lead-time is
required. Call (620) 341-5443.

The sale of alcoholic beverages is prohibited. For organizations or individuals
desiring to serve alcohol, (1) events must be by invitation only; (2) those served
must be at least twenty-one years of age; and (3) alcohol must be included in the
price of the ticket for the event. The sponsor of the event is responsible for
obtaining the permits and/or licenses necessary for that event from appropriate
governmental agencies. Call ESU Conference and Scheduling (620-341-5443)
for information on obtaining applicable licenses and appropriate forms. Service
or consumption of alcohol is intended to be limited to specific events, i.e.,
luncheons, dinners, or receptions that honor individuals and which occur in
connection with University programs, or special permission of the President.
Promotional materials and/or invitations must state the actual times the bar will be
open. The bar will close at least 30 minutes prior to the scheduled conclusion of
the event.

The sponsor of any event involving alcoholic liquor shall implement
precautionary measures such as checking ID or refusing to serve to reasonably
assure that alcoholic liquor is not accessible or served to persons under the legal
drinking age or persons who appear intoxicated.

ESU follows all Kansas, Federal and local laws regarding the service and
consumption of alcohol. Event sponsors as well as the individual consumers are
to adhere to the law. Sponsors, and not ESU, will be responsible for determining
and fulfilling all Federal, State, and local requirements for their event.

Event sponsors are responsible for the purchase of beverage alcohol to be served.
Non-alcoholic beverages and food shall be available in the same place as the
beverage alcohol and featured as prominently as the alcohol.

Consumption of alcohol is permitted only in the following non-classroom areas
and outside grounds immediately adjacent thereto.

Plumb Hall (1% and 2™ floor lobbies and Presidential office suite only)
Visser Hall Atrium

King Hall (Bruder Theater Lobby and Gilson Room only)

Beach Hall Rotunda and Shepherd Music Center Rotunda

Cremer Hall Lobby (Koch Lounge and Roe R. Cross Room)

Sauder Alumni Center

Anderson Library

Hutchison Family Pavilion

Memorial Union

“ZommUOows
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9. Related Policies for the Memorial Union

A. The Memorial Union food service staff must provide bartending service.

B. All non-University events at which alcohol is served:

1. Will be assessed a $100.00 charge.

2. Will be required to pay for security staff for the duration of the
event with the number of security personnel to be determined by
the Memorial Union Assistant Director for Operations and/or the
Chief of ESU Police.

3. Will pay a refundable deposit of $250.00 to cover the costs of
any damages or clean-up beyond that of normal use.

C. The Memorial Union reserves the right to intervene, control, prohibits, or
stop any event or activity it deems unlawful or hazardous to the health,
safety, or security of its students, patrons, or clients, or may cause damage
to the building or premises.

D. Organizations may not use the Memorial Union building for the promotion
of alcoholic or cereal malt liquor.

10. Related Policies for Sauder Alumni Center/Hutchison Family Pavilion
A. For organizations or individuals desiring to serve alcohol in the Center,
(1) events must be by invitation only; (2) those served must be at least
twenty-one years of age; and (3) if alcohol is included in any manner in
the price of the ticket for a reception, or dinner, the sponsor of the event is
responsible for obtaining the temporary permits necessary for that event
from the appropriate government agencies.

11. Other Areas approved by the President.
NOTE: ALL APPLICATIONS FOR TEMPORARY ALCOHOLIC LIQUOR
LICENSE SHALL BE MADE THIRTY (30) DAYS PRIOR TO DATE OF EVENT
This policy shall be reviewed annually by the alcohol advisory committee.

*]ink to Kansas ABC —
http://www.accesskansas.org/public/kdor/abc
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Home Game Athletic Fundraising Events

Alcohol will not be consumed or possessed near the athletic home game premises except
as set forth in this section.

1.

Certain fundraising events benefitting Emporia State University programs may be
conducted in conjunction with home football games and concurrent with
traditional tailgating activities in non-classroom outdoor areas designated and
approved by the President. No authority is granted under this section for
individual organizations to serve beer or cereal malt beverages as part of tailgate
fundraisers.

3.2% beer or cereal malt beverages in their original non-glass containers, not to
exceed 12 0z. may be possessed and consumed during such activities, only within
designated areas. Consumption must cease no later than the end of the game and
all beer and cereal malt beverages must be removed from campus within 1 hour
after the end of the home game.

Sale of beer or cereal malt beverages is prohibited. Non-alcoholic beverages and
food must be available anywhere that beer or cereal malt beverage are consumed.
Participants consuming or possessing beer or cereal malt beverages at such events
must be of the legal drinking age (21 years of age) and must have valid
identification in their possession. Individuals are responsible for their conduct
and that of their guests.

Participants must comply with all applicable laws governing the consumption of
alcoholic beverages. The legal drinking age will be enforced. Failure to abide by
applicable laws or this policy will result in the loss of the privileges provided by
this policy.

Areas designated for fundraiser tailgate activities shall be marked prior to the
event. Alcoholic beverages will not be possessed or consumed outside the
designated areas, within Welch Stadium, or Zola Witten Track. This policy does
not abrogate Alcohol Policy sections applicable to the Hutchinson Family
Pavilion.

This policy section shall be reviewed annually by the alcohol advisory committee.

NOTE: All applications for temporary alcoholic liquor license shall be made 30 days
prior to date of event.

Liquor Licenses

If the sponsoring group is a non-profit organization NO license is required.
If the event is a meet and a donation is required for admission then NO license is
required.
If the event is going to require drink tickets then a license is required.
All other events are considered Class B events and require a license unless they
possess a caterer’s license (a license to serve alcohol).

(City license information provided by City Attorney 01/07/09)
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Memorial Union Alcohol Policy

A.

Any event held in the Memorial Union at which alcohol will be distributed and/or

consumed must first:

1. Apply for and receive approval by the President’s Office.

2. Obtain all Federal, State and local licenses, if required. Final approval for the
event by the Memorial Union Director will be granted upon receipt of these
licenses.

The following criteria have been established for events requesting alcohol:

1. Events at which minors are the guest of honor will not be granted permission
to serve alcohol.

2. All non-University events at which alcohol is served will be assessed a
$100.00 charge. Damages or clean-up beyond that of normal use will be
charged at the rate of $30.00 per hour. Clean-up beyond that of “normal use”
is at the determination of the Memorial Union staff.

3. Any event, for which permission to serve alcohol has been granted, must
provide said alcohol as complimentary.

4. Alcohol must be purchased by members of the sponsoring group.

The Memorial Union food service staff must provide bartending service

(additional fee). (See Bartender Standards)

6. Security- All non-university events over 200 will be required to hire security.
That security will be ESU Police at a rate of: $25.00/hour/officer for events
200+. 1 officer for every 100 in attendance.

7. Any event serving alcohol must have food (i.e. heavy hor d’oeuvres or a
meal).

8. Pay a refundable deposit of $250.00 to cover the costs of any damages or
clean-up beyond that of normal use.

The sponsor(s) of the event will be held responsible for the conduct of the

participants and must be in attendance throughout the event.

1. All Federal, State and local laws and ordinances pertaining to the distribution
and/or consumption of alcohol must be adhered to. Sponsors and not the
Memorial Union will be responsible for determining and fulfilling all Federal,
State, and local requirements for their event.

2. The Memorial Union reserves the right to intervene, control, prohibit, or stop
any event, or activity it deems unlawful or hazardous to the health, safety, or
security of its students, patrons, or clients, or may cause damage to the
building or premises. This action may include but is not limited to, notifying
ESU Police.

The Memorial Union contract food service provider/vender will work with the

event sponsors to secure serving supplies at the sponsor’s expense.

Organizations may not use the Memorial Union building for the promotion of

alcoholic or cereal malt beverages.

Open containers will not be allowed to be taken from the Memorial Union the

night of the event. They can be picked up on the first business day after the event.

The attached exhibits are a part of this policy. Approval must be requested and

granted in accordance with any or all of the following:

1. Permission to Serve/Consume Alcohol. Available in the ESU Memorial
Union Conference/Scheduling Office.

9]
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2. City of Emporia, Kansas Temporary Alcoholic Liquor License Application.
Twenty-one (21) days lead time required.

3. Kansas Department of Revenue, Alcoholic Beverage Control Division,
Application for Temporary Permit K.A.R. 14-23-3. Seven (7) day lead time
required.

4. Department of the Treasury-Bureau of Alcohol, Tobacco, and Firearms,
Annual Special Tax Registration and Return. ATF F 5630.5 (2-87).

Bartender Standards

Beer and Wine Service:

Up to 75 guest’s One (1) bartender One (1) bar
76-125 guests Two (2) bartenders One (1) bar
126-200 guests Three (3) bartenders’ Two (2) bars
201 plus Four (4) bartenders’ Two (2) bars
Full Bar Service (beer, wine, liquor)

Up to 50 guest’s One (1) bartender One (1) bar
51-100 guests Two (2) bartenders One (1) bar
101-175 guests Three (3) bartenders’ Two (2) bars
176-225 guests Four (4) bartenders’ Two (2) bars
226 plus Five (5) Bartenders Three (3) bars

Considerations would be the length of the event, type of event, greater presence at the
beginning of an event.
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ANIMAL POLICY

Animals in the Memorial Union
Animals are not allowed in the Memorial Union, except for service animals assisting
individuals with disabilities.

The individual with a disability is expected to maintain control of the service animal at all
times. In circumstances where the service animal displays disruptive or aggressive
behavior, the individual may be asked to remove the animal from the premises.

The Memorial Union may ask for documentation verifying the presence of a disability,
and the functions performed by the service animal.

A. The presence of animals within the building presents a threat to the safety and
cleanliness of the Memorial Union and is a violation of the food service sanitation
code.

B. Should an animal be discovered in the building, refer to the following procedures:
1. Identify, if possible the animal’s owner.
2. Ask the owner to remove the animal from the building.

C. If the owner refuses, inform them that the animal’s presence is a violation of the
sanitation code and Animal Control will be called to remove the pet, in addition
the owner should be informed that he/she is liable for any damages or injuries
caused by the pet.

D. If the owner still refuses, telephone ESU Police & Safety and advise them of the
situation. If the owner is not present, call ESU Police & Safety.
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AV and PROMOTIONAL EQUIPMENT USE

Audio Visual Equipment Rental Policy

The Memorial Union provides various types of audio visual equipment available for
rental to clients utilizing the facility.

A. The client is responsible for any damage to equipment while it is in the client’s
possession.

B. All requests for A/V equipment will be taken in the Conference and Scheduling
Office and approved by the ID Office; some requests are subject to the approval
of the Assistant Director of Business.

C. Rental fees will be assessed by the Conference and Scheduling Office with the
approval of the Assistant Director of Business.

Policy for Use of Concert Sound System

The concert sound system was purchased primarily for use in programming by the
Memorial Union and the Union Activities Council.

A. The concert sound system can be scheduled by other departments or by
recognized student organizations on a fee basis.

B. The system must be scheduled prior to use through the Conference and
Scheduling Office and a Memorial Union technician must operate the system. All
others must have the express permission of the Memorial Union Assistant
Director of Business.

C. The equipment will be stored in a secure, locked area of the Memorial Union.

D. The concert sound system will be rented as follows:

1. Off campus organizations $250 rental fee and Tech. Fee $15/hr.
2. Recognized campus organizations $100 rental fee Tech. Fee $15/hr.

Scheduling Audio-Visual Technicians

A. An A/V technician or an Operations Manager is required at all events using the
equipment in the WLH sound booth. Exceptions to these guidelines are:
1. When the PA system can be turned on and left at the same level for the
duration of the event.
2. When the Assistant Director of Business approves someone else as
qualified to operate the equipment.

B. Concert Sound System: An A/V technician is required to operate the Concert
Sound System.

C. UAC Movies: An A/V technician will be scheduled to assist with the UAC
movies.
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. Video Projectors and Laptops: An AV Tech is required to set-up all equipment.

Additional fees apply.
1 $10.00 if only set-up is required.
2 $15.00/hour if AV Tech works event.
. Regular Events:

1. An A/V technician will not be scheduled for routine types of equipment
use unless requested by the client.

2. As A/V needs increase or become complicated (e.g. the coordination of
two or more pieces of equipment) the use of a technician is encouraged.

3. The Assistant Director of Business will decide if a technician is necessary.

. Procedures for scheduling, coordinating, and billing and for A/V technicians:

1. The Conference and Scheduling Office is responsible for selling the
services of an A/V technician.

2. The Assistant Director of Business will be responsible for assigning the
technician.

3. The ID Office will provide invoice information to Conference and
Scheduling for technicians at a rate of $15.00 per hour, including set-up
and tear-down unless the set-up and tear-down is initiated by the set-up
crew.

4. The Finance and Accounting Office will invoice the client.

5. Coordination between the client, Conference and Scheduling, and

Facilities and Services, and the ID Office will be completed in an efficient
manner. The bulk of the responsibility will fall on Conference and
Scheduling.
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BOOKSTORE POLICY

The Memorial Union bookstore is operated by an independent corporation in contract
with Emporia State University. This agreement, in exchange for identified consideration
and terms, guarantees the contractor to be the sole operator of the Memorial Union
Bookstore and supplier of textbooks, spirit wear and other university merchandise, as
well as other merchandise determined to be of need or interest to the Emporia State
University community. Per contract, the Memorial Union Bookstore retains the first right
to be the provider of any items intended for resale at Emporia State University.

