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Introduction

The Programming Resource Guide is designed by the Office of Campus Activities in order to
facilitate event planning and management on campus. It provides the necessary information to
ensure a successful event for your department or organization. When planning events, the PRG
will assist you with the necessary steps from start to finish. Each step on the road to a successful
event is outlined in detail.

The PRG is just one of many resources provided by the Office of Campus Activities. Another is
the “SARC,” the Student Activities Resource Center, located in the College Center north atrium.
The SARC is a student-staffed office created to facilitate event management and leadership
development for student organizations and groups. The SARC is staffed with program interns
trained by the Office of Campus Activities staff in all facets of event planning and execution.
Student organizations are encouraged to utilize the office and its resources. Contact the SARC at
x7854. Hours of operation are posted on the SARC office door in the College Center.

College departments and offices should work directly with the Office of Campus Activities for
all programming and event management needs. All event reservations and space requests are
approved through the Office of Campus Activities on a first-come, first-served basis.
Departments and offices should contact the Office of Campus Activities as soon as possible to
ensure the most successful event possible.

Teresa Quinn, Associate Dean of the College for Campus Activities
Michelle Ransom, Director of Student Activities and the College Center
William Rush, Assistant Director of Campus Activities
Jasmine Mitchell, Campus Activities Program Manager
Maureen King, Director of Dining Programs
Edward Cheetham, Producing Director of the Powerhouse Theater
Dayle Rebelein, Office Specialist
Gail Beckwith-Ecker, Administrative Assistant

The Office of Campus Activities oversees and manages the College Calendar including event
registration for all campus events, dramatic and musical performances, lectures, art and cultural
exhibitions, meetings, rehearsals, etc.

The office provides support for departments and students to secure room reservations, review
logistical needs, recommend available resources and stagg when necessary. We organize and
supervise the dissemination of campus information through the College Infosite, and Information
Center.



Event Management

The information on the following pages will help guide you to successful campus programming.
If you need additional assistance, call the Office of Campus Activities at x5370 or the SARC at
x7854.

Event Registration for Student Events

Student Events are reserved on a first-come, first-served basis. All events must be registered in
the SARC Office. You will need to consider this in your planning. It is best that events be
registered at least 3 weeks in advance. More complex of well-attended events should be

registered much earlier. Events registered without proper advance notice will not be approved.

Getting your event or program approved:

All student organization events are reviewed for approval by the VSA Chair of Organizations.
During the review process, the VSA works closely with the Office of Campus Activities to
ensure events are planned effectively, campus spaces are reserved properly, etc. Events are
reviewed on a first-come first-served basis after an event request form has been submitted in the
SARC Office.

In addition to whether or not the desire date/time/location are available, the following key factors
are considered when reviewing an event for approval:
e Does the event require a contract?
e Does the event require additional funding from the VSA?
e Does the event require any additional logistical or staffing needs such as work orders,
security staff, crowd control, firewatch, additional power, etc.?

If the event under review requires any of the above-mentioned needs, the event will be granted a
temporary hold on their requested space for a maximum of two weeks. This is not an approval of
the event. During this time, the sponsoring organization must work with the SARC and the VSA
to ensure its contractual, financial, and/or logistical needs are satisfied. If these needs are not met
in the allotted time, the hold will be removed and the event request will be denied. Once these
needs are met, the VSA Chair of Organizations and Campus Activities Office will review all the
final event details before approving / not approving the event.

Should the event not require any of the above-mentioned needs, the VSA Chair of Organizations
and Campus Activities Office will review all final event details before approving / not approving
the event.



For an additional resource, please see the glow chart for the VSA organization event approval

process below

VSA Student Organization Event Approval Process

START:

A student organization would like to host an event.

Student organization completes Activity Request Form in the SARC.
(Open Monday-Friday, 11am-7pm)
SARC Interns will advise student organization on event

date/time/location for availability.
f

VSA and the Campus Activities Office review the Activity Request Form
given the following parameter:

h 4

L
YES NO
All contract
and budget
1. Organization is granted a temporary hold for the event space Hadds ag;e
lasting no more than two weeks. THIS HOLD IS NOT AN approved and
APPROVAL. updated in the
organization’s
2. Organization turns in signed contract to the Campus bugget frockis
Activities Office and/or completes funding application with ’
VSA Fimance Committee.
3. VSA reviews funding request and/or contract; Campus
Activities signs and returns contract to student organization.
L k.
YES NO

1. Organization is granted a temporary hold for the event space
lasting no more than two weeks. THIS HOLD IS NOT AN
APPROVAL.

