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  VIA EMAIL      

 

 

 

Re: Unconstitutional First Amendment Violations: Campus Free Speech Policies  

Dear Ms. Johnson: 

 We are writing to you on behalf of concerned students regarding certain policies at Georgia 

College and State University (Georgia College or the College). The students are aware that the 

College is in the process of revising the student organization handbook. They are concerned that 

current Georgia College policies infringe on their First Amendment rights, and they seek 

reassurance that the College will protect and promote their First Amendment freedom of 

expression. 

Georgia College’s policies leave students wondering where they can gather for free speech 

activities. They wonder whether they must make reservations before they can engage in 

spontaneous expression. They seek clarity about what it means for an event or speaker to be 

“controversial” or “inappropriate.” And they want to know whether they will be punished for 

engaging in constitutionally protected activities.          

Fortunately, state and federal law provide resounding answers to these questions. Georgia 

law protects and encourages spontaneous expression. Federal courts consistently reject free speech 

zones and prior restraints. The First Amendment prohibits viewpoint and content-based 

discrimination. And most importantly, it is well-settled that a college campus is the “marketplace 

of ideas” where students are exposed “to that robust exchange of ideas which discovers truth.”1  

Southeastern Legal Foundation (SLF) is a nonprofit public interest law firm and policy 

center dedicated to advocating limited government, protecting American freedom, and defending 

individual liberties. Through our 1A Project, we educate the public about students’ First 

Amendment rights on college campuses. We have also testified before the Georgia legislature 

                                                           
1 Keyishian v. Board of Regents, 385 U.S. 589, 603 (1967). 
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regarding college students’ First Amendment rights.2 This letter seeks to inform Georgia College 

about the state of the law regarding the freedom of expression and to offer guidance as the College 

revises its student organization handbook.   

Factual Background 

 Currently, the student organization handbook at Georgia College states that only a 

registered student organization (RSO) can reserve spaces for events or sponsor events.3 It also 

states that all RSOs must receive approval to host an event or engage in expressive activities.4 

Certain events will require “further review” by College administrators, including events involving 

a “controversial speaker or performer” or “inappropriate stereotypes.”5 The handbook also requires 

anyone engaging in a demonstration on campus to submit a request with the College at least two 

days before the event.6 

 Additionally, the College’s Freedom of Expression policy recommends that individuals 

reserve Flagpole Plaza, designated as the school’s “Public Forum Area.”7 It requires groups of 

thirty or more people, as well as non-enrolled members of the public, to reserve that space. 

Reservations must be made two business days prior to the expressive activity, although the 

school’s Facilities Use Policy extends that requirement to three business days.8 If Georgia College 

denies a reservation request, the Freedom of Expression policy states that the College will provide 

an alternate location, date, or time.9 Finally, the student organization handbook states that students 

can table “in specified tabling locations (e.g., Front Campus, Arts & Science Fountain, etc.).”10 

  It has recently come to our attention that enrolled students who do not belong to an RSO 

must reserve Flagpole Plaza to engage in speech activities on campus. Moreover, students cannot 

table on campus if they are not an RSO, even if they supply their own tables and materials. Finally, 

students were recently notified that they can only table near the fountain area unless they receive 

prior approval. It appears that there are no other outdoor locations available for student speech.11    

Analysis 

Freedom of speech and academic inquiry are “vital” on college campuses, because only 

through thoughtful debate and discourse can real education occur.12 The United States Supreme 

Court consistently reminds the public of this principle. Georgia law also stands for this principle. 

O.C.G.A. § 20-3-48, passed in 2018, provides that public colleges and universities in the state must 

                                                           
2 Exhibit A.   
3 Exhibit B, Section 1.  
4 Id. 
5 Id. at Section 1.B. 
6 Id. at Section 10.A. 
7 Exhibit C. 
8 Id.; Exhibit D. 
9 Exhibit C. 
10 Exhibit B, Section 13. 
11 Id. at Section 7.  
12 Healy v. James, 408 U.S. 169, 180 (1972). 
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“foster the discovery, improvement, transmission, and dissemination of knowledge by means of 

research, teaching, discussion, and debate of different ideological positions[.]” State and federal 

law prohibit colleges and universities from discriminating against students based on the viewpoint 

or content of speech, enacting vague and overbroad policies, and chilling student expression by 

causing students to fear discipline for engaging in speech activities.  