Campus departments or organizations desiring to offer university apparel or other items
sold through the Memorial Union Bookstore for fundraisers, award prizes for events, etc.
may follow the procedure below:

1. Requests for items must be submitted to the Manager of the Memorial Union
Bookstore in writing at least 4 weeks prior to the date needed. Requests
should include the following information:

Department of group making the request

Contact person including name, phone number and local address

Type of item being requested (clothing, mug, key chain, etc.)

Quantity of item requested, including size, if clothing

Graphic choice

Nature of request (donation, purchase at cost, co-sponsorship,

etc.)

mo a0 o

2. The Manager of the Memorial Union Bookstore will respond to requests
within three business days. Should the Memorial Union Bookstore choose to
not produce the items requested, permission may be granted in writing to seek
and secure alternative sources for the product.

3. In no case may the sale or distribution of items take place without the express
written permission of the Memorial Union Bookstore Manager.
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CASH MANAGEMENT AND CHECK CASHING

Memorial Union Cashier Office Deposit Procedures

1. Upon completion of the daily audit, the cashier prepares a Memorial Union deposit
and provides the bank with a check for replenish cash if needed.

2. The deposit will be taken to the bank on a daily basis.

Memorial Union Check Cashing Policies and Procedures

Purpose
To revise, update, condense, and clarify various memoranda standardizing procedures

and policies required to efficiently provide check cashing services to students, faculty,
staff, and alumni of the Memorial Union and Emporia State University.

Procedures

1. Checks will be cashed by the Memorial Union check cashing service at the
Information Service Center. Persons cashing checks are required to provide
acceptable identification: ESU Hornet ID card, local address and phone number.

2. Date must be correctly filled in. Post dated checks will not be accepted.

3. First party checks shall be made payable to the Memorial Union and accepted up
to the daily limited amount of $100.50.

4. Two-party checks on personal accounts will be accepted up to the daily limited
amount of $100.50 providing neither the payer nor the payee’s name appears on
the printed returned check list or the transaction is refused by the electronic ID
card reader. The Information Center attendant will request proper identification
to affirm the person is the owner of the check and shall witness the endorsement.
No third-party check of any kind will be accepted.

5. Payroll checks from the State of Kansas or any other like checks generated by
national, state, or local businesses written on corporate checks will be cashed. All
other two-party checks exceeding the $100.50 limit will not be cashed.

6. All other checks from ESU, ESU scholarship funds, financial aid, State of Kansas,
U.S. Federal Government will be cashed at all times providing there are adequate
funds, proper identification is presented, and the payee’s name is not listed on the
returned check list or refused by the electronic ID card reader.
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10.

11.

12.

Only checks written in ink will be accepted. Non-personalized checks will
require the name of the drawer to be printed above “pay to the order of” line.
Both the local and home address is required. All printed information must be
legible.

A printed account number must appear on all checks. Universal check blanks will
not be accepted.

The numerical and written figures must be identical.

Questionable identification will require verification. The Information Service
Center attendant shall reserve the right to refuse a check since she/he may be held
responsible if specified precautions are not exercised prior to cashing a

subsequently faulty check.

There will be a service fee charged per check cashed. The fee schedule is posted
at the Information Service Center.

Credit card checks will not be accepted.

Bad Check List

1.

Should a first-party check cashed at the Memorial Union be returned by the bank
for any reason the customer who received the cash will be placed on the bad
check list and will not have check cashing privileges until payment has been
made. In addition, if the check was written on a joint account both names
appearing on the printed check will be placed on the returned check list. In the
case of two-party checks, both the names of the person who wrote the check and
the person who received the cash will be placed on the list.

When an individual has a check returned by the bank, their name is placed on the
bad check list and their check cashing privileges are suspended. If an individual
has a check returned, responds to notification of such, and makes payment
promptly, their name is removed from the bad check list and their check cashing
privileges are re-instated. If an individual has three (3) returned checks in one
semester, their name will appear on the returned check list for one year from the
date of the last written check and the Information Service Center will not cash
their personal checks. To have their name removed from the list one year after its
placement on the list, and to have check cashing privileges re-instated, the
customer will have to schedule an appointment with the Memorial Union
Assistant Director of Scheduling/Operations to discuss the matter.

If an individual has a check returned and does not respond in person, in writing,
or by a phone call to letters sent to them by the Memorial Union cashier and does
not take care of the obligation within 90 days after notification, their name will be
placed on the returned check list for one calendar year from the date the check
was written. Removal of the customer’s name from list will be accomplished as
in #2.
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4. Information regarding the procedure and amount due for clearing a returned check
account with the Memorial Union shall be communicated in writing to the
customer by the Memorial Union Cashier. At present the charges are as follows:

$20.00 service charge per returned check if paid within 7 days from the
date of the first notification letter.

$30.00 service charge per returned check after 7 days.

Bad Check List Legend

MU Memorial Union holds

BS Bookstore holds

CB Account turned over to the Credit Bureau
WO Written off as uncollectible

ESU/date Cash only checks written by ESU for financial aid, student loans, etc.
ESU ONLY Cash only checks written by ESU for financial aid, student loans, etc.
(ON LIST PERMANENTLY)
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COMPUTING AND TECHNOLOGY

Technology use in the Memorial Union will follow these guidelines:

Proper Use for Technology

This policy was developed by TCS for the University as a whole. The policy covers
appropriate use of all Emporia State University computing and network resources. It is
intended to provide effective protection of individual users, equitable access, and proper
management of those resources. This policy is intended to supplement, not replace, all
existing laws, regulations, agreements, and contracts, which currently apply to computing
and network resources.

As a member of the Memorial Union, our responsibility is to use computing and
networking resources ethically and responsibly. Access to these resources is granted as a
privilege and should be treated as such. The Memorial Union is not responsible for
unacceptable or unethical use of the information technology environment, including
computer and computer networks or electronic communication systems.

Responsibilities

In making appropriate use of Emporia State University computing and networking
resources, each user must accept the responsibility for his/her behavior by observing the
following policies:

1. Protect his/her user ID's from unauthorized use, recognizing that each individual is
responsible for all activities on his/her user ID.

2. Access only data that he/she owns, been given authorization for, or that is made
publicly available.

3. Use only legal versions of copyrighted materials, including software and other
media in compliance with vendor license agreements

4. Be considerate in use of shared resources. Show restraint in the consumption of
shared resources such as bandwidth and networked applications. Refrain from
monopolizing systems, overloading networks with excessive spamming, wasting
computer time, connection time, disk space, printer supplies, and other computer
and network resources.

Prohibited Use

Use of the ESU and Memorial Union networks and computer systems is conditioned
upon compliance with this and other University policies and all applicable laws. Though
not exhaustive, the following list is provided to emphasize that these activities are NOT
allowed on ESU networks or computer systems:

1. Using facilities, accounts, access codes, privileges or information for which
you are not authorized

2. Viewing, copying, altering, or destroying anyone’s files without explicit
permission from that individual

3. Representing yourself electronically as another user
4. Unlawfully harassing others
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Creating and/or forwarding chain letters; posting or mailing obscene materials
Game playing that interferes with academic or administrative use by others

Making, distributing, or using unauthorized copies of licensed software
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Unauthorized copying, reproducing, or redistributing others’ text, photos,
sounds, video graphics, designs or other information formats.

9. Obstructing other’s work by consuming large amounts of system resources,
such as disk space, SPU time, etc

10. Unauthorized testing of systems and/or resources, such as using program
loops, introducing destructive software e.g., “virus” software or attempting
system crashes

11. Running or otherwise configuring software or hardware to intentionally allow
access to unauthorized users

12. Attempting to circumvent or subvert any system’s security measures
13. Advertising for commercial gain

14. Distributing unsolicited advertising; distributing services, damaging files or
intentionally damaging or destroying equipment, software or data belonging to
ESU or other users

15. Using computing resources for unauthorized monitoring of electronic
communications

16. Destroying public records; violating any ESU or Kansas Board of Regents
policy or any local, state or federal law

In cases of doubt, users bear the burden of responsibility to inquire concerning the
permissibility of external network uses, prior to execution. Such questions should be
directed to the Memorial Union Assistant Director of Business.

Sanctions
Computing and Telecommunications Services will handle infractions in an informal

manner. Those that cannot be resolved in an informal manner will be referred to TCS.

Email Guidelines and Procedures

E-mail User Rights

Be advised that TCS reserves the right to access the user account when required for
maintenance or, when authorized, investigate allegations of illegal or unethical account
usage.

Privacy

Be advised TCS will not read electronic mail except as required in the E-mail User rights.
However, all e-mail users should be aware that misaddressed mail, incoming or outgoing,
may end up in an "undeliverable mail" account in our system or on a system at the
receiving site. It is sometimes necessary to read this mail to determine if a problem exists
on the GroupWise system. Never assume that an e-mail is private.
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E-mail User Responsibility

1. The user of the GroupWise account assumes responsibility for using the account in
a legal, ethical and polite manner and is subject to the Proper Use of Technology
Test. E-mail is not to be used for libel, plagiarism, illegal activities, copyright
infringement, misinformation, harassing materials or pornography. For-profit
activity is also inappropriate on the system.

2. Except for the maintenance reasons stated in Section III above, the user must not
allow access to the account by anyone else and must not reveal the account
password to anyone else.

3. Forgotten passwords must be changed by TCS Helpdesk Staff. The student account
user must provide a student identification number in order for the password to be
changed. Password changes can only be requested by the account user.

4. The e-mail user is responsible for exercising reasonable diligence in archiving or
deleting unneeded messages from the in-box, out-box, and trash. Student's e-mail
mailbox size is limited to 25 MB. If the mailbox size exceeds 25 MB, the student
user will not be allowed to send e-mail.

5. The e-mail user must not indiscriminately broadcast messages (spamming).

Resource Limitations

The Memorial Union and TCS assumes no responsibility for lost or delayed mail. The
provisions of these guidelines are subject to the limitation of university computing and
networking resources. The mail system Postmaster is authorized to make decisions of
priority involving ESU e-mail when competing resource demands cannot be
accommodated.

Computer Hardware Guidelines

User Hardware Modifications

All hardware modifications in the Memorial Union beyond installing basis peripherals
will be administered by the University ID Office. Memorial Union technology users who
are uncertain of installation procedures of any computer equipment need to turn in a work
order. If the user chooses to install, maintain or upgrade their computer firmware or
hardware, it may cause the computer to become a non-functional computer. The ID
Office will handle these computers as a normal priority work order.

Computer Purchases

The University ID Office will coordinate all technology purchases in the Memorial
Union, including, but not limited to, computers, printers, PDAs, cell phones, digital
cameras and network components. The ID Office will check budget allowance prior to
placing any technology order. Installation and set up will be mutually agreed upon
between the ID Office and end-user.
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Software Guidelines

User Ownership of Locally Installed Software

Some users find it necessary to install software on their PC not available on the network.
This software is called locally installed software. The presents a unique situation when a
new PC is installed. Most operating systems require software to be installed - not copied
to the hard drive. The ID Office will assist in installing local software on new computers
when the application applies directly to accomplishing the mission of the University and
the Union. Local software for used for personal applications will not be installed. Support
for this local software will be handled by the ID Office if possible. The proprietary nature
of some local software may limit the Memorial Union’s ability to support it.

Documentation and Disks

All computers and accessories are shipped with documentation and sometimes software
that may not be needed to perform maintenance and repairs. The ID Office will catalog
and store this documentation and software for the Memorial Union.

User Responsibility for Data

Each Memorial Union end-user is responsible for the collection, maintenance, accuracy
and timeliness of their data, whether stored on the local hard disk, or on a centrally-
maintained storage device.

Inherent in this responsibility is the concept that each user is responsible for certain
maintenance functions. These functions include, but are limited to, backup and retention,
and deletion.

Backup/Retention

Each end- user is responsible for making backups of data stored on their local drives and
retaining the backups for an appropriate period of time to allow recovery of the data in
the event of disk media failure or other data destruction. TCS provides space on the
network for users to store data in their HOME directory. This will insure the data is
backed up each day.

It is the responsibility of TCS to provide disaster recovery backup and retention services
for data stored on the network storage devices. It is the responsibility of the end-user to
verify whether this backup and retention is sufficient for their data and to make
arrangements with the ID Office for a special schedule if the default schedule is not
sufficient.

Deletion

It is the responsibility of the end-user to delete information that is no longer needed, out-
of-date, duplicate, or otherwise unnecessary in order to efficiently use disk space.
However, deletion of data goes hand-in-hand with backup and retention. In the event that
data is unintentionally or inappropriately deleted, a plan must exist to recover the data.
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Enforcement of Memorial Union Guidelines and Procedures

Adoption, interpretation, and enforcement of these technology guidelines will be the
responsibility of the Memorial Union Assistant Director of Business.
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CONFERENCE FEE AND EVENT EXHIBITOR POLICY

Conference and Event Exhibitor Policy

The Memorial Union encourages conference and event planners to include exhibit
activities in their planning. The availability of exhibits provides participants with the
opportunity to learn of new products and ideas related to their profession. Exhibitors also
are advantaged in that they reach many potential customers at one time at roughly one-
half of the cost it would take to contact each customer individually.