2. Organization meets with their SARC Intern to process all
work order / staffing needs.

3. VSAand Campus Activities review work order / staffing
needs.

l

¥ r
VSA and the Campus Activities Office review all final event details.

END:

Event is approved and added to the campus calendar!




SARC Intern Staff and VSA Organizations

Louis Lopez

Spencer McGrath (Fall) / Samantha Sze
(Spring)

Sicily McLaughlin
Karina Norton
Eloudia Odamy
Farhia Osman
Jessica Quansah
Arjun Singh

Megan Wang

Full Organizations
Accidentals

African Students Union
Aikido

Aircapella

Amnesty International
Archery

Asian Students Alliance (ASA)
BAM!

Barefoot Monkeys (BFM)
Big K!dz

Big Night In

Black Students' Union (BSU)
Britomartis

Burlesque

llopez@vassar.edu

smcgrath@vassar.edu;
ssze@vassar.edu

smclaughlin@vassar.edu
knorton@yvassar.edu
eodamy(@vassar.edu
faosman@yvassar.edu
jquansah@vassar.edu
arjunsingh@vassar.edu

mwang(@vassar.edu

SARC Intern

Megan Wang

Jessica Quansah

Spencer McGrath / Samantha Sze
Louis Lopez

Karina Norton

Arjun Singh

Jessica Quansah

Spencer McGrath / Samantha Sze
Spencer McGrath / Samantha Sze
Farhia Osman

Louis Lopez

Karina Norton

Sicily McLaughlin

Sicily McLaughlin



Camerata

Ceramics Club

Chabad Jewish Community
Challah for Hunger

Chinese Students' Community
CHOICE

Choir Council

Comedy Normative

Contrast

CoOPERAtive

Council of Alana Seniors
Crafts Not Bombs
Democracy Matters

Feminist Alliance

Flypeople

Forum for Political Thought
French Club

Future Waitstaff of America (FWA)
Gender Inclusivity in STEM
Generations

Grassroots Alliance for Alternative Politics
Habitat for Humanity

Happily Ever Laughter (HEL)
Healing 2 Action

Healthcare Industry Club

Hip Hop 101

Home Brewed

Hunger Action

HYPE

Iced Brew

Louis Lopez

Louis Lopez

Louis Lopez

Eloudia Odamy

Eloudia Odamy

Spencer McGrath / Samantha Sze
Sicily McLaughlin

Arjun Singh

Spencer McGrath / Samantha Sze
Karina Norton

Eloudia Odamy

Karina Norton

Arjun Singh

Spencer McGrath / Samantha Sze
Louis Lopez

Louis Lopez

Eloudia Odamy

Sicily McLaughlin

Arjun Singh

Spencer McGrath / Samantha Sze
Karina Norton

Karina Norton

Spencer McGrath / Samantha Sze
Karina Norton

Arjun Singh

Megan Wang

Arjun Singh

Arjun Singh

Karina Norton

Sicily McLaughlin



Idlewild

Indecent Exposure

Latinx Student Union (LSU)
LiNK (Liberty in North Korea)
Mahagonny Ensemble

Majors

Measure 4 Measure

MENASA

Merely Players

Mock Trial

Multiracial and Biracial Students Alliance (MBSA)

Night Owls

Nitrous Oxide

NSO (No Such Organization)

On Tap

Outing Club

PHOCUS

Primary Care Progress (PCP)

ProHealth

Project.Period

Queer Coalition of Vassar College (QCVC)
Quest Scholars Chapter of Vassar College
Quidditch