A. First Amendment Violations: Reservation Policy 

The Freedom of Expression Policy currently requires non-enrolled members of the public 

to reserve Flagpole Plaza to engage in speech activities. It only recommends that other individuals 

(such as enrolled students) reserve the space. However, campus administrators recently informed 

students that an enrolled student must reserve the space. Not only is this contradictory, but it 

violates state law. Georgia law requires colleges “[t]o assure students and faculty are permitted to 

assemble and engage in spontaneous expressive activity[.]”13 If students are expected to reserve 

the campus speech zone in advance of expressive activities, that means they cannot engage in 

spontaneous speech. Similarly, if students want to engage in demonstrations in response to current 

events—which almost always arise spontaneously—Georgia College denies them that right by 

requiring students to receive approval for those events at least two days in advance, even if the 

students want to stand in Flagpole Plaza.   

It may be allowable for Georgia College to require reservations for Flagpole Plaza, so long 

as the reservation policy only regulates the time, place, or manner of speech, is “content-

neutral, . . . narrowly tailored to serve a significant government interest, and leave[s] open ample 

alternative channels of communication.”14 Nevertheless, a college must provide alternative spaces 

for assembly such that speakers can still reach their intended audience. The College’s Freedom of 

Expression Policy gives lip service to this standard when it states that students will be provided 

alternative times and locations to speak, but nowhere does that policy—or any other Georgia 

College policy—provide more information about the alternatives available to speakers.  

Moreover, content-neutral time, place, and manner restrictions do not give schools carte 

blanche to limit all speech activities based on where, when, or how they occur. Those restrictions 

must also be reasonable. Although it may be reasonable for a college to restrict public access to 

campus due to safety concerns, it is not reasonable to give enrolled students only one location to 

engage in speech. Students live, work, and are formed into tomorrow’s leaders on school grounds. 

They must have access to ideas through open expression and, by extension, spaces for that 

expression.  

At Georgia College, students and members of the public are equally given one option for 

exercising their First Amendment rights outdoors: Flagpole Plaza. This area does not begin to 

cover the breadth of Georgia College’s campus. Courts frequently strike down university speech 

zones when those zones are small in comparison to the rest of campus or are removed from central 

                                                           
13 O.C.G.A. § 20-3-48(a)(5).  
14 Perry Educ. Ass’n v. Perry Local Educators’ Ass’n, 460 U.S. 37, 45 (1983). 
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areas of campus.15 Limiting speech to this single area of campus is hardly a reasonable place 

restriction for members of the public—and it is certainly not a reasonable place restriction for 

Georgia College students. 

Even RSOs only have one location on campus where they can table without prior approval: 

the fountain area. This, too, is unreasonable. Just as individual students must be able to get their 

message across to members of the campus community, RSOs must be able to recruit members and 

distribute materials in locations that are reasonably likely to attract an audience. And just as 

Georgia College must provide ample alternatives for its speech zone, it must also provide ample 

alternatives for tabling.  

Finally, the student organization handbook states that RSOs must reserve spaces for their 

events. But what about RSOs that want to engage in spontaneous expression? Must they reserve 

the free speech zone? What if they want to distribute literature in public areas of campus? Or 

engage in conversations with their peers as they walk to class? Must they notify the College before 

each of those activities?  

Again, state and federal precedent answer with a resounding “no.” Georgia law demands 

that colleges allow spontaneous expression. Courts consistently reject universities’ attempts to 

limit speech to a single area on campus. And it is a longstanding principle in our nation that “[i]f 

there be time to expose through discussion the falsehood and fallacies, to avert the evil by the 

processes of education, the remedy to be applied is more speech, not enforced silence.”16 

B. First Amendment Violations: Event Review Process 

In addition to the concerns with the campus reservation policy, students are understandably 

concerned about Georgia College’s review process for student events. For example, the student 

organization handbook states that all RSO events must receive administrative approval. Events 

will be subject to further review if a planned event is “controversial” or if it involves “inappropriate 

stereotypes.”  