A. The Conference and Scheduling Office is responsible for coordinating all
commercial and non-commercial exhibits placed in the Memorial Union.
1. Commercial exhibits are defined as any exhibit representing a private
enterprise.
2. Commercial exhibitors must apply for space by filling out the Memorial
Union Exhibitor Application.
3. Premium give-a-ways and /or sales must have prior approval of the
Memorial Union Director.
a. Consideration and approval for sales and/or give-a-ways will be
made on a case-by-case basis consistent with the Memorial
Union’s Enterprise Restriction.

B. Non-commercial exhibits are defined as any exhibit presenting information about,
or on behalf of “Not-for-Profit” organizations.

1. “Not-for-Profit” organizations include approved campus organizations,
Emporia State University departments and affiliated organizations,
governmental agencies, and service organizations holding a 502(c)3 tax
exempt status.

2. “Not-for-Profit” organizations will be divided into two categories:

a. Those giving away premiums and/or soliciting funds (e.g.
sponsoring a drawing, selling merchandise, charging admission,
or selling memberships).

b. Those dispensing information only.

3. Non-commercial exhibitors must apply for space by filling out the
Memorial Union Exhibitor Application.

a. Consideration and approval for sales and/or give-a-ways will be
made on a case-by-case basis consistent with the Memorial
Union’s Enterprise Restriction.

C. Exhibitor Charges:

1. Commercial exhibitors will be charged at a rate of $85.00 per table for the
first table and $30.00 per table for each table thereafter. Electrical needs
exceeding readily available outlets will be charged on a time and material
basis.

2. Category one (1) “Not-for-Profit” organizations will be charged $10.00
per table. Electrical needs will be charged at the same rate as commercial
exhibitors.
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Category two (2) “Not-for-Profit” organizations will be charged at the
same rate as category one (1) “Not-for-Profit” organizations unless they
opt not to have their tables covered or skirted, and if they provide their
own signs. There will be no charge for tables and space if the Memorial
Union does not provide covers, skirts, or signs. Electrical charges may

apply.

D. Exhibitor Services:

1.

For the stated fee the Memorial Union will provide the following to
commercial exhibitors and category one (1) “Not-for-profit”
organizations:

a. one 30” X 8’ table skirted and covered

b. two chairs

c. one organizational sign

d. electrical hook-ups

The Memorial Union will invoice the conference or host organization for
each exhibit scheduled.

a. The host organization(s) will be fiscally responsible for the
payment for space and other charges accrued by the exhibitor.

b. Cancellation of individual exhibits received by the Memorial
Union a minimum of 48 hours in advance will result in a $25.00
service charge ($10.00 for Not-for-Profit” organizations in
accordance with Section B from above), to the host organization.
If less than 48 hours notice is given, full charges will be
assessed.

E. Exhibitor Security and Liability:

1.

The Memorial Union and/or Emporia State University are not responsible
for lost, stolen, or damaged personal or exhibitor property. In
consideration for the use of Memorial Union facilities the host
organization and its exhibitors individually waive any claim for damages
or injury which arises during their participation in the referenced event.
Unauthorized entrance to the exhibit area during the scheduled event is the
responsibility of the host organization. During times the exhibit area is not
open the Memorial Union will, upon request, lock the doors of the exhibit
area if possible. The host organization may supply security at its own
expense.
Commercial exhibitors agree to provide certificates of insurance directly
to the Memorial Union prior to setting up the exhibit.
a. The certificate should show general liability coverage in the
minimum amount of $100,000.00.
b. The certificate must also name Emporia State University and the
Memorial Union as “additionally insured.”
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Conference Fee Procedures

The Memorial Union defines a conference as — any event larger than 150 people or using
multiple rooms or over multiple days.

A. Participant Fee:

1. The participant fee will be assessed for those groups making arrangements
through the Memorial Union Conference and Scheduling Office.

2. Conference fee of $3.50/person/day if attendance greater than 150.

3. If attendance is less than 150 room rate fees will be charged.

B. Conference Administration Fee:
1. A fee will be assessed, based upon the services provided by the
Conference and Scheduling Office, at no less than $0.50 per delegate.
2. Services include:

a.
b.
C.
d.

Registration

Preparation of packets

Establishing and maintaining a “holding account”
Mailings

C. Summer Conference Programs:

1. A fee of $2.25 will be assessed to each participant of summer conference
programs for which arrangements are coordinated through the Conference
and Scheduling Office.

2. This fee will be assessed for each participant for each week or part of
week the conference program is on campus. This fee will cover the
following services:

a.

b.

C.

d.

Preparation of conference I. D. cards (meal cards) by the
Conference and Scheduling Office.

Coordination of meals, housing, meeting facilities, parking
permits, recreation, and similar arrangements by the Conference
and Scheduling Office.

Use of the recreation facilities in the HPER & A complex during
established operating hours.

Access to treatment at the ESU Student Health Center under
established procedures and guidelines.

3. The conference fee will not include the following:

a.

b.

Any building utilization and/or labor fees currently established
and in effect for the Memorial Union or other university
facilities.

Any supervisory personnel required for use of HPER & A
facilities during hours other than those already established.
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CREDIT CARD SOLICITOR POLICY

Credit Card Solicitor Policy

A.

Credit card companies are not permitted to rent table space or reserve
rooms in the Memorial Union for the purpose of soliciting card holders.

The University contract with its banking partner providing banking
services to Emporia State University and its students supersedes any prior
policies held by the Memorial Union. The exclusivity clause in the
contract does not allow for other financial institutions (including credit
card companies) to promote their goods and services within the Memorial
Union.
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EASEL POLICY

Policy for the Use of Easels

In order to provide a clean, safe, and clutter-free environment in the Memorial Union and
throughout the campus, the following guidelines and procedures for the use of easels has
been established:

Easels will be offered on a first-come first-served basis and must be checked out and
returned to the Center for Student Involvement (CSI). All posters must be approved
before easels may be checked out. Five easels maximum per organization may be
checked out.

Easels may be used in conjunction with reserved tables as long as the easel is placed in
the “immediate” vicinity of the reserved table. Subject to all conditions, but must be
returned to the CSI whenever the table is no longer being used.

This policy also applies to wall frames located in the east entrance of the Memorial
Union. No easels may be placed in this location. Poster must be 2° x 3’ to fit into the
frames and may not be taped to the wall.

You personally are responsible for returning all easels must be returned to the CSI within
two weeks following the check-out date. Easels must be returned on the day immediately
following the publicized event/announcement.

Easels must be returned to the CSI in the same condition they were at check-out.

If any easels are not returned by said date, the person signing this form will owe the CSI
$25 to purchase replacement easels, or a hold will be put on student’s transcript.

All material displayed on the easels must have the official Emporia State University
graphic identity logo. ESU Public Affairs and Marketing will provide logo.

No poster will be approved if it includes profane images/words, promotes discrimination
(racial, sexual, age, disability, etc.), exploitation (as described in university policies),
religious or political views, alcohol or drug abuse, or illegal activities.

Easels may only be placed in the approved locations in each building. Locations are pre-
approved so as not to impede pedestrian traffic and so display cases are not blocked.
Please see attached.

L , representing (RSO)
agree to the above Easel Policy and Procedures. I understand it is my responsibility to
return all easels in the same condition as checked out to the Center for Student
Involvement two weeks from check-out date.
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Easel Locations

Memorial Union — Approved by Dave Hendricks
(4) Cafeteria
(5) East Entrance (Wall Frames 2°x3” — NO EASELS)
(5) Hornet Express Hallway

Other Easel Locations on Campus

Beach Hall - Approved by Marie Miller
(2) Rotunda (Shepherd’s addition by benches)

Roosevelt Hall — Approved by Dean Brown
(2) 1¥ floor South entrance (By Dean’s Door), Entrance to Elevator on 2™ Floor

White Library — Approved by Committee
(2) In Lobby by TV, 1 Floor & against East Wall by stairs, 2" Floor

Science Hall

(1) Cram Hall against wall, West side — Approved by Ginger Tabares
(1) Before ramp beside BLH, East side — Approved by Teresa Rios
(1) Biology 2™ Floor at hall intersection — Approved by Roger Ferguson
King Hall — Approved by Elaine Henry &
(2) Bruder Lobby at each end Jim Bartruff
Plumb Hall — Approved by departments
(4) Rotunda 1* Floor
(1) Rotunda 3™ Floor
(2) Rotunda 4" Floor
Morse Complex - Approved by Mike Black

(1)In front of Schillinger Lounge
(1) In Bamboo Room (entrance by sand volleyball court)

Towers Complex — Approved by Drew Jahr
(2) By Main Lobby doors

Cremer Hall — Approved by Glenda Estes
(1) In corner of Koch Lounge

Butcher
(1) By room 126 by bench - Approved by Debbie Roether

Visser Hall — Approved by Phil Bennett
(4) Atrium corners and middle

HPER Building — Approved by Kent Weiser
(2) Southwest and Northwest Entrances

Student Recreation Center — Approved by Jo Kord
(1) Lobby against wall
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EMERGENCY PROCEDURES

Accident, Injuries, and Medical Incidents

When student, faculty, staff, or visitors are injured or become ill on campus and there is a
need for an emergency medical response, if life threatening, call 9-911, and request
ambulance service. Then immediately call 5337 and report the incident to ESU Police &
Safety and notify of action taken. If not life threatening, call 5337, ESU Police & Safety
and request assistance. Once proper emergency personnel has been notified call the
Assistant Director of Operations. If incident occurs after 5:00 PM or on a weekend,
contact the Operations Manager.

All employees of ESU are covered with workman’s compensation insurance for any job-
related injury. Such injuries must be reported to Human Resources immediately on the
ESU standard accidental injury report form. This form is to be completed by the injured
person if possible, otherwise by the immediate supervisor. Failure to report an injury
within 10 days of the accident may result in benefits being denied. Further information
may be obtained by contacting Human Resources.

Emergency Procedures
1. In the event of an emergency requiring the evacuation of the building, such as

fire, the first person to discover the presence of fire, or smoke, should pull a local
pull station to sound the alarm throughout the building.

2. At the first sound of the fire alarm, all occupants of the building should evacuate
immediately via the nearest, available exit.

3. The Assistant Director for Conferences & Operations has designated certain
individuals to assist in the evacuation of areas that are heavily populated during
regular business hours. The procedures to be followed by these individual are
included in the appendix.

4. All members of the following divisions, housekeeping, maintenance, set up
supervisor, will be assigned duties to follow during an evacuation of the building.
The procedures to be followed by these individuals are included in the appendix.

5. Once the building has been cleared and searched (situation permitting) every
attempt will be made to ensure no one re-enters the building until the emergency
has been dealt with.

6. Certain conditions may arise that would require the use of a “controlled
evacuation”. A controlled evacuation would be conducted without the use of the

audible alarm system. One example of a need for a controlled evacuation might
be the existence of dangerous device or substance in a part of the building that
would necessitate the use of alternate exits. A controlled evacuation would be
done by alerting those responsible for assisting with an evacuation of specific
instructions as to how to exit the building so as not to lead anyone into any area of
the building deemed unsafe.

7. Should a medical emergency arise within the building, the situation should be
assessed and the following steps should be taken. If the emergency is deemed life
threatening, such as a possible heart attack or loss of consciousness, dial 911
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immediately, followed by contacting the ESU Police & Safety. If the situation is
clearly not life threatening, contact the ESU Police & Safety, and allow the
responding officer to determine if emergency medical technicians are needed.

. In the event of a severe weather warning (i.e. a tornado warning) all occupants
will be informed of the need to seek immediate storm shelter. Anyone choosing
to leave the building at this time will be permitted to do so. All persons
remaining in the building will be REQUIRED to proceed to the storm shelter
areas in the building. These areas are located in the lowest level of the building.
How much of the lower level is utilized will be determined based on the number
of people seeking shelter. Everyone will remain sheltered until the designated
Memorial Union staff person gives the “all clear”.

Should anyone in the building receive a phone call from any person(s) claiming to
do harm to the building, its’ occupants, or any organizations or divisions that are
housed within the building, this is a serious situation and should be handled as
such. The most common occurrence of this situation would be a bomb threat.
Proper procedure is to keep the person on the phone for as long as possible, unless
there is a credible reason to believe there is imminent danger. Attempt to gain as
much information from the caller as possible, including specific information
relative to the threat. In the case of a bomb threat, the location, and description of
the device, and the time and method used to deploy it. If able, while continuing to
engage in dialogue with the caller, attempt to signal a co-worker who might be
able to alert the ESU Police & Safety and inform them of the situation.
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Tornado Shelters
Areas designated as tornado shelters:

Memorial Union: Basement hallway behind the Hornet’s Nest

King Hall: Lower floor area, rooms west of the hallway, basement sewing area located
under the stage.

Roosevelt Hall: Use the north/south hallway area

HPER: Basement hallways and racquetball courts, hallways adjacent to the gymnasiums.
DO NOT USE THE GYM!