Relay for Life

RunVassar

Sailing Team

Secular Students Alliance

Senior Class Council

Shakespeare Troupe

Shiva Theatre

Sicily McLaughlin

Arjun Singh

Eloudia Odamy

Jessica Quansah

Arjun Singh

Farhia Osman

Spencer McGrath / Samantha Sze
Jessica Quansah

Sicily McLaughlin

Farhia Osman

Jessica Quansah

Arjun Singh

Arjun Singh

Arjun Singh

Louis Lopez

Megan Wang

Spencer McGrath / Samantha Sze
Louis Lopez

Farhia Osman

Spencer McGrath / Samantha Sze
Jessica Quansah

Louis Lopez

Spencer McGrath / Samantha Sze
Jessica Quansah

Megan Wang

Louis Lopez

Spencer McGrath / Samantha Sze
Karina Norton

Sicily McLaughlin

Sicily McLaughlin



SORI/KSA

South Asian Students' Alliance (SASA)
Southeast Asian Students Alliance (SEASA)
Student/Labor Dialogue

Students for Equitable Environmental Decisions (SEED)
Students for Justice in Palestine

Students for Sensible Drug Policy

Students of Caribbean Ancestry (SOCA)
TBD

The Limit

The Listening Center

The Miscellany News

The Philaletheis Society

the Underground

UJIMA

Ultimate Frisbee

Unbound Student Theater

unframed

UNICEF

Unitarian Universalists

Vass Shakers

Vassar Alliance of Women in Foreign Affairs (VAWFA)
Vassar Animal Rights Coalition (VARC)
Vassar Bikes

Vassar Business Club

Vassar Catholic Community

Vassar Christian Fellowship (VXF)

Vassar College Equestrian Team

Vassar College Pre- Veterinary and Animal Science Club (PAWS)

Vassar College Republicans

Eloudia Odamy

Eloudia Odamy

Eloudia Odamy

Spencer McGrath / Samantha Sze
Spencer McGrath / Samantha Sze
Karina Norton

Spencer McGrath / Samantha Sze
Jessica Quansah

Eloudia Odamy

Karina Norton

Jessica Quansah

Arjun Singh

Sicily McLaughlin

Karina Norton

Jessica Quansah

Karina Norton

Sicily McLaughlin

Karina Norton

Megan Wang

Jessica Quansah

Louis Lopez

Spencer McGrath / Samantha Sze
Karina Norton

Farhia Osman

Arjun Singh

Farhia Osman

Jessica Quansah

Louis Lopez

Megan Wang

Farhia Osman



Vassar College Sound System

Vassar College Student Theater Tech Conglomerate
Vassar Debate Society

Vassar Democrats

Vassar Design Collective

Vassar Devils

Vassar Disability Coalition (VDC)

Vassar Filmmakers

Vassar Finance Club

Vassar Food Community (previously Food Rescue)
Vassar Greens

Vassar Haiti Project

Vassar Improv

Vassar International Students Association (VISA)

Vassar Jewish Union (Hillel)

Vassar Organizing Israel Conversations Effectively (VOICE)

Vassar Political Review

Vassar Prison Initiative

Vassar Refugee Solidarity

Vassar Ski Team

Vassar Smash Club

Vassar Social Dancing Club

Vassar Student Musicians Union (StuMu)
Vassar Student Review

Vassar Urban Enrichment

Vassar Voices for Planned Parenthood
Vassar Young Americans for Liberty
Vassar’s Muslim Student Association (MSA)
Vassarion

Vastards

Spencer McGrath / Samantha Sze
Sicily McLaughlin

Spencer McGrath / Samantha Sze
Karina Norton

Arjun Singh

Karina Norton

Arjun Singh

Sicily McLaughlin

Arjun Singh

Eloudia Odamy

Karina Norton

Eloudia Odamy

Karina Norton

Eloudia Odamy

Eloudia Odamy

Louis Lopez

Spencer McGrath / Samantha Sze
Sicily McLaughlin

Farhia Osman

Megan Wang

Louis Lopez

Spencer McGrath / Samantha Sze
Megan Wang

Arjun Singh

Arjun Singh

Megan Wang

Louis Lopez

Eloudia Odamy

Spencer McGrath / Samantha Sze

Karina Norton
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VC Royalty
VC++
VCEMS
VCTV