First, students need clarity regarding what counts as an “event.” As described earlier, 

requiring approval for every RSO activity runs afoul of Georgia law, which demands that 

universities permit students to engage in spontaneous expression. Requiring prior approval for 

every event may also amount to a prior restraint. A prior restraint occurs when a college denies 

students the opportunity to speak before students can even engage in expression.17 Prior restraints 

                                                           
15 See, e.g., Shaw v. Burke, 2018 U.S. Dist. LEXIS 7584, at *9 (C.D. Cal. Jan. 17, 2018); Univ. of Cincinnati Chapter 

of Young Americans for Liberty v. Williams, 2012 U.S. Dist. LEXIS 80967, at *6–7 (S.D. Ohio June 12, 2012); Pro-

Life Cougars v. Univ. of Houston, 259 F. Supp. 2d 575, 578 (S.D. Tex.), dismissed, 67 F. App’x 251 (5th Cir. 2003). 
16 Whitney v. California, 274 U.S. 357, 377 (1927) (Brandeis, J., concurring). 
17 See, e.g., Healy, 408 U.S. at 184.   
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are almost always struck down because of the chilling effect they create: students fear discipline 

if they move forward with planned speech activities, so they opt to censor their speech altogether.18 

Colleges also cannot impose vague policies. Students must know what conduct is 

punishable and what that punishment will be. Subjecting “controversial” speakers and performers 

to further review is vague because students must hazard guesses about what “controversial” means 

and who would fall into that category. For that same reason, “inappropriate stereotypes” is too 

vague. Georgia College students need to know exactly what the College considers inappropriate 

and how the College will make decisions to grant or deny event requests. 

Lastly, and most importantly, these approval policies pave the way for viewpoint and 

content-based discrimination. Viewpoint discrimination occurs when a university either promotes 

or discourages speech based on beliefs or ideologies. Viewpoint-based restrictions are never 

constitutional.19 When a public university bans discussion of certain topics or prohibits certain 

speech activities from occurring, the restriction is considered content-based. Unless a university 

can demonstrate a compelling government interest, content-based restrictions cannot survive 

judicial review.20  

 By requiring further review for “controversial” or “inappropriate” events, Georgia College 

opens the door to viewpoint and content-based discrimination. It allows administrators to make 

subjective judgments about either (1) the ideas of the speaker or organization; (2) the nature or 

content of the speaker or organization’s message; or (3) a combination of the two. This is a blatant 

violation of the First Amendment, which only permits colleges to impose time, place, or manner 

restrictions equally to all speakers—not just the “controversial” ones.  

Conclusion 

As Georgia College revises its student organization policies, SLF encourages the College 

to consider the following: (1) policies must be sufficiently clear and easy to locate so students 

understand what conduct is punishable and what the punishment will be; (2) colleges are required 

to offer ample alternatives for speech such that students and student organizations can still reach 

their intended audience; (3) colleges in Georgia must allow spontaneous expression to occur on 

campus; and (4) colleges cannot allow administrators to make decisions about speech activities 

based on their content or viewpoint.  

Clarification and revisions to current Georgia College policies are necessary so students 

can exercise their First Amendment rights to their fullest extent. First Amendment jurisprudence 

is certainly complex, but SLF attorneys stand ready to assist and educate the College as it navigates 

these laws. Please do not hesitate to contact us for further guidance.  

                                                           
18 Id.; see also Young Americans for Liberty, 2012 U.S. Dist. LEXIS 80967, at *9; Smith v. Tarrant Cty. Coll. Dist., 

670 F. Supp. 2d 534, 538 (N.D. Tex. 2009); Pro-Life Cougars, 259 F. Supp. 2d at 584; Crue v. Aiken, 204 F. Supp. 

2d 1130, 1137 (C.D. Ill. 2002), aff’d, 370 F.3d 668 (7th Cir. 2004). 
19 See, e.g., Rosenberger v. Rector & Visitors of Univ. of Va., 515 U.S. 819, 820 (1995). 
20 See, e.g., Papish v. Board of Curators of Univ. of Mo., 410 U.S. 667, 670 (1973). 
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 Yours in Freedom, 

 

 Kimberly S. Hermann 

 General Counsel 

 Southeastern Legal Foundation 



 

 

 

 

 

EXHIBIT A 



TESTIMONY: 
Kimberly Hermann, General Counsel, Southeastern Legal Foundation 
Georgia Senate Bill 339 
 
Mr. Chairman, Ranking Member, members of the committee – 
 
Thank you for the privilege of appearing before you today.  As many of you are aware, 
Southeastern Legal Foundation is an Atlanta-based national constitutional public interest law 
firm founded in 1976.  We appear before the U.S. Supreme Court more than 30 times a year in 
direct litigation and as amicus, including cases involving free speech and the First Amendment.   
 
Over the past 40 years, we have appeared more than two dozen times before the Georgia 
General Assembly to testify about the constitutional and legal impact of proposed legislation, 
which is why we are here today at your invitation. 
 