White Library: Downstairs from the lobby to the lower area

Science Hall: Lower hallway area (north/south hallway)

Cremer Hall: Lower hallway area (north/south hallway)

Butcher Education Center: Tunnel area basement hallway, south end, room 001 (Main
office has key)

Visser Hall: Lower hallway area (north/south hallway)

Plumb Hall: Lower hallway area

Morse Hall: Lower hallway in South; hallway connecting Central and North; hallway in
Northeast. DO NOT USE hallways with glass expanses adjacent to the hallway

Twin Towers: Lower hallways in all buildings as well as work and utility areas
Stormont Maintenance Center: Bay #9 east of shops

ESU Police: Police & Safety building hallway

Art Annex, Compound, Portable Units, Welch Stadium: Physical Education Building
basement hallways and racquetball courts, hallways adjacent to gymnasiums

ESU Apartments: Building B, lower level, north end Teachers Hall of Fame: Northeast
corner of lowest level

Ross Reservation Trailer and Classrooms: Use above ground tornado shelter
Anderson Library: Use basement hallway area

Earl Center: Use lower hallway area and south stairwell basement landing

Beach Hall: Lower hallways devoid of windows

Student Recreation Center: Restrooms

When you evacuate to these areas, have everyone kneel and cover their heads with their
hands. Do not emerge until the all clear is given. When evacuating an area, it is wise to
raise windows and open doors away from the path of the storm. If caught outside, find a
ditch or depression in the ground and lie down. Unless you are out in the open where you
can determine the path of the tornado, leave your automobile and seek shelter elsewhere.
If you are in your automobile and can determine the path of the tornado, drive at right
angles to the storm. Should a tornado strike when you are away, don’t drive to the area to
be a sightseer. People sightseeing get in the way of the emergency vehicles saving and
protecting people’s lives and property. In the event that a tornado strikes the campus,
time and effort can be saved if you would report, as soon as possible, to ESU Police &
Safety or your administrator, that you are safe or in need of assistance.
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EXTENDED HOURS OF OPERATION

Extended Hours of Operation

Any student organization, campus, or staff organization, scheduling an activity within the
Memorial Union facility which desires early or late hours prior to or beyond the
established operating hours will need to complete an early/late hour request form and
submit it to the Conference and Scheduling Office before confirmation of the event will
be given. The Memorial Union Board of Directors has approved the following policies
for early/late hours:

A.

Requests ordinarily will not be considered unless submitted five (5) full
working days prior to the event. For example:

1. An event on a Friday, Saturday or Sunday must be filed by the
previous Monday.

2. An event on a Thursday must be filed by the previous Friday.

3. An event on a Friday, Saturday or Sunday following a Monday

which is a holiday must be filed by the previous Friday.

University organizations are not assessed a charge for approved early/late
hours requests, however, organizations which fail to adhere to the hours
indicated on the early/late hours request may be charged for operating
expenses and lose future scheduling privileges.

Non-university organizations which request early/late hour will be
assessed a charge for each hour or any part of an hour prior beyond
established operating hours.

1. The early/late hour form can be found in Appendix B.

For dates falling within the regular fall/spring operating schedule, hours
are limited to 6:30am for early hours and 1:00am for late hours with the
following conditions:

1. No event shall be scheduled and promoted to run beyond 12:00am.

2. Event participants complete all necessary tear-down and will have
exited the building by 1:00am.

3. Properly pre-scheduled University or recognized student groups

will not be charged for hours before midnight but will pay the late
hour’s charge of $25.00 per hour or any portion of an hour beyond

12:00am.

4. Student and University groups who exceed times pre-scheduled
will be billed $25.00 per hour or any portion of an hour.

5. Non-University groups exceeding pre-scheduled hours will be

billed $25.00 per hour or any portion of an hour.

For dates falling within other periods (i.e. regular summer, vacation, and
vacation weekends), late hour request will be considered only for events
that begin at least one hour before the scheduled closing time for the
building.
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The Hornet’s Nest will be available to recognized student organizations
until 2:00am on weekend nights (Friday and Saturday), not to exceed two
weekend nights per month. No late hour charges will be assessed between
the hours of 1:00am and 2:00am.

In order to reduce the number of total days utilized for late hours and to

group the late hours functions, the Conference and Scheduling Office will

limit the number of weekend (Friday and Saturday) late hour functions to

50% or less, of available weekend days designating the weekend evenings

on which late hours functions are allowed by those initially scheduled.

1. Later scheduling will be limited to the previously designated dates.

2. Late hours will not normally be scheduled in rooms that will be
used before 10:00am the following day, thereby avoiding the
expense of non-regular cleaning crews.

3. Late hours will not be scheduled in an enterprise area where such
scheduling would interfere with normal opening time of the
enterprise area on the following day.

Responsibility for conduct is assumed by the officers and sponsors of the
organization.

University Regulation: The organization agrees to comply with the
University regulations as enforced by the staff.
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FACILITY USE

Availability: Non-University Groups

Any person or group not recognized as an approved campus organization or a member of
the administration or faculty, or not sponsored by a department or division of the
University, will be considered a “non-university” group. Sponsor is defined as having
significant involvement in the event/activity, including but not limited to, program
promotion/development and closely related to the function or purpose of the organization
or department sponsoring. A “non-university” group may be allowed the use of the
Memorial Union’s facilities during the normal school sessions and vacation periods when
the building is open, provided there is no conflict with any recognized student
organizations previously scheduled.

A.

Charges for the use of the facility by a “non-university” group are detailed
in the Space and Rate Charges, and are also available in the Conference
and Scheduling Office.

Reservations for benefits or fund raising events will be accepted only
when “non-  university “groups agree to pay 150% of the published
room rate. Permission is required from the Memorial Union Director
before scheduling will be completed.

Non-university groups may schedule tables in the concourse of the
Memorial Union for the purpose of soliciting funds for nationally and
community recognized charitable organizations at a charge as detailed in
the Space Rate Schedule.

Organizations and departments may charge on account, food or services
provided by the Memorial Union.

Availability: Political Activity-Kansas Board of Regent’s Policy

Space may be made available for holding political meetings based on the Kansas Board
of Regents Policy per the Use of Campus Facilities Section.

A.

“State facilities shall not be made available for fund raising events for
candidates or parties.”

“Facilities of institutions under the Board of Regents may be made
available for the purpose of holding political meetings, provided there is
not interference with regularly scheduled functions, there is not otherwise
available a reasonable facility in the community, students are permitted to
hear the speakers without charge, and sponsors pay in advance the regular
fees for use of the facilities.”

“Political office holders and candidates shall not be introduced or
recognized on campus unless they are participating in the campus event
which they are attending. The distribution of handbills shall be prohibited
in those areas devoted primarily to instruction or study or at the immediate
sites and times of enclosed public events.”
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“Regents institutions shall have the authority to develop additional
policies and guidelines that are not in conflict with this policy. Such
policies and guidelines shall be reviewed by the Policy and Procedures
Committee and filed with the Executive Director of the Board.” (3-16-64;
1-21-77; 10-17-80)

Availability: University and Members

A.

Space within the Memorial Union shall be made available to all
recognized student organizations and groups sponsored by a University
department, ESU Foundation or the University Alumni Association.

1. Students’ requests shall be considered over all other requests.

2. Groups will be served on a first come/first serve basis.

Reservations shall not ordinarily be accepted for events that are

academically accredited or required. Academic classes can be scheduled

in the Memorial Union with the written or verbal approval of the Assistant

Vice President for Student  Life and the Memorial Union Director,

when special circumstances occur.

No reservations shall be accepted for benefit events, unless sponsored by a

student organization, and all profits received beyond the cost of presenting

the benefit are returned to the Memorial Union or the University for
scholarship purposes. All others will be assessed fees according to the
established Space Rate Charges for the Memorial Union.

Approved campus organizations, administrators, or faculty members may

schedule tables on Main Street for the purpose of soliciting funds for

nationally recognized and community charitable organizations at no
charge.

1. When charitable organizations are sponsored by an approved
campus organizations administrator or faculty member, the group
administrator or faculty member shall be responsible for assuring
that the solicited proceeds above cost are in fact remitted to such
organization.

2. The set charge per table/per day will be billed unless a written
statement as to the amount of funds remitted to the charitable
organization is received in the Conference and Scheduling Office
within five (5) working days after the event.

University administration and faculty members may make reservations for
administrative and academic meetings and sessions, all-university events,
non-curricular programming offered by academic units, and non-
university affiliated ‘“guest groups” for which they are serving as
university hosts. Non-university affiliated “guest groups” include any
groups which represent and association, honorary organization, club or
agency in the community, state, regional, or national level not
significantly funded or permanently administered by a university division
or department.

1. There will be a charge for facility use by “guest groups” as detailed
in the Space Rate Charges, available in the Conference and
Scheduling Office.
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Organizations and departments may charge on account, food or
services provided by the Memorial Union.

The only groups exempt from room rental are as follows:
accreditation teams, Kansas Board of Regents and other State of
Kansas agencies which do not raise and maintain their own funds,
and interviews sponsored by Career Services.
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FOOD SERVICES

It is the purpose of the Memorial Union Dining Service to provide patrons of the
Memorial Union with the highest quality dining facilities possible. In order to maintain a
high standard of quality and to comply with various sanitation statutes, the University
contracts with Sodexo as the exclusive vendor of all food services within the building.

Catering

A. Meal Guarantee: Guaranteed numbers for meals must be given to Sodexo prior to
the scheduled event as follows.

1.
2.
3.

Weekday functions: 72 hours prior to the event.
Weekend functions: Thursday at noon prior to the event.
Food will be prepared for 5% over the guaranteed number.

B. Menu Selections:

1.

2.
3.

Catered functions should be arranged through the Sodexo Catering office
as far in advance of the function as possible.

Late selections may be limited as to the availability of certain menu items.
Sodexo recommends two (2) weeks’ notice for meals and two (2) working
days notice for refreshment orders.

C. Serving Time:

1.

2.

Dining Services will be ready to serve promptly at the hour selected for
time of service.

A “late service” fee for labor will be charged for any group that is more
than 20 minutes late in getting seated, beginning after the first 20 minutes,
at the established rate for each 10 minutes.

D. Policies on Charge Sales in Dining Services:

1.

2.

Organizations and departments may charge on account food or services
provided by Sodexo.

To use Official Hospitality or Guest Account as a form of payment, a
request must be submitted to Sodexo and approval granted prior to the
event.

Only those persons indicated on an Official Hospitality Request Form or
Guest Account Form who qualify as Official Guests (reimbursable by the
State), will be served, unless the person responsible for the function
obligates him/herself or his/her department or organization for the
additional charge by signing a separate charge card. (See Dining Services,
Main Level, Memorial Union for necessary forms).
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4. All food sales other than cash (charge on account, guest account, etc.) or
meal ticket will be made in the Sodexo Office between the hours of
8:00AM and 4:00PM, unless other arrangements have been made 24 hours
in advance.

5. Catered functions will be arranged through the Catering Department. The
person making the arrangements will be responsible for payment.
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ID Office and Ticketing Procedures

The Hornet Card is the official identification card and is valid as long as you are currently
enrolled at Emporia State University, employed by ESU, or work for an ESU contractor.

Eligible Patrons:

A. Current ESU students (i.e. any student enrolled in one or more hours for the

present semester.)
B. ESU faculty and staff with Human Resources authorization form
C. ESU retired faculty and staff
D. Contracted services staff (e.g. Sodexo or Barnes & Noble employees)

Obtaining New or Replacement ID Cards

A patron must present one of the following forms of identification:

A.

mmoaw

Current drivers license

Current State of Kansas photo-ID card
Current passport with photo

Current military ID card with photo
Photo ID from Immigration Services
High School ID

If the patron has none of the above forms of identification, she/he can provide
ALL of the following:

A.
B.
C.
D.

Social Security Card

Birth Certificate

Utility Bill or other bill with the current address
Patron signature

Current enrollment will be verified through the ESU student information system.

On-campus, new ID cards:

A.

Ask the patron to enter her/his student or employee ID number via the
remote 10-key pad.

If the record does not exist, search by the patron’s last four digits of
her/his social security number (Yo####)

If the record does not exist, search by the patron’s name.

If the correct record does not exist for students, refer to the student
information system’s record and populate the proper ID production
database fields.

Faculty and staff information will be taken from the Human
Resource’s ID authorization form to populate the proper ID production
fields.

Retired faculty and staff information can be obtained by calling
Human Resources.
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Contractor information can be verified by contacting the
organization’s most senior management person over the phone.

A digital photograph will be assigned to each ID production record
and printed on the ID. The photograph will include the patron’s head
and shoulders and will provide a clear view of the patron’s facial
features. Photographs will not include hats, headbands, sunglasses, or
non-traditional poses. Religious headdress will be permitted if it does
not obscure facial features.

A new 16-digit card number will be entered into the ID production
system, using the card numbering matrix provided by the bank. The
number will be encoded on the magnetic stripe during the printing
process.

Check all patron fields for accuracy.

Choose the printing option in the ID production system.

Collect $15 for a new ID, unless the student is participating in the
Swarm (student orientation) Program.

If the student is a Swarm participant, record the student’s name and E
number on the billing document, located on the shared network
document storage drive.

Off-campus, new ID cards:

A.

In most cases, departments will provide digital photographs and
student information for each new ID (e.g. SLIM or the Metro
Learning Center). The procedure for on-campus new ID card
production will be used in these cases.

After producing the ID cards, they will be returned to the
department, and the department will be responsible for distributing
the new ID cards and verifying identities.

Enter the billing information into the invoice document, located on
the shared network document storage drive (Q:Billings).

For all other new off-campus ID cards requested by individual
students, several options exist:

1. The student may choose to come to the ID & Ticketing
Office during her/his next campus visit.

2. The student may choose to work with an ESU instructor or
department to assist the ID & Ticketing Office in verifying
the student’s identity, student-provided digital photograph,
and current address.