ViCE Music
ViCE Weekly
Woodshed
Wordsmiths
WVKR

Houses

Cushing House
Davison House
Jewett House
Josselyn House
Lathrop House
Main House
Noyes House
Raymond House
Strong House
Ferry House
Terrace Apartments
Town Houses
Town Students

South Commons

Pre-Organizations
Beauty and the Beats
Chess Club

Conversations Unbound Vassar Chapter

Sicily McLaughlin

Spencer McGrath / Samantha Sze
Louis Lopez

Karina Norton

Megan Wang

Megan Wang

Sicily McLaughlin

Sicily McLaughlin

Arjun Singh

SARC Intern
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman
Farhia Osman

Farhia Osman

SARC Intern
Jessica Quansah
Arjun Singh
Eloudia Odamy
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Japanese Association for Students (JAS)
Jujitsu Club
Just... Write

Korean Dance Crew (KoDC)

Portrait: Vassar’s Asian/Asian American Students’ Magazine

Refresh Bolivia

Sikhs of Vassar

Spoon University

TEDxVassar

The Fashion Network

Vassar Asian American Studies Working Group (VASAM)
Vassar Card Sharks

Vassar Cosmetics

Vassar FIMRC

Vassar Friends (Vassar Quakers)
Vassar Hindu Association
Vassar Knitwits

Vassar Law Club

Vassar Philhellenic Society
Vassar Quizbowl

Vassar Rotaract Toastmasters
Vassar Student Veterans

VC Doubletime

Working Titles

Jessica Quansah
Karina Norton
Megan Wang
Jessica Quansah
Eloudia Odamy
Louis Lopez
Arjun Singh
Jessica Quansah
Louis Lopez
Karina Norton
Eloudia Odamy
Arjun Singh

Jessica Quansah

Spencer McGrath / Samantha Sze

Eloudia Odamy
Jessica Quansah

Louis Lopez

Spencer McGrath / Samantha Sze

Jessica Quansah
Louis Lopez

Louis Lopez

Spencer McGrath / Samantha Sze

Karina Norton

Arjun Singh
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Procedures for Event Scheduling

All events organized by academic and administrative departments must be scheduled with the
Information Specialist via the EMS online reservation system. Events are scheduled on a
first-come, first-served basis. For Student Organization events, an Activity Request Form must
be completed in the SARC Office. Events should be registered as early as possible to secure a
room/date/ It is best that events be registered at least 3 weeks in advance, especially for more
complex or well-attended events. Events registered without proper advance notice will not be
approved.

An event will be approved providing:

1. The facility is available on the date and time requested

2. There are no other events on that day that are viewed as conflict. Some events are
singular in nature and programmed by a specific committee or office that approves
activities during this time (i.e. Founder’s Day, Senior Week, All College Day, Parents
Weekend). These types of events block out a whole day of programming. If there is an all
campus, or large event scheduled on that day, the event will not be approved. The
Campus Activities Office prevents programming conflicts by scheduling events based on
the following regulations.

Event Regulations

In order to help make events more successful, the following regulations have been set regarding
student events.

1. No more than 3 plays per weekend (Thur-Sun).

2. No more than 2 a cappella concerts a night; times must not overlap (no more than 6 a
cappella performances per weekend, multiple performance for group).

3. Only 1 All Campus event per night

4. Only 2 film screenings per night

5. Only 2 lectures per night, times should not overlap. Exception: If there is an All Campus
lecture, such as the Krieger Lecture, no other lectures will be approved.

Additionally, the number of events on a given day or weekend may be capped so as not to
exceed the College’s ability to support all events successfully (facilities work order limitations,

security staffing, administrative support, etc.)

Events may also not be able to be approved should there be a conflict with another event.

14



In the case of a conflict, an organization will be notified by the VSA Chair of Organizations or
SARC and will be encouraged to work with their SARC intern to find an alternate date or time.
A conflict most commonly exists when a) two or more events attempt to attract the same
audience at the same time, or b) two events are both classified as “all-campus” events. Most
conflicts can be avoided by checking the Calendar on the Vassar webpage click on Events
Calendar. Check Master Calendar.