For the past two years, we have actively engaged in legal research through our national effort, 
the Student Freedom and Safety Project.  During this time, we have issued Open Records and 
Freedom of Information requests to federal and state education agencies, public universities 
and colleges, and governing Boards of Regents in more than a dozen states, including Georgia. 
 
At this time, our legal analysis of existing rules, practices and procedures implemented by 
public universities to protect free speech– what many refer to as “speech codes” –concludes 
that rather than protect free speech, they violate the First Amendment directly, or in practice.  
In many instances, universities and colleges – and the Boards of Regents who govern them – do 
not even maintain such codes or policies, or do so in a case-by-case basis.   
 
According to our analysis, between one-third and one-half of the universities and colleges we 
examined maintain either unconstitutional policies or have no policies at all.  We are not 
prepared at this time to publicly reveal specific institutions.  This finding is consistent with U.S. 
Attorney General Jeff Sessions’ September 2017 public statement that 40 percent of 
universities and colleges across our nation maintain speech codes that substantially infringe on 
constitutionally protected speech. 
 
A number of our public universities and colleges here in Georgia fall in the 40 percent.  Some of 
the schools boast so-called “speech zones” which confine free speech to very limited areas on 
campus.  Some prohibit speech, not because the speech meets the legal definition of 
harassment or discrimination, but because it may hurt another person’s feelings.  And some of 
them create a culture where shout-downs are the new norm.     
 
Among various legislative efforts that propose to remedy this constitutional crisis is GA Senate 
Bill 339. 
 
 
 



We have reviewed this bill and, based on our analysis, Senate Bill 339 provides important 
guidance directives to the Georgia Board of Regents and, by extension, to the public universities 
and colleges of our state.  The bill provides specific and substantive protections to protect fair, 
free and open access within reasonable time-place-manner restrictions to free speech on 
campuses across the state. 
 
The bill does goes much further than existing law.  It establishes guidelines that can be 
employed by Georgia’s public universities and colleges to protect individuals on campuses who 
engage in free speech activities.  It also provides for a legal and transparent process by which 
students and other individuals may seek administrative and, ultimately, legal redress for 
perceived violations of First Amendment rights – again, much more extensive than existing law 
provides. 
 
SB 339 addresses key elements of any First Amendment analysis – objective application and the 
process for addressing grievances.  When we talk about constitutional rights – especially those 
protected by the First Amendment – there is no place for discretionary application.   SB 339 
provides an objective response to ensure that all of those attending our State’s public colleges 
and universities may freely express themselves.  Without an objective and consistent 
disciplinary process, the response to the silencing act is undoubtedly content-based, speaker-
based, or viewpoint based – all of which are unconstitutional.  The procedures provided for in 
SB 339 help ensure that the response is constitutional – both from a due process and equal 
protection standpoint.  
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Senator William T. Ligon, Jr.  
121-H State Capitol 
Atlanta, GA 30334 
william@senatorligon.com 
 
 Re: Senate Bill 318: FORUM Act 

 
Dear Senator Ligon, 
 
Southeastern Legal Foundation (SLF), founded in 1976, is an Atlanta-based national constitutional 
public interest law firm advocating for free speech, individual freedom, property rights, and the 
rule of law. We appear before the U.S. Supreme Court more than 30 times a year in direct litigation 
and as amicus, including cases involving the First Amendment. And we have testified dozens of 
times before the Georgia General Assembly about the legal impact of proposed legislation.  
 
Through the 1A Project, SLF helps college students who believe that their First Amendment rights 
have been violated. We do this through free legal assistance, reference materials like our student 
guidebook, and speeches at colleges across the nation. We write to you today to discuss Senate 
Bill 318 (the Forming Open and Robust University Minds (FORUM) Act). 
 
America’s colleges were once a marketplace of ideas, but today’s restraints often coerce students 
into silence. Colleges tell students that they can’t say anything offensive, let alone political. They 
force students to stand in faraway speech zones. In some cases, they threaten official discipline 
against students who simply want to exercise their First Amendment rights. As a result, students 
stay silent, because facing discipline isn’t worth the risk to them. 
 
We are contacted by college students every week. Their first question is always, “Can you help 
me find my school’s speech policy?” or “I don’t understand what these rules mean.” Students need 
to know their college’s rules before they can be expected to follow them. But often the rules are 
not in writing, are not published, or are hidden within a web of policies online. When students 
have questions about the enforcement of school policies, they do not know where to turn because 
of the conflicting messages they receive from campus administrators.  
 