3. The student may choose to provide a digital photograph,
address, phone number, and E number to an instructor
during an off-campus class.
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4. All alternative verification methods must be approved by
the Assistant Director of Business, Memorial Union.

A. After the student’s information has been verified, the procedures
for issuing on-campus new ID cards will be used.

B. Payment will be collected from the student prior to sending the ID.

C. After payment has been secured, the ID will be sent only to the
address as listed in the student information system.

D. No IDs will be sent to addresses different from the student
information system. Addresses must be changed in the student
information system first if the student requests that the ID be sent
elsewhere.

On-campus replacement ID cards:

A.

=

Ask the patron to enter his/her student or employee ID number via the
remote 10-key pad.

If the record does not exist, search by the patron’s name.

Find the correct student record by asking the patron to verify the last
four-digits of her/his social security number.

. Address information will be verified in the student information system,

by calling Human Resources, or by checking with the contract
employee’s senior manager.

Check the lost and found ID storage box for the patron’s ID. Return
the patron’s ID if found.

Thel6-digit card number, encoded on the magnetic stripe, will be
changed in the ID production system, using the card numbering matrix
provided by the bank.

The digital photograph stored in the ID production system will be used
as a visual means to verify the recipient’s identity.

. After verification, the patron will be given the choice to take a new

photograph.

Check all patron fields for accuracy.

Choose the printing option in the ID production system.

Collect the $15 replacement fee, unless the card is being replaced for
normal wear, official name changes, or student status changes. In these
specific cases, the replacement ID is free.
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Off-campus replacement ID cards:

A.

B.

Extreme care must be exercised when issuing replacement, off-campus
ID cards.

When a request for the replacement ID card is received, the student ID
number, address, enrollment status, class schedule, and phone number
must be verified. All patron-provided information must exactly match
the information in the student information system.

If the information matches exactly, payment may be accepted and a
new ID produced using the replacement production procedures for on-
campus ID cards.

The student’s name, E number, address, and phone number will be
recorded in the Off-campus Replacement ID Card Log, located on the
shared network document storage drive (Q:Replacement IDs).

No ID cards will be sent to addresses different from the student
information system. Addresses must be changed in the student
information system first if the student requests that the ID be sent
elsewhere.
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INCLEMENT WEATHER POLICY

Facilities Inclement Weather Policy

This policy is established in order to provide a procedure for the notification of
administrative personnel, faculty, staff, and students of the closing of the university for
severe weather conditions. Generally, the university does not close because of snow or
other inclement weather, and employees are expected to be at work during their regular
times. However, severe weather may delay or prevent employees’ travel to work or may
necessitate them leaving work early.

The Governor may issue a Declaration of Inclement Weather for the entire state.
Normally, the Governor may issue a Declaration of Inclement Weather for one or more
geographic areas of the state. The Governor has delegated to the President of Emporia
State University the responsibility and exclusive authority to make a Declaration of
Inclement Weather for ESU because of severe weather conditions. The President has the
responsibility and authority to maintain essential services and to provide for the
protection of resident students and University property when a Declaration is issued. It is
important to remember that a declaration of a weather emergency is a separate issue from
the suspension of classes. There may be instances when classes are suspended but an
inclement weather emergency is not declared.

Notification

Should a weather emergency be declared during the day time, employees will be notified
via calling trees from the President’s office, the Academic Affairs vice president’s office,
the Administration and Fiscal Affairs vice president’s office, the Student Affairs vice
president’s office, and the Human Resources office. At that time, the period for early
departure will be communicated. If any emergency declaration is announced before the
normal work day, the information will be announced on the local radio station KVOE
1400 AM and the Topeka television station WIBW. Employees who will be late or
unable to get to work are expected to give their department’s timely notice.

Inclement Weather Emergency Personnel

Employees who have been designated as Inclement Weather Emergency Personnel will
report to work or remain at work during declarations of inclement weather. Non-exempt
Inclement Weather Emergency Personnel who perform essential services shall be eligible
for compensatory time in addition to pay for hours worked during the Declaration.
Employees who do not perform inclement weather emergency services and who do not
work during the Declaration will receive administrative leave based on their regular work
schedule. Services requiring coverage during inclement weather emergencies include:
police and safety, power plant operation, food service for the students living in the
Residence Halls, clearing of walkways, streets, and parking lots, and other services as
deemed necessary by the President. The Director of Facilities will designate Inclement
Weather Emergency Personnel within the Physical Plant, Building Services and Policy
and Safety. The Director of Residential Life and the Director of the Memorial Union will
designate Inclement Weather Emergency Personnel for the residential living and food
service areas.
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Lost Time

Employees who do not report to work or who elect to return home after reporting to work
due to weather conditions when there is no official closing can select one of the following
options for handling the lost time:

1. Charge accrued vacation time (exempt employees may charge only in 4 or 8
hour increments).

2. Charge accrued compensatory time, if applicable.

3. Charge their discretionary holiday (may not be used for less than a full day).

4. Mark up the absent-from-duty hours within the same work week. Non-
exempt employees must make up lost time on an hour-for-hour basis. Plans
for make-up time must be worked out with the approval of the supervisor in
advance. Time not made up within the specified period will be charged to
accrue vacation leave or to leave without pay.

5. Employees who report late to work one hour or less because of inclement
weather will not be charged for that time. Employees reporting to work more
than one hour late must use one of the options available for handling all lost
time.

6. Employees on authorized leave, holidays, or sick days will not be affected by
these emergency procedures.

NOTE: This policy does not apply to the University Holiday Closing scheduled during
the Winter Holiday Break.
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LOST AND FOUND

Items found within the building and immediately outside the doors should be turned in to
the Information Center. After holding lost items for one semester, all unclaimed items are
turned over to ESU Police. Any found item which has a significant value (i.e. jewelry,
cash, etc.) will be secured in the safe in the Memorial Union Cashier’s Office. Lost items
turned in which have an identity-theft and/or electronic financial risk (wallets, credit
cards, bank cards, etc.) will be turned over to ESU Police & Safety. Lost Hornet Cards
are forwarded to the ID office where lost cards are maintained.
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PERSONNEL

Attendance - General Policy

All disciplinary action should be reasonable, timely, and related in severity to the
seriousness of the offense. Employees should be properly warned that past behavior has
been unacceptable and advised of the desirable behavior which is expected. Proper
warning should follow these progressive steps:

1*" infraction — oral warning (official documentation form is completed and
Maintained in the department tor departmental file for at least 1 year).

2" infraction — written warning (official documentation form is completed
and maintained in the official personnel file for at least 5 years).

3 infraction — suspension and/or dismissal (official letter is written and
Maintained in official personnel file permanently).

The level of disciplinary action depends on the severity of the offense, e.g., the supervisor
may issue a written warning or suspension on the first infraction, or the oral warning step
may be repeated.

Conflict of Interest Policy
The Memorial Union defers to the Emporia State University Policy Manual, SectionlE.

Punctuality
Employees are expected to report to work on time. Excessive absences or consistent

tardiness will be considered grounds for disciplinary action. Employees must contact
their supervisors and request permission to be absent prior to the commencement of their
shift. Leaving a message with an administrative assistant, student or co-worker is not
considered to be proper notification unless the supervisor is unavailable. Depending on
their specific needs, certain departments may have more stringent requirements.

Resignation
Employees planning to leave employment should submit a written resignation at least 2

weeks in advance to their supervisor. A notice of 1 month or more is preferable,
especially for exempt positions.

Termination of Employment

Permanent employees may be terminated from employment by the appointing authority
for cause. A letter stating the reason(s) for the suggested termination must be presented
to the appointing authority and the employee by the supervisor. Termination for cause
means that only performance and discipline deficiencies will be considered. No
employee can be dismissed for political, racial or religious reasons.

Job Abandonment

Any employee who is absent from duty for 5 consecutive work days without proper
notification to and authorization by the supervisor shall be considered to have resigned
his/her position.
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Vacation Leave

Vacation leave cannot be granted until after it has been accrued. Exceptions may be
granted for employees who are not assigned to work during a designated University
closing, as determined by the University President.

Vacation leave should be scheduled at a time mutually agreeable to the supervisor and the
employee. However, it may not always occur at the employee’s accustomed time. A
satisfactory schedule needs to be worked out so employees will not be deprived of
vacation leave.

Holidays

The following have been designated as legal holidays:
New Year’s Day Labor Day
Martin Luther King Day Veterans Day
Memorial Day Thanksgiving
Independence Day Christmas

Discretionary Day (determined annually by the governor)

Sick Leave
Sick leave cannot be granted until after it has been accrued. Sick leave with pay can be
granted only because of a personal or family illness, injury, or legal quarantine.

Use of sick leave is privilege and should not be abused. A medical certificate from an
attending physician may be required to verify the reason for sick leave usage. In the
event that an employee is unable to report for work, the supervisor should be notified
directly as soon as possible in order for arrangements to be made for someone else to
handle the work.

Sick leave may be granted due to illness or disability (including pregnancy, childbirth,
miscarriage and abortion) of a family member, when the illness or disability requires the
employee to be absent from work.

Family member is defined as:
1. Persons related to the employee by blood, marriage, or adoption; and
2. Minors residing in the employee’s home as a result of court proceeding
pursuant to the Kansas Code for Care of Children or the Kansas Juvenile
Offenders Code.

Family and Medical Leave Act

The Family and Medical Leave Act (FMLA) of 1993 requires the University to provide
up to 12 weeks of paid or unpaid, job-protected leave to eligible employees for certain
family and medical reasons. Employees are eligible if they have worked for the
University for at least 1 year, and for 1,250 hours or more during the previous 12 months.
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Employees must use all sick leave and vacation leave balances before leave without pay
will be considered.

The use of FMLA leave cannot result in the loss of any employment benefit that accrued
prior to the start of an employee’s leave. The employee should expect to return to his/her
original or equivalent position with equivalent pay, benefits, and other employment
terms.

Reasons for requesting such leave include:
1. To care for the employee’s child after birth, or placement for adoption or
foster care;
2. To care for the employee’s spouse, son, or daughter, or parent, who has a
serious health condition; or
3. For a serious health condition that makes the employee unable to perform the
employee’s job.
Any employee needing leave under FMLA should contact Human Resources to receive
the appropriate forms for requesting leave and obtaining medical certification.

If leave is approved, the employee should remain in contact with his/her supervisor and
Human Resources to monitor leave balances and benefit coverage. Upon return to work,
a physician’s release may be required by Human Resources and/or the supervisor.

Funeral Leave

Employees may be granted funeral leave with pay upon the death of a close relative.
Funeral leave cannot exceed 6 consecutive working days. The employee’s relationship to
the deceased, and the necessary travel time will be among the factors considered.

The term close relative has been generally defined by the University to include spouse,
children, parents, siblings, grandparents, grandchildren, aunts, and uncles including (half,
step, in-law, or foster). Funeral leave for other family members may be granted in special
circumstances, as approved by the Human Resources Director.

When an employee requests leave for the funeral of a person other than a close relative,
the employee may be granted vacation leave for the funeral. If the employee has no
vacation leave, he/she may be granted leave without pay. A funeral leave request form
should be submitted.

Jury Duty

Permanent or probationary employees shall be granted leave with pay for required jury
duty or for certain required appearances as a witness before a court, board, commission,
or legislative committee if the appointing authority considers the granting of leave with
pay to be in the best interest of the State. A court document must be provided to Human
Resources for verification. Employees will not be entitled to such leave if they are
appearing on their own behalf or in an action in which they are a party. Fees paid by the
court for jury service may be retained by the employee.

Military Leave
An employee may be granted leave without pay to cover the length of required service in
the military of the United States.
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If a permanent or probationary employee is a member of a reserve component of the
military service or the National Guard, the employee may be granted leave of absence
with pay for the duration of any official call to emergency duty and for the period or
periods of annual active duty for training.

The total amount of leave with pay for annual active duty for training shall be limited to a
maximum of 15 working days in any calendar year. This does not include regular
weekend guard duty. A copy of the military orders must be presented to Human
Resources.

Call-in and Call-back

Employees may be called in to work on a regular day off. If an employee is called to
work on a day off and is in a position that is eligible for compensatory time, the employee
will receive compensatory time for the actual time work unless the actual work time is
less than 2 hours. If less than 2 hours worked, 2 hours compensatory time will be given
to the employee.

Shift Differential

Any classified employee who is eligible for compensatory time and works on a shift that
either starts before 6:00 AM or ends after 6:00 PM will receive an additional amount per
hour based on classification for the total hours worked on that shift. This additional pay
only applies to hours actually on the job and not to any paid leave time (e.g., sick,
vacation, holiday, funeral, jury duty, annual military duty).

Compensatory Time Policy

A non-exempt employee is compensated for overtime worked with compensatory time
off at a rate of 1 ! hours off for each overtime hour worked in a work week.
Compensatory time will not be automatically converted to paid overtime unless the
employee terminates employment prior to use of the compensatory time.

Student Employment

Student Employee Expectations

The Memorial Union expects student employees to present the best image possible,
including a neat appearance and an air of courtesy to others. The Memorial Union
expects student employees to be reliable and efficient.

Dress Code

As a representative of the Memorial Union, we expect our employees to present a neat
and clean appearance. The supervisor of each department will determine the specific
dress code for that department.

Time Off

Student employees are expected to be prompt and regular in their attendance. Three (3)
unexcused absences will result in dismissal. An unexcused absence is one in which
you do not show up for work or do not call your supervisor to get permission to be
excused. It is the employee’s responsibility to get the correct phone number to use when
calling in sick and/or unable to work.
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3 unexcused absences will result in dismissal

2 or more absences during a semester will be cause for review & may
result in possible dismissal.