Event Checklist

The Event Checklist is a tool for student organizations and departments to help ensure all factors
are considered when planning an event or program. Please use as needed, and contact your
SARC Intern or contact in the Campus Activities Office with additional questions.

STUDENT ORGANIZATION CONTACT INFORMATION 0
(To be completed by the student running the event with their SARC Intern)

Student Organization: Student Organization Budget Number:

Primary Contact Name:

Cell Phone: 0
Email:

EVENT INFORMATION 0

Event Name:

Event Date:

Event Location: Event Alternative/Rain Location:

Estimated Number of Attendees:

Event Is Open To (check all that apply): Public _ VC Community Only VC Students Only

Set-Up Start Time: Event Start Time:

Event Finish Time: Clean-Up and Teardown Time End:

Event Registration Form Completed and Approved Three Weeks in Advance of Event ~ initial

Security Request Submitted Two Weeks In Advance of Event: Date Submitted: ~ Number of Guards:

Completed contract for performers including W-9 is due a minimum of two weeks in advance and orgs are responsible for completing this

process.

Alcohol requests must be made a minimum of five weeks in advance. If you are planning or thinking of having alcohol at your event please
schedule an appointment in the Campus Activities Office to meet with Will Rush and Teresa Quinn.

SET-UP DETAIL REQUIREMENTS (Please make sure to attach and submit a diagram to B&G)
Location: Scheduled Drop Off: Date Scheduled Drop Off Time:
Scheduled Break Down/Pick Up: Date Scheduled Pick Up Time:
Tables (What kind, how many, where, and specific location):

Chairs (How many, where, and specific location):

Podium (How many, where, and specific location):

Inside Risers (How many, where, and specific location):
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Outdoor Risers (How many, where, and specific location):

Stage (Size, dimensions, location):

Trashcans (How many, where, and specific location): Other

Amentities i.e. Air Voids (What kind, how many, where, and specific location):

MEDIA OR TECHNOLOGY SERVICES
Microphone (Stand/Table Top, how many):
TV/VCR/DVD (In House System, Media Resources, Rental):
Lighting (In House or Rental):

DJ (Student or Professional) equipment needed (provided, supplied, or rented):
Other:

AUXILIARY REQUIREMENTS

Firewatch: Location: Number Needed: Start Time: End Time:

Electrician (What needed for and when needed) i.e. setting up a power box, extension cords, etc. outside:
Grounds (Tent Set-Up, Line Detection, Bon Fires, etc.):

Carpenter (What needed for and when needed):

Security (How many, when need, duties and tasks to be performed):

Crowd Control (How many, when need, duties and tasks to be performed):

Remember that line detection and permits for tents must be done at least 2 weeks in advance. If a group is using a tent, bounce house, or anything
requiring stakes in the ground, please contact the SARC Office for help.

Alcohol (meeting completed, agreement w/vendor complete, food and non-alcoholic beverages purchased): Y~ N_ N/A_
Contracts (completed, W-9’s completed, signed, submitted on Workday): Yes_  No N/A
ADVERTISING

All advertising requires the Access Statement for individuals with disabilities to be included in all forms of advertisements.
“Individuals with disabilities requiring accommodations or information on accessibility should contact the Campus Activities Office, (845)
437-5370 [or event planner’s name & contact number] *

All advertising must be approved and stamped at the information desk located in the College Center before it is posted/hung in all
buildings.
Posters/fliers (How many? Where will they be distributed? Copying, color etc.):

Bridge Banners (How many? When will it be put up? When does it come down?):
TV Screens in Retreat and North Atrium (PowerPoint slides submitted to student desk assistant in CAO):

Publicity Outside of the College (Newspapers, radio ads, TV spots, etc.) goes through the Office of Communication FOUR WEEKS in advance
for local publicity and SIX to EIGHT WEEKS in advance for national publicity. ALL OUTSIDE PUBLICITY MUST GO THROUGH THIS
OFFICE.

