UNIVERSITY OF NORTHERN BRITISH COLUMBIA

Policies and Procedures

2. Scope

This policy covers the booking of all space at the UNBC Prince George campus outside of academic for
credit classes which are scheduled by the Office of the Registrar; events, sports and other activities at
the Northern Sports Centre (NSC); and events and activities at the Northern Undergraduate Student
Centre (NUSC).

The University has the right and responsibility to manage the use of, and access to, its interior and
exterior space, including all university lands. The University recognizes and respects the core values
of academic freedom and the freedom of expression. To ensure that the University’s activities, the
safety and security of persons, facilities and lands, and the University’s reputation are not
compromised, conditions and/or limitations may be imposed on the use of University space.

This policy recognizes that a variety of user groups have an interest in using University Space from
time to time on a short term basis. For the purpose of this policy, three user groups are identified and
ranked below in terms of booking priority:

i. Academic or Administrative Users;
ii. Recognized Student Clubs and Societies; and
iii. Commercial Users and Other Third Parties

Large university-wide events such as Convocation and Orientation will supersede most other
reservations.

3. Authority/Responsibility

Conference & Event Services is responsible to the Vice-President Administration and Finance in
managing the booking process. They are responsible for ensuring that users are informed of their
responsibilities under this and other related University policies and that, where applicable, all relevant
information on indemnity and liability has been communicated and all appropriate agreements
concluded. Any event planned may be subject to approval by Facilities, Risk Management and/or the
Office of the Vice-President Administration and Finance.

The use of University Space by off-campus organizations, commercial interest or by university
departments or programs for non university related events may seek sponsorship through President’s
Executive Council. This request, with a budget detailing all event costs, must be submitted to
Conference & Event Services at least four weeks in advance of the event date. Sponsorship does not
guarantee approval or availability.
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4, Definitions

University Space means all real property to which the University has right of possession, whether by
way of ownership or by lease or otherwise. Real property owned by the University but leased out to a
third party, such as the Northern Undergraduate Student Centre is not included within this definition
of University Space.

Short Term, when used in reference to a period of access or use, means access or use for a period of
one academic semester or less.

Academic or Administrative Users are academic units and administrative units of the University
including all faculty members and staff who are acting in their capacity as employees of the
University, who wish to use University Space for official University purposes. Examples of such
University purposes include the following:

- Official meetings of UNBC’s Board of Governors, Senate, Faculties, Departments, Schools or
Programs;

- Special events that are held for the exclusive use of University faculty, staff and/or students
for which there is no cover, admission, donation or registration charge to the participants and
which are of an intellectual, cultural and/or political nature contributing to, and forming part
of, the concerns of the University. At least 50% of attendees at these special events will be
University faculty, staff and/or students or a combination thereof;

0 Events where there is a registration or admittance fee charged to attendees will be
required to pay a room rental fee. Academic or Administrative Users may seek
sponsorship through President’s Executive Council. This request, with a budget
detailing all event costs, must be submitted to Conference & Event Services.
Sponsorship does not guarantee approval or availability.

- Continuing Studies non credit activities and non credit courses. All for credit activities and
courses will be booked through the Registrar’s Office.

- UNBC Alumni Association and CUPE for their regular business meetings and events.

Recognized Student Clubs and Societies are the Northern Undergraduate Student Society (NUGSS)
and the Northern BC Graduate Students Society (NBCGSS), together with official clubs recognized by
these societies.

Commercial Users and Other Third Parties are all persons or organizations other than
Academic/Administrative users and Student Societies or Student Clubs who wish to use University
Space. Examples of Commercial Users and Other Third Parties include:

- Concerts and festivals

- Weddings

- Federal and provincial government meetings and press announcements

- Government agencies (e.g. Northern Health, Ministry of Children and Families, etc.)

- Non profit societies and associations

- Private industry sector

- Societies incorporated under the Societies Act

5. Reservation Process

All requests for space are processed by Conference and Event Services.

i. Academic or Administration Users will complete the on line booking request form found at
www.unbc.ca/conference. The requests will include set up and furniture requirements.
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a. Fees are not normally charged for academic and administrative use of University
Space. However, fees may be applied for opening and/or closing services when the
event occurs outside regular operating hours. Fees may also be applied for additional
staff, resources or equipment.

i. Room rental fees will be applicable when the user group is charging a
registration fee, admittance fee, donation or more than 50% of the attendees
are not University faculty, staff, students or a combination thereof.

b. Users will be responsible for arranging their own a/v equipment and food services with
that respective department.

c. Recurring meetings or events will not normally be booked more than 6 months in
advance.

ii. Recognized Student Clubs and Societies will provide Conference and Event Services with a
completed and signed “Table/Room Booking Form”. These forms are available from the
NUGSS Office. These forms will include set up and furniture requirements.

a. University Space will only be booked once it is determined that the Northern
Undergraduate Student Centre is not available or adequate for the event.

b. Fees are not normally charged for recognized student clubs’ or societies’ use of
University Space. However, fees may be applied for opening and/or closing services
when the event occurs outside regular operating hours. Fees may also be applied for
additional staff, resources or equipment.

i. Room rental fees will be applicable when the user group is charging a
registration, admittance fee or donation or 50% of attendees are not
University faculty, staff, students or a combination thereof.

c. Users will be responsible for arranging their own a/v equipment and food services with
that respective department.

d. Events which involve large set ups, alcohol or extra-ordinary requirements or may
impact the university community and facilities at large will require a completed and
signed “Student Event Checklist”. This form is available from Conference and Event
Services or the Northern Undergraduate Student Society Office.

iii. Commercial Users and Other Third Parties will contact Conference and Event Services directly
at 250-960-5520/6760 or email conference@unbc.ca.

a. Fees for space usage and all other services related to use of that space are applicable.
Current rates can be found at www.unbc.ca/conference.

b. Conference Services will manage all aspects and fees associated with the event
including a/v equipment, food services, security, janitorial, etc.

0. Terms and Conditions for Use of Facilities

The person named on the reservation confirmation is deemed to be in charge of the Group or
Organization named and agrees to the terms and conditions as follows:

i. Unless otherwise provided in writing the user agrees to use University Space for the purposes
specified on the reservation confirmation and is limited to the information specified.
ii. The user agrees to provide ample notice of cancellation in writing. Fees may be charged for

set up or other services if a cancellation is not received in time.

a. For Commercial Users and Other Third Parties where notification of cancellation is
received by the University more than 72 hours prior to the event, the University will
refund any monies paid to reserve the space;

b. For Commercial Users and Other Third Parties where notification of cancellation is received
by the University less than 72 hours before the event, the University is entitled to
payment for the first day’s charges;

i. The client will be responsible for any charges incurred to date (including, but not
limited to, printing, mailing, telephone, etc.).

Use of University Space for Short Term Non Academic Events Page 3 of 4
President’s Executive Council August 16, 2010