3 instances of being late or leaving work early during a month will
result in dismissal.

All student employees are expected to work during scheduled school breaks. The only
exceptions are: spring break and Christmas break. If classes are not in session and
University offices are open, student employees will be expected to report to work.

Disciplinary Policy

1.

Verbal Warning: 1 offense, the supervisor will discuss the incident
with the employee and indicate what corrections must be made. A
record of the verbal warning will be kept in the employee’s personnel
file.

Written Warning: 2" offense, a written notice will be prepared
explaining the incident and the action to be taken. The report will be
signed by the employee, supervisor and the department head. A copy
will be placed in the employee’s personnel file.

Third Incident: the employee may be suspended or terminated at the

discretion of the supervisor and department head.

Grounds for Dismissal of Student Employees

Any employee may be dismissed by an authorized person for cause. The following
offenses constitute cause for dismissal, but are not entirely restricted to these:

1.

A N A Al

Time Sheets

Drinking and/or coming to work under the influence of alcohol or
illegal drugs while on duty.

Not reporting to work during assigned/scheduled hours.

Carrying dangerous weapons while on duty.

Insubordination while on duty.

Theft connected with or while on duty.

Fighting or bodily assault on another person while on duty.

Immoral conduct on the premises.

Falsifying employment or payroll records.

Deliberate abuse of equipment while on duty.

Student employees of the Memorial Union must sign their time sheet each payday. Time
sheets are kept in the Administrative Office. A schedule of pay dates is available in the
Administrative office.

Student Address and Phone Numbers

It is the student employee’s responsibility to keep the department supervisor and the
Administrative Office informed of any changes in address, telephone, enrollment status,

and marital status.
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Ending Student Employment

Student employees who wish to end their employment with the Memorial Union must
give at least two (2) week notice. Failure to do so could result in the student being
ineligible for rehire and a less than favorable reference.
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POLICY FOR COMMERCIAL ENTERPRISE

Policy for Commercial Enterprise

The basic premise upon which these policies are based are the needs of the University
community for both available areas free from the constant press of commercialism and
the need for exposure to ideas, culture, and technology; the various demands on available
space, and budget consideration of the Memorial Union and university organizations.

A. For purposes of this policy, commercial enterprise will be considered in the
following categories:

1.

2.
3.

6.
7.

Commercial sale of merchandise (holding sales in concourse or a rented
room)

Display of commercial services (sales/no sales)

Sale of public information items (i.e. newspapers)

Display or sale of commercial firm services and use when sponsored by
recognized student organizations

Commercial programming displays of merchandise (i.e. bridal show,
nautilus, etc...)

Programming under co-sponsorship with commercial enterprise

Other

B. Any party with the intent to utilize the services of the Memorial Union for
commercial enterprise will adhere to the following policies:

1.

Commercial enterprise may not rent or use general public area space in the
Memorial Union for the sale or display of merchandise with the exception
of commercial firms selling items judged to be necessary for the
availability of news and information.
Commercial enterprise may rent rooms in the Memorial Union for the
purpose of the display and/or sell of merchandise.
Commercial firms intending to display services that are judged to be
generally necessary or advantageous for students and the University
community (i.e. phone services, banking services), may rent space in
public areas. Community service or governmental agencies offering
commercial-like services or registrations may schedule public area space
on a space available basis.
Commercial enterprise may be sponsored by a recognized student
organization to display and/or sell merchandise or services in public areas
or rented rooms provided that:
a. The sponsoring organization is a major participant in the display
or sales effort.
b. The sponsoring organization receives a significant return for its
efforts.
c. The operation and context is judged not to be a commercial
enterprise using a student organization as a front to gain access.
d. The merchandise and/or services are judged not to be in direct
competition with the merchandise and/or services that are offered
in the Memorial Union.
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ART, POSTERS, BANNERS., FLYERS, BULLENTIN BOARDS,
TENT CARDS, DISPLAY CASES, AND DECORATION POLICY

Art Policy

Art is displayed in the Memorial Union to provide opportunities for university staff,
faculty, students, and guests to experience and appreciate art and artists. The Memorial
Union is proud to display a diverse variety of art in efforts to fulfill the role of the
Memorial Union in meeting the educational mission of Emporia State University. The
Memorial Union does not house a designated art gallery but rather provides art displays
in hallways, meeting rooms, lobbies, and service areas. Attention should be given to
where the artwork is displayed as the surroundings should complement the nature of the
artwork.

A. Tt shall be the responsibility of the Memorial Union Art Display Director to
review all art to be displayed in the Memorial Union.

B. Should complaints be received on certain works of art, said art will be reviewed
by the Memorial Union Art Committee in a timely manner.
1. No artwork will be removed from display until it had been so decided in a
review by the Memorial Union Art Committee.
2. Membership of the Memorial Union Art Committee shall include:
a. Art Display Director
b. The faculty-at-large position on the Memorial Union Board of
Directors
c. The student executive committee member from the Memorial
Union Board of Directors
d. The Memorial Union Director
3. Any decision made by the committee may be appealed to the Memorial
Union Board of Directors.

Special Events, Bulletin Board Guidelines for Display of Flyers

Special Events provides the opportunity for recognized student organizations and
divisions and/or administrative areas of Emporia State University to publicize upcoming
events through means of bulletin boards located in buildings on campus. When space
permits, ESU departmental flyers announcing non-event information of interest to the
general student population may also be posted. This information pertains only to Special
Events bulletin boards; it is in no way the policy for posting materials on departmental,
Associated Student Government or Union Activities Council bulletin boards. Individuals
or organizations need to check with these groups to determine their guidelines.

As space permits, materials may be displayed for up to two (2) weeks in advance of the
event. All materials must be approved in the Center for Student Involvement off of the
Main Lobby in the Memorial Union. All postings will be done by Center for Student
Involvement employees. In order for materials to be posted, it is necessary to comply
with the following guidelines:
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10.

Student organizations must be recognized by Associated Student Government in
order to post information for upcoming events. No commercial advertisements will
be posted unless they relate to events sponsored by recognized organizations.

Materials need to include the name of the event, date, time, place (on-campus
building name, room name and/or number or off-campus name and street address),
an Emporia State University approved power E logo, the sponsoring organization's
full name and approval stamp from CSI.

The deadline to submit a poster/flyer for the route is noon on Mondays and
Thursdays.

During peak times, promotional materials will be posted on no fewer than 50% of
the poster route in fourteen (14) academic buildings.

Due to bulletin board space limitations, materials cannot exceed 8.5" x 11".

No poster or flyer will be approved if it promotes profanity, discrimination (racial,
sexual, age, disability, etc.), exploitation (as described in university policies),
religious or political views, alcohol or drug abuse, or illegal activities.
Unauthorized materials will be removed and discarded without notification.

It is strongly recommended that a proof be given to the Center for Student

Involvement for approval before copies are made. The number of posters/flyers
required, depending upon coverage desired, is as follows:

Non-Academic Buildings Only 11
Academic Buildings Only 14
Residence Halls Only 38
Total Distribution 63

Materials promoting course offerings and schedule changes will not be accepted.

Any exceptions must be authorized by the Executive Secretary of the Special

Events Board, who may be contacted through the Center for Student Involvement,
341-5481.
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Policy for the Use of Posters, Flyers, Bulletin Boards, Tent Cards, Display Cases and

Decorations

In order to provide a clean and attractive environment in the Memorial Union, the
following guidelines and procedures for display of posters, flyers, bulletin boards, display
cases, decorations, and tent cards has been established.

A. Special Events provides the opportunity for recognized student organizations and
divisions and/or administrative areas of Emporia State University to publicize
upcoming events through means of bulletin boards located in each building on
campus. This information pertains only to Special Events bulletin boards; it is in
no way the policy for posting materials on departmental bulletin boards,
Associated Student Government bulletin boards or Union Activity Council
bulletin boards. Individuals or organizations need to contact these groups to
determine their guidelines.

1.

(98]

10.

Materials may be displayed two (2) weeks in advance of the event unless
the demand for bulletin board space is too great; every attempt will be
made to display the materials for at least one week.
Special Events in the Center for Student Involvement Office, off the main
lobby in the Memorial Union, must approve all materials off of the main
lobby in the Memorial Union.
Personnel hired through Special Events funding will do all posting.
Student organizations must be recognized by Associated Student
Government in order to post information for upcoming events; no
commercial advertisements will be posted unless they relate to events
sponsored by recognized student organizations.
Materials need to include the date, time, place and name of the event as
well as the sponsoring organization’s full name. Must have ESU approved
trademark logo on material.
Only the required number of materials, according to desired distribution,
will be accepted for posting; if specialized distribution is required, the
preferred Special Events bulletin board(s) should be indicated in writing,
for posting.
The number of posters required, depending on desired coverage, are as
follows:

a. Building distribution only- 26

b. Residence halls only- 44

c. Total distribution- 70
Materials promoting course offerings and schedule changes will not be
permitted.
Any exceptions will be authorized by the Executive Secretary of the
Special Events Board.
Poster size should be kept to a minimum to allow adequate space for
display of other posters in the same area. Maximum approved size is 24” x
36”.

69



B. Memorial Union Bulletin Boards, Posters and Flyers General Regulations

1.
2.

3.

4.

5.

6.

The Memorial Union has three (3) general display boards.

All materials (posters, flyers, tent cards) must be approved in the
Conference and Scheduling Office.

No materials may be taped or tacked to the wall, doors, windows, or floor
in the Union unless approved by the Memorial Union Director.

Banners must be approved by the Conference and Scheduling Office and
may be placed only in mutually agreed upon areas.

No poster or flyer will be approved if it promotes profanity,
discrimination, alcohol or drug abuse, or illegal activities.

Unauthorized posters will be removed and discarded without notification.

C. Special Bulletin Boards and Regulations

1.

2.

Free Boards: located in the North hallway is provided so that any
individual or group can post information without approval.
a. This information can include personal or classified items.
b. There is a two (2) week limit on posting items to allow room for
as many posters as possible.
c. Unauthorized posters will be removed and discarded without
notification.
Memorial Union Job Announcement Boards: these boards are provided to
list job openings in the Memorial Union as well as job openings on and off
campus.

D. Tent Cards

1.

2.

All tent cards must have approval by the Center for Student Involvement
before being distributed. Size and content will be taken into consideration.
Only tent cards advertising an event sponsored by a recognized Emporia
State University organization may be displayed in the Memorial Union.

a. No exceptions will be made unless specifically approved by the
Memorial Union Director.

b. No tent cards intended for promotion of commercial firms will
be allowed even when sponsored by a recognized ESU campus
organization.

Tent card advertising can be displayed a maximum of seven (7) days
before an event, not counting a weekend.

a. No more than three (3) different cards may be displayed at one
time.

b. Priority will be given on a first-come-first-serve basis.

All tent cards must display the full name of the sponsoring organization.
Tent card distribution and removal are the responsibility of the
organizations.

a. All tent cards must be removed by the sponsoring organization
no later than noon of the day following the event.

b. Failure to do so will result in the loss of the privilege to place
tent cards for the balance of the semester.

All tent cards will be approved as to size and content in the Center for
Student Involvement Office and authorized for placement on Main Street
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seating tables and the Lakeview Cafeteria. No tent cards will be placed in
the Skyline Dining Room.

7. The Memorial Union Director must approve the placement of cards at any
area not specified above.

8. No tent card will be approved if it promotes profanity, discrimination,
alcohol or drug abuse, or illegal activities.

9. The Memorial Union staff reserves the right to remove unauthorized or
inappropriate tent cards without notification.

E. Display Cases:
1. Scheduling of the display cases will be through the Conference and
Scheduling Office.
2. Student Organization Display Cases:
a. Four (4) enclosed wall display cases are provided for scheduling
by recognized student organizations on campus.
(1) These display cases are not intended for displays by
an individual.
(2) There is a one (1) week time limit on scheduling
unless pre-approved by the Program advisor.
b. The dimensions of the Student Organizations display cases are as
follows:
(1) Number 3 Display Case- northern case in West
Lobby.
4°2” wide
3’107 tall
8” deep
(2) Main Street Case — south of the Hornet Express. 3
sections each.
3°6” wide
3’47 tall
6” deep
(3) Number 4 Display Case- located next to the elevator
in the West Lobby by the Hornet’s Nest stairway
5’5" wide
3’8" tall
8” deep
(4) Number 5 Display Case — southern case in West
Lobby.
3°6” wide
3’107 tall
8” deep

3. No display case will be approved if it promotes profanity, discrimination,
alcohol or drug abuse, illegal activities.

4. Unauthorized or inappropriate displays will be removed without
notification.
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5. If the display cases are damaged by an organization, merchant, or
University department, the Memorial Union will have the unit repaired
and the organization, merchant or University department will be charged
for any costs incurred.

6. If any merchant or organization has items on display which they wish
insured, the Memorial Union must have a list of the items and their value
prior to display.

c. The insurance coverage has a maximum $250 limit unless special
arrangements are made.

F. Distribution of Brochures, Newspapers, and Handouts
1. Free Standing Baskets, Racks, or Stands

a. In order to prevent obstruction to passage of persons in the
concourse area and to reduce clutter, only The Bulletin rack and
ASG newspaper racks will regularly be allowed in the
concourses or otherwise approved by the Memorial Union
Director.

b. All others must be scheduled on a daily basis, as are display
tables with the Conference and Scheduling Office.