Another question we receive is whether it is normal for a school to require students to reserve a 
space in a free speech zone just to hand out flyers or talk about current events. The answer is 
twofold. Unfortunately, yes, it is normal. But, on the other hand, it is often unconstitutional. 
Although schools understandably must consider safety, especially when members of the outside 
community visit campus, requiring students to plan speech activities weeks in advance is 
antithetical to the First Amendment. Prior notice is unrealistic because many issues worth 
discussing arise spontaneously. Like all citizens, students must be encouraged to gather in public 

https://www.slfliberty.org/1a-project
https://cd2fb7ee-1ba1-49e2-91a5-21a535a6d9c4.filesusr.com/ugd/1f4326_78cdcd0f718b4e67babd826d44b08da3.pdf
https://cd2fb7ee-1ba1-49e2-91a5-21a535a6d9c4.filesusr.com/ugd/1f4326_78cdcd0f718b4e67babd826d44b08da3.pdf
http://www.legis.ga.gov/Legislation/en-US/display/20192020/SB/318
http://www.legis.ga.gov/Legislation/en-US/display/20192020/SB/318
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places and exchange ideas as part of the necessary civic order. For this reason, public areas on 
campus must be available for spontaneous discussion, tabling, and other normal student 
organization activities.  
 
Requiring students to sign up in advance to use speech zones opens the door to prior restraint and 
discrimination. Many campus reservation forms ask students to explain the intent and purpose of 
their planned speech activities. When school officials have the power to grant or deny access to 
student groups, they inevitably examine the answers in those forms. This allows them to consider 
topics and viewpoints, which is content- and viewpoint-based discrimination.  
 
We must protect students from discrimination. Colleges often limit political speech, particularly 
discussion about candidates or ballot initiatives. Such limits are unconstitutional and contradict the 
original intent of the First Amendment, which was written with political speech in mind; the 
Framers knew that government suppression of political criticism would pave the way for tyranny.  
 
Finally, a major issue plagues the legal protection of college students’ First Amendment rights: 
standing. More often than not, if a student brings a viable claim against a university, either the 
school changes its policy or by the time the case reaches trial, the student has graduated. As a 
result, courts frequently dismiss college students’ lawsuits as moot.  
 
In one of the most important free speech cases in American history, U.S. Supreme Court Justice 
Louis Brandeis explained: “Those who won our independence believed that the final end of the 
State was to make men free to develop their faculties, and that, in its government, the deliberative 
forces should prevail over the arbitrary . . . They believed that freedom to think as you will and to 
speak as you think are means indispensable to the discovery and spread of political truth; that, 
without free speech and assembly, discussion would be futile; that, with them, discussion affords 
ordinarily adequate protection against the dissemination of noxious doctrine; that the greatest 
menace to freedom is an inert people; that public discussion is a political duty, and that this should 
be a fundamental principle of the American government . . . If there be time to expose through 
discussion the falsehood and fallacies, to avert the evil by the processes of education, the remedy 
to be applied is more speech, not enforced silence.” Whitney v. California, 274 U.S. 357 (1927) 
(Brandeis, J., concurring).  
 
This rings especially true in the context of campus speech. This law can help hold Georgia’s public 
colleges accountable. By creating an explicit cause of action, SB 318 allows courts to hear cases 
and to correct constitutional violations. This will allow students to defend their rights and 
effectuate real policy change on their campuses.  
 
Thank you for the opportunity to share some of the issues that face Georgia’s college students. 

 
Yours in Freedom, 

      
Kimberly S. Hermann 
General Counsel 
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Representative Josh Bonner 

601-A Coverdell Legislative Office Bldg. 

Atlanta, GA 30334  

josh.bonner@house.ga.gov 

 

 Re: House Bill 995: FORUM Act 

 

Dear Representative Bonner, 

 

Southeastern Legal Foundation (SLF), founded in 1976, is an Atlanta-based national constitutional 

public interest law firm advocating for free speech, individual freedom, property rights, and the 

rule of law. We appear before the U.S. Supreme Court more than 30 times a year in direct litigation 

and as amicus, including cases involving the First Amendment. And we have testified dozens of 

times before the Georgia General Assembly about the legal impact of proposed legislation.  