BUDGET

Basic Costs: Performer: B&G: Food & Beverages: Stage/Chair Rental: AV Equipment Rental:
Advertising & Promotions: Decorations:

Hidden Costs: Security: Food for volunteers: Agent Fees: Transportation:

B&G Overtime Charges: Hospitality for performers and groups:

Estimate Total Cost:
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Locations and Programming

Before an event space is reserved, all events must go through the event registration process.
The Office of Campus Activities schedules all activities occurring in the College Center, the
Rose, Jade, and Gold Parlors in Main Building, the President’s Conference Room, the Chapel,
the Aula, and the Kenyon Club Room at all times. Some of these rooms require key permission,
and accurate contact information is important at the time the reservation is made.

Commonly Reserved Spaces

Campus Activities schedules all meetings/activities occurring in a variety of classrooms in
Blodgett Hall, Rockefeller Hall, New England Building, Sanders Classroom, Maria Mitchell
Observatory, Students’ Building (see policy), Taylor Hall (see policy), Bridge Building, and
Kenyon Hall after Spm Monday-Fri., and on weekends. The Campus Activities can check with
the Registrar’s Office with regards to programs and reservations prior to 5:00pm during the
academic term.

The following Vassar Grounds locations are also reserved with Campus Activities: Alumnae
House Lawn, Ballantine Field, Chapel Lawn, FDF Quad, Library Lawn, Blodgett Lawn,
Townhouse Circle, Residential Quad, Science Quad, Noyes Circle, Joss Beach, Outdoor
Amphitheater, Sunset Lake Hill, Shakespeare Garden, South Commons Lawn.

Second Floor Students’ Building Programming Policies

The second floor of the Students’ Building is available for programming within the building’s
normal operating hours. All programming requests will be considered in regard to scope, space
availability, logistical requirements and appropriateness to the space so not to interfere with
regular dining operations.

All programs should serve to complement the dining facility’s operations as not to interrupt
services. Private or closed events cannot be reserved in the space, and there can be no outside
catering in the space. All furniture must remain in the space at all times, but may be rearranged
as long as a) seating is not limited in any way, and b) furniture is returned to its original set-up
following the event. Students must still swipe into the building when attending a program in the
Students’ Building. Any non-student attendees must pay the regular dining rate. The sponsoring
organization or department may not charge admission for the event, but the sponsor can pay the
appropriate dining rate for any guests.
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Any student organization that desires to utilize this space must submit an event request form in
the SARC Office. Departments and offices should use the EMS online reservation system.

Taylor Hall Policies and Procedures

For Taylor Hall rooms: T102, T203, T205, T206, Jade Room:

Rooms in Taylor have technical equipment that must not be compromised. Due to the frequent
use of these spaces as academic classrooms as well as the nature of the building as a historic site
additional crowd control and event staff will likely be required for events in T102/T203. No food
is permitted in the rooms in Taylor Hall.

Taylor Hall Auditorium, Room 102:
A Media Resources technician must be present to operate the projection booth. Request is
advance is necessary.

1203, 205, 206, Classrooms:
Do not change any of the room’s tech or other settings without first consulting with Media
Resources; do not remove or rearrange any furniture. Please remember to lock up afterward.

For Receptions:
If you are using the Jade Room for a reception, you will need to request a table from your SARC
Intern (student organizations) or the Campus Activities Office (College departments).

Key Permission (for all Taylor Rooms):

Dayle Rebelein, Campus Activities Information Specialist, will need the name of a contact
person who will be responsible for picking up the key for the room. The key will be at the
CRC/Main Lobby Security window. You must return the key after the lecture/event or you can
be charged for key replacement.

Reserving Other Campus Facilities

The following spaces are not managed by the Office of Campus Activities. However, student
organizations are still required to register their event in the SARC and have their event
approved by the VSA prior to gaining access to these spaces. Once the event is registered, the
SARC staff will inquire about the event space on behalf of the organization.