G. Decoration in the Memorial Union
1. All recognized student organizations, and ‘outside groups’ scheduling the
building are expected to follow the policy outlined below in regard to
decorations in the Memorial Union.
a. The intent of the decoration policy is to protect the Memorial
Union facilities for use of other organizations.
b. Any organization using decorations is expected to leave the area
used in the same condition as they found it.
2. Decoration Regulations to be followed in the Memorial Union:
a. Fire regulations: In planning and setting up decorations, the
organization must comply with the fire regulations.
(1) All exits must be free of barricades and exit signs
must be clearly visible.
(2) All paper materials used must be fireproofed or fire
resistant.
(3) The Memorial Union maintenance staff must
approve any extensive electrical power demands.
(4) Caution must be taken to keep all paper or cloth free
from light fixtures.
b. No nail, screws, hooks, etc., maybe driven into walls, floors, or
ceilings.
c. Any freestanding decorations (i.e. panels) must be stable in
nature and lightweight in construction.
d. No decorations may be glued or taped to any surface.
e. Spray and conventional painting inside the Memorial Union is
prohibited.
f. Water, sand or gravel cannot be used in decorations except when
in containers commercially made for the purpose of holding such
materials.
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g. Though construction of decorations (carpentry) is not restricted,
all organizations are expected to work with caution and care to
assure that the building is not damaged in any way.

h. All organizations are advised to check with the Conference and
Scheduling Coordinator during the early planning stage of
decoration so that any questions can be answered.

3. Any damage done will be repaired by the Memorial Union, and the
organization responsible for the damage will be billed for all costs
incurred.
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PROMOTION AND/OR SALE OF GOODS AND SERVICES POLICY

Promotion and/or Sale of Good and Services Policy

The following policy relates to sales or promotion of products and or services on the
Memorial Union Mainstreet/West Lobby.

A.

B.

A maximum of four (4) persons shall work at any one table or station.

A maximum of three (3) days will be scheduled for any beginning of a semester
period.

Sales agents may offer Memorial Union patrons complimentary goods and may
discuss purchase prices if the recipient shows interest by stopping to respond.
However, the vendor must not venture more than an arm’s length from their table
to offer goods.

. Sales agents may not move away from the tables to follow patrons, to solicit

business, to stop patrons, or to in any way interfere with the free passage of
patrons.

Sales agents may not yell at, hassle, or cajole patrons or repeatedly promote to the
same patrons.

The Memorial Union reserves the right to ask any vendor to cease their operation
if their behavior is deemed to violate any of these standards. If asked to cease and
withdraw, the vendor (deemed to be the company as well as the specific vendors)
will be denied the right to schedule in the Memorial Union for a period of two (2)
semesters.

Each vendor will be provided a copy of this policy.

. Vendors will be charged at the appropriate rate as stated in space rate schedule.

I have read and agree to abide by the policy outlined above.

Vendor’s Signature:

Date:
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RECORD RETENTION

In business, good recordkeeping is essential not only for tax reporting purposes but also
for the success of the company. The guidelines below give retention periods for the most
common business records.

A. Accounting Records Retention Period
Accounts payable 7 years
Accounts receivable 7 years
Audit reports Permanent
Chart of accounts Permanent
Depreciation schedules Permanent
Expense records 7 years
Fixed asset purchases Permanent
General ledger Permanent
Inventory records 7 years
Loan payment schedules 7 years
Sales records 7 years
Tax returns Permanent

B. Bank Records Retention Period
Bank reconciliations 2 years
Bank statements 7 years
Cancelled or substituted checks 7 years

(Permanent-real estate purchase)

Electronic payment records 7 years

C. Corporate Records Retention Period
Board minutes Permanent
Bylaws Permanent
Business licenses Permanent
Contracts — major Permanent
Contracts — minor Life + 4 years
Insurance policies Life + 3 years

(Check with agent. Liability for prior years can vary.)

Leases/mortgages Permanent

D. Employee Records Retention Period
Benefit plans Permanent
Employee files (ex-employees) 7 years

(Or statute of limitations for employee lawsuits.)

Employment applications 3 years
Employment taxes 7 years
Payroll records 7 years
Pension/profit sharing plans Permanent
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E. Real Property Records Retention Period

Construction records Permanent
Leasehold improvements Permanent
Lease payment records Life + 4 years
Real estate purchases Permanent

Department Copies of Records/Reports

Departmental records will be retained within each department for the current fiscal year
and must be kept until the fiscal year audit is completed and accepted by the Board of
Directors.

It will not be necessary for records to be retained beyond that time except those deemed
necessary by the Department Head as needed for background information. Those records
should follow the guidelines for storage as indicated below and will be disposed of after
one (1) year unless marked otherwise.

Storage of Records
A. Personnel Records:
Will be stored by calendar year. The boxes or logs should be clearly
identified by the year.

B. Financial Reports/Records:
Are to be stored by fiscal year in covered boxes appropriate to the size of the
material to be stored. Boxes should be clearly identified by the content and
the fiscal year, (i. e. 7/1/2009 — 6/30/2010).

Records will be kept for the time specified according to the foregoing
information and on the chart posted in Archives. At the time a new fiscal
year’s records are stored in Archives the oldest records will be removed and
destroyed.

C. Departmental Records:
If necessary to retain for background information, departmental records
should be stored in boxes appropriate to the size of the material and clearly
identified by the department and the fiscal year.

Departmental records will be removed and destroyed from Archives after one
year unless clearly marked otherwise.

Responsibility

A. Tt shall be the responsibility of each department to prepare the records for
storage as outlined above and notify the Memorial Union Administrative
Assistant who has responsibility for archiving Memorial Union records, that
the records are ready to be stored.

B. The Memorial Union Administrative Assistant will be responsible for
maintaining Archives, and based on the foregoing information, for approving
all materials prior to storage in Archives and for confirming proper
identification of material prior to storage. Removing and destroying records
shall be the responsibility of the Administrative Assistant.
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ROOM AND SPACE RATES

Room Rates as of 10/31/05

Ballroom

Black/Gold (if not a meal)
Computer Lab

Flint Hills

Norton

Greek 1

Greek I1

Greek Room (combined)
Heritage

Hornets Nest

Kanza

KSN

KSTC

Messenger

PDK

PKP

Regents Room (if approved by Pres. office)
Skyline

Stadium

V.H.O.H.

WLH (combined)

WLH #1

WLH #2

WLH #3

Xi Phi

Heart of America Room
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$500.00
$ 25.00
$100.00
§ 75.00
§ 25.00
$ 40.00
$ 40.00
$ 75.00
§ 50.00
$100.00
$250.00
$ 50.00
$ 50.00
$ 50.00
§ 55.00
§ 50.00
§ 75.00
$100.00
$ 25.00
$ 75.00
$500.00
$250.00
$100.00
$100.00
$ 55.00

§ 25.00



Space Rate Schedule

The following schedule establishes minimum charges for space in the Memorial Union.

A.

™o

When a group orders a served meal from Dining Services, the room in which the
meal is served will be charged at ! room rate. Exceptions are service clubs that
have their weekly meetings (i.e. Lions club, Optimist, HR Page, etc.)

Under no circumstances can the set-up exceed room capacities determined by
physical and safety limitations.

It is of mutual advantage to the client and to the Memorial Union to set realistic
expectations on the number of people attending an event.

1. The Memorial Union will charge for 95% of the contracted
estimate or 100% of those attending, whichever is greater.
2. This policy applies only to space rental and not to food service,

equipment rental, or other sundry expenses incurred by the client.
Deposit required for large events, and wedding receptions.
Organizations and departments may charge on account, food or services provided
by Sodexo.

Security Deposit and Hold Policy

1.

2.

Rooms will be put on HOLD for only 7 days before a deposit needs to be paid or
the rooms will be released.

The deposit will be $500.00; half of this will be for a security deposit which will
be refunded back to you if there are no damages or additional cleaning needed
after the event. The other half of this $500.00 may be applied toward the room
rental.

a. If the room/event is cancelled withinl month after the date it was
scheduled, then all the deposit ($500.00) is refunded.

b. If the room/event is cancelled 1-3 months after the date it was scheduled,
then half of the deposit ($250.00) is refunded.

c. Ifthe room/event is cancelled 3-6 months after the date it was scheduled,
then $125.00 of the deposit is refunded.

d. If the room/event is cancelled anytime after 6 months of the date it was
scheduled, then none of the $500.00 deposit will be refunded.
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SCHEDULING

Procedures for Scheduling an Event

A.

Events are scheduled in the Conference and Scheduling Office and can be
done so by telephone or by visiting the office in person to make a request
for the date, time and location needed.

This should be done at least one (1) week prior to the scheduled event.

Conventions and conference of more than one-hundred (100) people or
events desiring food service for more than fifty (50) people should be
scheduled several months before the date of the scheduled event.

Any official member of an approved or recognized campus organization
may make room reservations for his/her group.

Upon the date of the initial request, all necessary information should be
provided relative to the nature of the activity, (Required decorations,
expected attendance, the date, and time of the activity, etc.)

The individual making the request much be authorized by their
organization to do so.

The Conference and Scheduling Office will examine the requests and seek
further information as is necessary. If the activity is approved, necessary
conditions and regulatory measures will be prescribed in a timely fashion
to avoid conflict with other University activities and to assure the safety
and rights of others. Failure to comply with the conditions of the
scheduling agreement jeopardizes the scheduling privileges of
organizations and those individuals responsible for scheduling events.

Scheduling Display Tables in the Main Street Area

Display tables will be set up in the Main Street Area for any recognized student
organization or University department requesting such a set up after the Conference and
Scheduling Office has received sufficient information regarding the use of tables. These
tables may be used for the purposes of advertisement, recruitment, displays, solicitation,
and fund raising.

A. Scheduling of Display Tables for the Purpose of Solicitation or Fund Raising:

1.

Solicitation is defined as the act of any person selling a product or service
for personal profit or gain. This definition includes religious solicitors,
charity, and/or donation representatives. Fund raising is described as the
intent to raise additional monies not included in the Associated Student
Government budgets through the solicitation of donations, the charging of
admission, or the selling of products or services.
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An application for solicitation/fund raising must be completed and
returned to the Conference and Scheduling Office no later than 4:30 PM
two (2) full working days before the event (form is available in the
Conference and Scheduling Office).

Any group scheduling a display table for the purpose of solicitation of
fund raising will be charged as prescribed under Special Services and
Rates for Events.

Individuals and organizations, which are not recognized student
organizations or recognized employee organizations, may not solicit or
distribute materials on the University campus. Individuals who are
candidates registered for local, state, or national office may solicit support
for their candidacy on the sidewalks immediately outside organized
campus events, within the 30 day period immediately preceding primary
or general elections.

The Conference and Scheduling Office must approve all items offered in
exchange for donations. Consumable items must be pre-packaged,
processed items rather than “homemade” items. No items may be offered
which is in direct competition to an item offered for sale in the Memorial
Union.

. All displays must clearly identify the name of the sponsor.

Scheduling Policies

A.

The Memorial Union reserves the right to cancel any reservation if it
conflicts with the general policy of the university regarding meetings on
campus or to change the location of a reservation with the understanding
that comparable space will be provided.

Access to Reserved Areas: the Memorial Union staff will have complete
access to the reserved area at all times. The Memorial Union may
terminate a scheduled activity if any incidents occur which might
jeopardize the general well-being of the building and its patrons.

Commitment of Reservation: A scheduled event is subject to limitations

of the times listed on the scheduling form as other events may have been
scheduled before or after the allotted time.
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D.

F.

Canceling Room or Area Reservations:

1.

All groups scheduling events in the Memorial Union are expected
to inform the Conference and Scheduling Office as quickly as
possible when they have decided to cancel an event for which a
room has been reserved. Pre-set rooms may be cancelled up to 24
hours before, and required set rooms up to 48 hours before the
event at no charge.

a. Late Cancellation Fees: Any notification to cancel a
scheduled room will be considered “late” if received in the
Conference and Scheduling Office later than 24 hours for a
pre-set and 48 hours for a required set room prior to the
scheduled event.

b. Cancellations for meetings scheduled on Saturday and
Sunday will be considered “late” if not received in the
Conference and Scheduling Office before the close of the
office on the prior Thursday.

c. Cancellation fees will be assessed as follows:
University Groups: Pre-Set $10.00
Required Set  $30.00
Non-University Groups: Pre-Set 50%

of room rate
Required Set 100%
of room rate
Large events/wedding receptions — see Conference and Scheduling
section in manual.

Conditions contributing to a “late cancellation” or “no-show”
which are beyond the control of the sponsoring agent or
organization will be considered by the Assistant Director of
Scheduling/Operations when assessing cancellation fees.

Failure to comply with this policy may result in an organization
being denied scheduling privileges.

Continuous Scheduling:

1.

A recognized university organization may request space for
regularly scheduled meetings (i.e. weekly, monthly, or on a
continuous basis for the entire school year).

See Conference and Scheduling for the continuous Scheduling
form.

Scheduling “Holds:

1.

Indefinite planning makes it necessary to place holds on requested
areas until plans are completed.
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2. “Holds” will be place on one (1) specific area for a period to two
(2) weeks.