 

Through the 1A Project, SLF helps college students who believe that their First Amendment rights 

have been violated. We do this through free legal assistance, reference materials like our student 

guidebook, and speeches at colleges across the nation. We write to you today to discuss House Bill 

995 (the Forming Open and Robust University Minds (FORUM) Act). 

 

America’s colleges were once a marketplace of ideas, but today’s restraints often coerce students 

into silence. Colleges tell students that they can’t say anything offensive, let alone political. They 

force students to stand in faraway speech zones. In some cases, they threaten official discipline 

against students who simply want to exercise their First Amendment rights. As a result, students 

stay silent, because facing discipline isn’t worth the risk to them. 

 

We are contacted by college students every week. Their first question is always, “Can you help 

me find my school’s speech policy?” or “I don’t understand what these rules mean.” Students need 

to know their college’s rules before they can be expected to follow them. But often the rules are 

not in writing, are not published, or are hidden within a web of policies online. When students 

have questions about the enforcement of school policies, they do not know where to turn because 

of the conflicting messages they receive from campus administrators.  

 

Another question we receive is whether it is normal for a school to require students to reserve a 

space in a free speech zone just to hand out flyers or talk about current events. The answer is 

twofold. Unfortunately, yes, it is normal. But, on the other hand, it is often unconstitutional. 

Although schools understandably must consider safety, especially when members of the outside 

community visit campus, requiring students to plan speech activities weeks in advance is 

antithetical to the First Amendment. Prior notice is unrealistic because many issues worth 

discussing arise spontaneously. Like all citizens, students must be encouraged to gather in public 

https://www.slfliberty.org/1a-project
https://cd2fb7ee-1ba1-49e2-91a5-21a535a6d9c4.filesusr.com/ugd/1f4326_78cdcd0f718b4e67babd826d44b08da3.pdf
https://cd2fb7ee-1ba1-49e2-91a5-21a535a6d9c4.filesusr.com/ugd/1f4326_78cdcd0f718b4e67babd826d44b08da3.pdf
http://www.legis.ga.gov/Legislation/en-US/display/20192020/HB/995
http://www.legis.ga.gov/Legislation/en-US/display/20192020/HB/995
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places and exchange ideas as part of the necessary civic order. For this reason, public areas on 

campus must be available for spontaneous discussion, tabling, and other normal student 

organization activities.  

 

Requiring students to sign up in advance to use speech zones opens the door to prior restraint and 

discrimination. Many campus reservation forms ask students to explain the intent and purpose of 

their planned speech activities. When school officials have the power to grant or deny access to 

student groups, they inevitably examine the answers in those forms. This allows them to consider 

topics and viewpoints, which is content- and viewpoint-based discrimination.  

 

We must protect students from discrimination. Colleges often limit political speech, particularly 

discussion about candidates or ballot initiatives. Such limits are unconstitutional and contradict the 

original intent of the First Amendment, which was written with political speech in mind; the 

Framers knew that government suppression of political criticism would pave the way for tyranny.  

 

Finally, a major issue plagues the legal protection of college students’ First Amendment rights: 

standing. More often than not, if a student brings a viable claim against a university, either the 

school changes its policy or by the time the case reaches trial, the student has graduated. As a 

result, courts frequently dismiss college students’ lawsuits as moot.  

 

In one of the most important free speech cases in American history, U.S. Supreme Court Justice 

Louis Brandeis explained: “Those who won our independence believed that the final end of the 

State was to make men free to develop their faculties, and that, in its government, the deliberative 

forces should prevail over the arbitrary . . . They believed that freedom to think as you will and to 

speak as you think are means indispensable to the discovery and spread of political truth; that, 

without free speech and assembly, discussion would be futile; that, with them, discussion affords 

ordinarily adequate protection against the dissemination of noxious doctrine; that the greatest 

menace to freedom is an inert people; that public discussion is a political duty, and that this should 

be a fundamental principle of the American government . . . If there be time to expose through 

discussion the falsehood and fallacies, to avert the evil by the processes of education, the remedy 

to be applied is more speech, not enforced silence.” Whitney v. California, 274 U.S. 357 (1927) 

(Brandeis, J., concurring).  

 

This rings especially true in the context of campus speech. This law can help hold Georgia’s public 

colleges accountable. By creating an explicit cause of action, HB 995 allows courts to hear cases 

and to correct constitutional violations. This will allow students to defend their rights and 

effectuate real policy change on their campuses.  