All Residential Parlors and Spaces are reserved through the House Advisor:

Lizzie Jauregui - Cushing
Atiya McGhee - Josselyn
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Molly Murray - Strong and Raymond
Samuel Rueda - Main and Noyes

Kris Van Nostrand - Lathrop and Davison
Christina Winnett - Jewett

Athletics Spaces

Athletics and Fitness Center, Walker Field House, Kenyon Gym and Squash Courts, Joss Tennis
Courts, Prentiss Flelds, Weinberg Sports Pavilion

Reservations should follow this link http://campuscalendar.vassar.edu/virtualemscampus/
Questions to JoAnn Acquarulo at jacquarulo@yvassar.edu

Vassar Farm and Ecological Preserve
Collins Field Station, Field Station Pavilion
Contact Keri VanCamp, Field Station and Ecological Preserve Manager x7404 or 462-3380

Environmental Cooperation at the Vassar Barn
Reserve via online reservation system
Contact Jennifer Rubbo at jerubbo(@vassar.edu

Additional academic spaces not managed by the Campus Activities Office include:
Center for Drama and Film

Kenyon Dance Studios

Frances Lehman Loeb Art Center

Thompson Library

Should a student org wish to inquire about these spaces, they must first register their event in
the SARC and have their event approved by the VSA prior to gaining access to these spaces.
Once the event is registered, the SARC staff will inquire about the event space on behalf of the
organization.
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Student Performance and Theater Spaces

The Campus Activities Office is committed to assisting all departments and student
organizations in identifying suitable spaces for their events and programs.

Each of the identified theater spaces below are unique, and therefore, have their own policies and
regulations with regard to student performances. In order to make sure that you are operating in
the constructs of what can be done, it is essential that you meet with your SARC intern to review
and sign a Theater Agreement before planning and designing your production within the space.
Please be aware that student organizations utilizing these spaces may not store or leave any
materials/items/sets/props/etc. in these spaces at anytime outside of the organization’s actual
reservation time of the space.

The following spaces have been identified as spaces that can be utilized for student organizations
and departmentally sponsored theater productions and performances:

Aula Rockefeller Hall 200 and 300
Blodgett Auditorium Sanders Classroom Auditorium
College Center MUG Susan Stein Shiva Theater

Vassar Store at the Juliet, hours M-F 10-8pm Saturday 10-6pm Performance space is 10X10 and
audience space is 25X25. Security needed for any event scheduled beyond normal operating
horus.

The identified spaces above are meant to serve as a guideline for the spaces that can be utilized
for student organizations. Student organizations may request spaces outsides of the outlined
spaces above, but they will only be approved on a very limited case-by-case basis.

If your student organization or department is found to be in non-compliance with the above
outlined criteria you may lose your privilege to reserve space or sponsor student organization
productions. In addition your student organization and/or sponsoring department will be charged
for any additional cleaning and damages that result from any misuse of space.

The above outlined criteria are meant to serve as a framework of what can be done. It is also

meant to provide a structure for departments and student organizations to refer to as they are
planning and thinking about these productions.
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Reserving a Location for Meetings and Rehearsals

In order to reserve a room, the participants must represent a Vassar department, or VSA

organization. Space on campus is not intended for individual use. Rooms are reserved on an

availability basis: first-come, first-served. There is a convenient online scheduling system in

place, intended for meetings, or rehearsals (no events). Go to http://scheduling.vassar.edu. The

Office of Campus Activities does reserve the right to assign or designate a suitable alternate

space.

For individual descriptions of specific room media capabilities, go to the Vassar homepage, then

the CIS homepage to the following link:

http://computing.vassar.edu/media-resources/classrooms/index.html

Online Request Guide
For College Center Tabling; Students’ Building Tabling; V-Cash Machines, Karaoke Machine;
Community Kitchen

A o

Go to Vassar homepage. Go to Calendar, then Master Calendar. Select “Request a
Meeting” and Log In Under “My Account” (with your Vassar email and password)

To request a room, go to Room Request under Reservations

Fill in Date, Start, and End Times (required)

Under Facilities you may choose a specific Building, or leave “All”

Under Setup Information enter number for Attendance (required)

Click of Find Space

Rooms for meetings or rehearsals are listed under Building. Choose one by clicking the
green select (+) indicator next to the room.

The next screen requires details. Fill in all the required fields:

a. Event Name

b. Event Type

c. Group (VSA Organization)
d. Contact

e. Phone

f. Email

Submit reservation. You will receive an email of the summary of your request; followed
by another email with your reservation confirmation.
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Plan an Accessible Event

Every Vassar College sponsored event must be held in a wheelchair accessible location on or off
campus when the event is open to the public or campus community at-large, and the event does
not require advance notice or registration. Even with advance planning, relocation may not
always be possible, either because of the nature of the program or the number of events
scheduled and a lack of alternative accessible venues.