3. Only one (1) date will normally be held for the same function. If
more than one date is held, scheduling for a specific date mush be
determined and confirmed within two weeks from the date the
scheduling party initiates the “hold”.

4. After two (2) weeks the Conference and Scheduling Office will
release the “hold” from the requested area unless the scheduling
party confirms the request. It is the responsibility of the
scheduling party to contact Conference and Scheduling Office for
confirmation of the area and dates.

G. Outstanding Debts:
The Memorial Union reserves the right to refuse scheduling and/or
catering service to any organization or group with outstanding debts
sixty+ (60) days overdue. All debts are payable to the Memorial Union

and/or Sodexo.

Scheduling Regulations

The Conference and Scheduling Office serves as the central office for the purpose of
scheduling meals, meetings, conferences, etc. in the Memorial Union. Other university
facilities used for non-academic purposes are also to be scheduled in the Conference and
Scheduling Office. Existing policies are procedures associated with scheduling are either
listed or referred to within this procedural manual.

A. All scheduling of the facilities and services provided must be completed
by the Conference and Scheduling Office, confirmed on the “Scheduling
Confirmation” form, and scheduled in accordance with established
policies and procedures.

B. Communication between the Memorial Union Conference and Scheduling

Office and university departments is necessary in order to double check
the scheduling of events on the campus of Emporia State University.
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STANDARDS OF CONDUCT

Assessment for Damages and Losses

All groups or individuals responsible for damages or losses occurring during or resulting
from individual or group conduct in the Memorial Union shall be directly responsible for
the extent of the damages. It is the policy of the Memorial Union to assess the situation
prior to taking action, including accusations of involved persons.

A. The Memorial Union Corporation has insurance coverage for damage to the
building and property with a deductible clause of $100,000.00. The liability for
the $100,000.00 will be as follows:

1. Accidental damage will be negotiated between the Memorial Union and the
responsible party(s).
2. Those responsible will be held liable for all malicious damages to the
Memorial Union building or property.
3. Any person(s), when performing in the Memorial Union in exchange for
payment, are responsible for all damages.

Disorderly Conduct of Non-University Persons Procedures

A. In the first instance of misbehavior, every effort to correct the situation shall be
made before ESU Police & Safety is contacted. If these efforts are unsuccessful,
ESU Police & Safety will be contacted by Memorial Union staff or the Operations
Manager. ESU Police & Safety will be given a brief description of the situation
and a request for assistance.

B. Every effort should be made to maintain contact with the individual(s) to deter
any further misbehavior or jeopardizing the well being of the Memorial Union or
its patrons.

C. It 1s understood that ESU Police & Safety will have the full cooperation of the
Memorial Union staff and a request will be made to ESU Police & Safety for a
summary of all action taken.

Emporia State University and the Memorial Union Rules and Regulations for
Visiting Groups

A. Emporia State University and the Memorial Union reserve the right to make final
decisions relative to the regulations listed below. All policies listed are provided
to ensure the safety and well being of university staff, students, and guests as well
as to ensure a healthy and pleasant learning environment. Any questions or
comments may be directed to the Conference and Scheduling Office in the
Memorial Union.

1. Possession of alcohol, drugs, firearms, or explosives (including firecrackers)
is strictly prohibited. Persons possessing such items are subject to legal and/or
disciplinary action including being removed from campus.

2. Removing screens from windows and climbing in or out of windows on
campus is prohibited.
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3. Yelling, cheering, loud radios, or other loud noises in the residence halls and
within 50 yards of the residence halls is prohibited between the hours of
10PM and 7AM.

a. All Emporia State University guests are expected to be considerate of
themselves and other guests at all times.

b. ESU guests staying on campus shall not enter residence halls, floors,
wings, or buildings not assigned to their party.

4. Indoor water fights and running in the shower are prohibited.

5. Do not purposely overload the capacity of an elevator.
a. Should an elevator get stuck, occupants shall follow the emergency
procedures as directed.
b. Occupants shall not attempt to remedy the situation without the
assistance of Memorial Union or ESU staff.

6. All guests of the university shall park in locations that are assigned to them.
a. Guests shall respect designated fire lanes, handicapped parking,
reserved spaces, and other restricted areas.
b. Even when unloading, guests shall do so in appropriate locations.

7. Lost residence hall keys can be replaced at a charge of $25.00 each. The
sponsoring group will be billed.

8. Guests arriving on campus with a sponsor shall not leave campus without
permission from their sponsor. Any unusual and/or potentially dangerous
events, activities, or strangers should be reported to ESU Police and Safety,
university officials, or Memorial Union staff.

9. The residence hall intercoms are for contacting the residence hall reception
center only.

10. Taping, nailing, tacking, or gluing materials to the walls is prohibited.

. Open flame candles are prohibited. The Conference and Scheduling Office in the
Memorial Union will provide a list of specific items that are permitted. All
decorations, including crepe paper, must be made of fire resistant materials. Hay
and straw are prohibited indoors (in compliance with NFPA 101 Life Safety
Code).
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Memorial Union Standards of Conduct

By enrolling at Emporia State University, students accept responsibility for compliance
with the Student Code of Conduct, all university and Regents policies, and contracts. In
order to maximize the freedom and enjoyment of university life for all persons, the
personal conduct of each student is expected to reflect a high consideration for the rights

of others.

A. Appearance

1. Shirts and shoes must be worn in all areas of the Memorial Union.

2. Individuals shall not lie or sleep on the furniture provided in the lounge area.

3. It is expected that all Memorial Union patrons will utilize the facility,
furnishings, and equipment in an orderly and proper manner.

B. Actions

Actions prohibited in the Memorial Union shall include but not be limited to the

following:

1. The unlawful use or possession of drugs.

. The possession of a firearm(s).

3. The unlawful use or possession of alcoholic beverages (this includes any
alcoholic beverages being served by Dining and Services).

4. Gambling.

5. Theft, forgery, and fraud, including improper use of student identification
cards and attempts to obtain money or property under false pretenses.

6. The intentional destruction or damage of property.

7. Obscene conduct.

8. Conduct deemed dangerous or potentially dangerous by Memorial Union
staff.

9. Any act or threat including profane or abusive language, perpetrated for the
purpose of submitting any patron or staff of the Memorial Union to discomfort
or indignity.

10. Disobedience of orders by authorized Memorial Union officials.

11. Actions which interfere with the rights or privileges of other members of the
university community, including the disruption of essential functions of the
university and/or the Memorial Union, or the interference with the
performance of the duties of university and/or Memorial Union personnel.

12. Actions leading to convictions of criminal offenses.

13. Entering or being present in the Memorial Union without proper authority.

85



Memorial Union Procedures for Handling Misconduct

These regulations have been established to outline consequential actions that will
appropriately dispel any offenders as to ensure the safety of all Memorial Union staff and
patrons. All occurrences of misconduct should first be assessed to determine the
appropriate action to be taken. The following procedures are to be followed by MU staff
or the Operations Manager immediately following the incidents of misconduct that have
been deemed necessary of disciplinary action.

A. Procedures to be followed when the misconduct cannot be remedied by the
individuals involved leaving the premises.

1.

9]

Either the Memorial Union staff member appointed or the Operations
Manager is to request to see the individual’s valid student I. D. card. If the
individual does not have a valid I. D. Card, other identification will be
accepted.

Should the individual refuse to show the proper identification, (driver’s
license and/or ESU Hornet Card) or provide their name, they shall be
informed that they are trespassing.

If the individual is an ESU student, the Memorial Union staff member or
the Operations Manager will inform the student that the incident will be
forwarded to the conduct officer for resolution through Student Code of
Conduct. The individual will be instructed to leave the premises
immediately.

ESU Police & Safety (ext. 5337) will be called to assist should the
individual be unwilling to leave.

A written report should be completed following the incident.

If the individual is a student, the report will be forwarded to the Judicial
Office and handled through the Code of Conduct.

B. Procedures to be followed when the misconduct appears to be a violation of the
law, a present danger to persons in the building, or has resulted in significant
damage in the building:

1.

ESU Police & Safety (ext. 5337) will be contacted immediately (by
Memorial Union staff or the Operations Manager) to inform them of the
situation and request assistance.

The violator should be kept under surveillance and, if clear threat of
danger seems apparent, care should be taken so that others are not
inadvertently subject to that threat.

Memorial Union staff or the Operations Manager on duty will be alert to
the arrival of ESU Police & Safety.
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TICKET ADMISSION POLICY

Ticket Admission Events

There will be a rental charge for use of the Memorial Union when there is a ticket
admission fee to the event. Room rental charges include room set-up, public address
system, and cash banks. The room rental charge does not include concert sound system.

A. Charges will be based on the following:

1.

Recognized campus organizations:
a. 10% of the gross receipts; or
b. 40% of the published room rate, whichever is greater

2. Non-University groups:

a. pay 150% of the published room rate; or
b. donate all proceeds above costs to either the Memorial Union or
the Emporia State University Scholarship Fund.

B. Any deviation from the preceding charges will be only at the discretion of the
Memorial Union Director.

C. All groups sponsoring and event for which an admission fee is assessed is
required to use a cash bank made up by the Memorial Union Cashier’s Office.
Procedures for obtaining and accounting for a cash bank are as follows:

1.

The responsible party for the events shall submit a Cash Bank Request
Form to the Conference and Scheduling Office one week prior to the date
of the event.
a. The request may be made at the time the event is scheduled.
b. Four copies of the request will be made and given to:
(1) The scheduling party
(2) The Cashier’s Office
(3) Conference and Scheduling Office
(4) The Operations Manager
The cash bank will be picked up from the Cashier’s Office by the
responsible party or from the Operations Manager, depending on the day
and time of the event. The responsible party will verify the amount in each
cash bank and sign the Bank Check-Out Form in the Cashier’s Office.
Upon completion of the event, the same responsible party will return the
cash bank to the Cashier’s Office or the Operations Manager.
a. The organization representative will affix their signature to the
tape at the closure of the cash bank.
b. The Operations Manager will check the cash bank in on the Bank
Check Out Form in the Cashier’s Office.
The gross income figures as recorded by the Memorial Union Cashier’s
Office will be reported to the Conference and Scheduling Office. From
this figure charges will be assessed to the to the organization sponsoring
the event.
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D. If an organization desires to use the facility without a charge all proceeds must be
turned over to either the Memorial Union or the ESU Scholarship Fund. The
Application for Use of the Memorial Union Without Charges must be filed with
the Conference and Scheduling Office as well. The following regulations will be
followed for using the facility without charge:

1.

The Application for Use of the Memorial Union Without Charges must be
filed with the Conference and Scheduling Office no less than five (5)
working days prior to the scheduled event. A copy of this form will be
sent to the University Endowment Office and/or the Memorial Union
Director.

A cash bank from the Cashiers Office must be requested and used (see
above procedure).

The gross income figures as recorded by the Memorial Union Cashier’s
Office will be used to assess charges unless a receipt of the donation is
presented to the Conference and Scheduling Office within seven (7) days
following the date of the event.

In addition to the preceding charges for ticket admission events, charges
will be made for special services which are not included in the normal
room set.
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Tobacco Usage Policy

In the promotion of a healthy and sanitary environment, the University prohibits tobacco
usage within designated campus buildings and designated exterior space.

All tobacco usage shall be prohibited in buildings and smoking shall be prohibited within
designated exterior spaces. Exterior smoking areas shall be located a minimum of 30 feet
away from all building perimeters and designated exterior spaces.

Policy exceptions or exemptions for structured activities (i.e., academic research,
theatrical performances) shall be submitted, in writing, the Director of University
Facilities and considered for approval by University Administration. Requests should be
made a minimum of two weeks prior to the activity.

Request for exterior spaces, beyond the 30 foot restricted area around building,
designated as non-smoking areas and requests for exterior spaces, within the 30 foot
restricted area around buildings, designated as smoking areas shall be submitted, in
writing, to the Facility Council (attn: Director of University Facilities) for consideration
and action.

The Director of University Facilities shall be responsible for assuring compliance with
this policy. Complaints about policy and/or violations shall be submitted to the Director
of Facilities. Enforcement of this policy shall be consistent with State statutes K.S.A. 21-
4009 through 21-4013.
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VEHICLE, KEY AND BREAKER BOX LOCATION

Breakers and Breaker Box Locations

A copy of the Breaker Box Manual can be found in the Operations Manager’s Office,
Memorial Union Directors Office and Assistant Directors of Operations Office.

Key Policy

A.

The master key box for all Memorial Union doors is located in the Administrative
Office.

The reference books for the keys are located in the key box.

All new keys will be recorded in the reference books and key inventory computer
program as necessary.

. All keys will be checked out from the Administrative Office upon approval from

the Assistant Director of Business or the Memorial Union Director.
All key check-outs will be recorded.
The keys must be returned to the Administration Office and signed in.

Fee for lost key is $25 and individuals may be responsible for the cost to re-key
the particular area.

Vehicles

All Memorial Union vehicles are the responsibility of Memorial Union Facilities and
Services Department. In order to maintain a high standard of maintenance on these
vehicles:

A.

B.

All keys to these vehicles are to be turned in to the Administrative Office.

A list of all authorized drivers and their current Kansas Drivers License numbers
are to be forwarded to the Administrative Office.

Said drivers will check out a key and a vehicle by the use of a sign-out ledger, and
will sign-in after returning the vehicle.

. Any questions regarding this procedure are directed to the Administrative Office.

2009 MU Policy Manual
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