 

Thank you for the opportunity to share some of the issues that face Georgia’s college students. 

 

Yours in Freedom, 

      
Kimberly S. Hermann 

General Counsel 
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For easier reading, the handbook has been copied and pasted from the Georgia College website. 

It is also available at www.gcsu.edu/student-organization-handbook/planning-meetings-events-

and-activities.   
 

PLANNING MEETINGS, EVENTS AND 
ACTIVITIES 

EVENT PLANNING PROCESS 

Many resources are available to help faculty, staff, students, and the public 
plan events on the GC campus. The Department of Public Services assists by 
reserving space for meetings, receptions, rehearsals, noncredit courses, and 
other nonacademic programs. The department also supervises a number of 
high-demand campus facilities including the Centennial Center Complex, 
Russell Auditorium, Chappell Hall, Lake Laurel Lodge, the tennis courts and 
pools, and Miller Dance Studio. One of the privileges associated with being 
officially recognized as a student organization is the ability to utilize these on 
and off-campus facilities for organizational events. It is the intent of Georgia 
College & State University to promote a wide variety of activities and to 
ensure successful events by assisting student organizations when possible. 

SECTION 1:  STUDENT ORGANIZATION ACTIVITIES AND EVENTS 

In order to sponsor any activity on campus, an organization must be approved 
by the Student Government Association and the Department of Campus Life. 
Thereafter, organizations must register annually with the Department of 
Campus Life to sponsor events, activities or to reserve space on-campus. 
There may be many steps and approval processes involved in the successful 
execution of your event. The event approval process is in place to ensure that 
all of those steps are being followed correctly by each student organization. 

A. WEEKLY ORGANIZATION MEETINGS  

All student organizations' general membership meetings held on campus must 
be open to the public unless: 

 It is exempted by the organization's state or national policies or 
charters.  This must be stated in your organization's constitution. 

http://www.gcsu.edu/student-organization-handbook/planning-meetings-events-and-activities
http://www.gcsu.edu/student-organization-handbook/planning-meetings-events-and-activities
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It is a closed session that was previously added to the agenda or added to the 
agenda with a majority vote (2/3) of the members and officers of the 
organization at the start of each meeting. Regular business meetings are 
scheduled through Public Services via the Facility Reservation 
System 25Live. Weekly organization meetings are always subject to the event 
approval process on a per meeting basis if any portion of the meeting's 
activities requires further approval. Student organizations who misuse their 
weekly meetings for other purposes or events without obtaining proper 
approvals may be subject to disciplinary action. 

B. EVENTS REQUIRING APPROVAL 

All student organization events held on-campus or funded by the university 
requires registration with Public Services via the Facility Reservation System 
(25Live) and approval by the Department of Campus Life before the event 
may occur. Some of the parameters, which mark an event for further reviews 
to be included in the approval process, are: 

 Events open to the public (campus or community) 
 Fundraising (charge or donation) 
 Controversial speakers or performers 
 Outdoor amplified sound 
 Large outdoor displays 
 Dispensing of any food or beverage 
 Dispensing of alcoholic beverages 
 Sales of any type 
 Ticketed or admission-based events 
 Commercial representation 
 Use of copyrighted materials for public distribution or use 
 Recruitment efforts by off-campus organizations 
 Transportation 
 Physical activity 
 Organizational fairs 
 Events involving themes, costuming or activities that might portray 

inappropriate stereotypes of racial, cultural, religious, gender, disability, 
sexual orientation, or other protected classes. 

Reviews shall involve the event sponsor and a Campus Life representative to 
examine event logistics including staging and properties, food handling, 
safety, parking, and activities that might be perceived as demeaning or 
degrading. The Department of Campus Life may invite representatives from 
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the campus community to advise it on the above areas. During such types of 
events, a representative from Campus Life and the student organization's on-
campus faculty/staff advisor may be required to facilitate and monitor the 
activities. 

SECTION 2:  ON-CAMPUS EVENT APPROVAL 

There are several important steps to observe when planning your event. To 
make sure that your event is well organized and ready for review by Public 
Services and Campus Life, remember to follow these steps. Keep in mind that 
many of these processes require the requestor to be a listed officer in your 
organization. 