As an event planner, you have an ethical and legal responsibility to ensure that people with
disabilities are able to attend and participate in your event. Vassar’s obligation to consider the
needs of participants with disabilities extends to any event sponsored by the College, student
organization, department, or group whether held on- or off-site and whether or not members of
the public are invited to attend. In very few circumstances, such as a private social function or a
meeting where the participants are known and no accommodations are required, it may not be
necessary to plan for the needs of participants with disabilities.

Making an event accessible is easier if you keep access in mind throughout the planning of your
event. This may mean one or more of the following will be needed for someone to fully benefit
from your planned event:

o A fully accessible location for the event, including a ramp or elevator, restrooms, eating
venues, seating, etc.

e Preparation of program or event hand-outs in alternative formats, such as Braille, for
persons who cannot read standard print. The Office for Accessibility and Educational
Opportunity can assist you, (845) 437-7584.

e Having a wheelchair lift van for transport of a participant who uses a chair IF transport of
all others is being provided for event attendees. Vassar College has a wheelchair
accessible van with a chair lift available for campus use.

e Meeting special dietary needs as you plan meals

e Providing sign language interpreters or other accommodations for persons who are deaf
or Hard of Hearing which include scheduling the program in a space with a hearing loop
or where assistive listening devices (ALD) can be used.

e Responding appropriately to other requests for disability-related accommodations by
seeking assistance from the Office for Accessibility and Educational Opportunity.

When planning your event

e All campus events or events open to the public must be scheduled in a wheelchair
accessible location.

e Try to hold events in rooms that are inclusive and do not require individuals using
wheelchairs to be isolated in one portion of the room away from the central event or
activity.

e Communicate as much as possible with participants prior to the event. Events should be
advertised at least two weeks in advance with the standard access statement on all
publicity, including posters, flyers, web pages, electronic communication, etc. This
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allows people needing accommodations to request accommodations and provide you with
the necessary time to arrange for the accommodation.

Access Statement
This statement MUST be included on all announcements of your event:

Individuals with disabilities requiring accommodations or information on accessibility should
contact the Campus Activities Office, (845) 437-5370 [or event planner’s name & contact
number].

Before the Event Begins

® As soon as possible, notify attendees in need of accommodations when their accessibility
arrangements are in place. We encourage you to provide this notification in writing, such
as by email.

e Identify, label, and publicize the location of the accessible restroom, the looped room,
parking, and TTY telephone closest to your event with fliers.

e Provide preferential seating toward the front of the event for attendees who are utilizing
sign language interpreting or real-time closed captioning services (CART). Sign language
interpreters should be situated in proximity to the event speaker and within the sight line
of the person who is deaf.

e Be sure to walk through your event venue at least three to five days before and the day of
the event. Check that power-assisted door openers and elevators are operational. Verify
that all paths are clear and free of steps for wheelchair access. The staff in the Office for
Accessibility and Educational Opportunity are happy to walk through the site with you
and make suggestions. R

During the Event

e All event staff should be aware of their general obligation to provide accommodation for
people with disabilities. At minimum you will need to identify a person who is prepared
to address disability accommodation arrangements prior to the event, or consult with
others for assistance in determining what is appropriate.

e Even with conscientious planning, there may be instances when a person with a disability
may request an accommodation moments before the event begins. Try to address their
needs as best you can, and if you can’t, encourage them to make their requests further in
advance to ensure their attendance and participation at the next event.

Accommodations for Persons who are Deaf or Hard of Hearing

e Commonly requested accommodations for persons who are deaf or have hearing loss
include assistive listening devices (FM systems), sign language interpreters, closed
captioning in real-time or for films. To arrange for a sign language or oral interpreter or
CART services, please contact Campus Activities Office, (845) 437-5370. Contact Media
Resources, (845) 437-7479 to arrange for use of an assistive listening device.

e The Office for Accessibility and Educational Opportunity, (845) 437-7584 will be able to
direct you to resources for sign language interpreters and real time remote closed-
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