Contact Campus Life at (478) 445-4027 if you have any questions regarding 
student organization use of facilities. 
If the event is on campus: Utilize and complete the 25Live Facility Reservation 
Online form to make a tentative space reservation for the facility you would 
like to use. 
All events are tentative until approved by Campus Life and Public Services via 
the 25Live Facility Reservation System. 
The student organization officer who submitted the 25Live form will receive an 
email notification from Public Services/25Live with the status of the event. 
After approval of your event, it is a good idea to check in and reconfirm with all 
of the parties involved in making your event a success, including your advisor. 

SECTION 3:  APPEARANCES, APPEALS, AND WAIVERS 

Representatives from a student organization may be requested to appear 
before Campus Life or called upon to provide clarification about event 
approval requests. Failure to appear or to respond may result in the event 
request not being approved. Requests for waivers of university policies may 
be made in person and/or in writing to the Director of Campus Life. Appeals of 
decisions made by the Director of Campus Life should be directed to the Dean 
of Students. 

SECTION 4: FACILITY USE AND RESERVATIONS   

Statement on Use of University Facilities  
A wide variety of campus buildings and other facilities are available for 
recreational and non-instructional use by students, faculty, staff, and campus 
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guests provided this use does not interfere with the educational mission of the 
university.  GC reserves the right to establish standards of time, place, and 
manner of all campus activities and events occurring on campus property or in 
the name of the university regardless of location, and to set further 
requirements on the activity itself, including but not limited to size and 
duration, sound level, concessions, security, ticketing, Environmental Health 
and Occupational Safety (EHOS) standards, publicity, insurance, facility rental 
requirements, and damage repair. 

SECTION 5: RESERVING GEORGIA COLLEGE FACILITIES        

The GC campus has many facilities for use by student organizations for 
events and meetings.  Academic, athletic, residential facilities and outdoor 
spaces are maintained, reserved, and managed by university 
departments.  All reservable space is managed by Public Services and each 
facility is governed by the facility use policies set forth by the university.  To 
reference the Policy in its entirety, please visit the Public Services website or 
call 478-445-2749.   

A. CAMPUS FACILITIES RESERVATIONS PROCESS        

There are several important steps to observe when making a reservation. To 
ensure that your event is well organized and to make the review process by 
the Facility Reservations Office as quickly as possible, remember to follow 
these steps: 
 
• Facility requests should be made to Public Services through the 25Live 
event scheduling system, not directly to building managers as this confuses 
the process and creates additional work.  It is recommended that all requests 
be submitted to Public Services at least seven (7) business days prior to the 
date of the event. 
• Before submitting your request, first view the university's 25Live 
WebViewer which provides a real-time display of all of the credit courses and 
non-academic events that have been scheduled into campus facilities.  The 
WebViewer will enable you to see which facilities might be available for your 
event and to determine if there are other events that might compete for 
audiences or campus support services.  To reserve campus space through 
the department's Facility Reservations Office, complete the online Facility 
Request Form by clicking on the My Requests link at the top of the 
WebViewer page. 
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• If you are new to 25Live, you may download a tutorial of the 25Live facility 
reservation process at 25Live WebViewer Tutorial.  
When facility requests are received by Public Services, they are forwarded 
through 25Live to the appropriate building manager for review and 
approval/denial.  By agreement with the deans, building managers are to reply 
to Public Services within 48 hours of receiving a facility request.  The building 
manager will evaluate each request, taking into consideration the following: 

• Availability of space for the date(s) requested  
• Suitability of the event for the requested location  
• Number of persons expected to attend the event  
• Presence of alcohol  
• Duration of the event 
Once reviewed, the building manager will approve or deny the request online 
through 25Live, noting any special instructions that may apply to the use of 
the facility.  Upon receipt, Public Services will notify the event coordinator or 
student organization representative online through 25Live that the request for 
space has been confirmed or denied. Because requests require review by a 
building manager, please allow at least five (5) business days for processing.  
 
If reserving a table, different procedures should be followed. For registered 
student organizations looking to reserve a table for promotion of an event or 
information distribution, the organization will need to reserve the table and 
space through 25Live. The table can be received at the Student Activities 
Center in the DEN. A ten dollar deposit or a bobcat card is required to receive 
the table but will be reimbursed when the table is returned to the Student 
Activities Center. 
 
If a table needs to be reserved for an event to be held on 
campus, 25Live must be utilized to reserve the area. On the form, table 
specifications should be listed. To learn more about information tabling please 
refer to section 4.13 of the Student Organization Handbook.  
 
If you have service-related needs such as A/V, food, housing, moving, and/or 
security, please indicate your intent to secure such services on 
the 25Live request form.  Public Services will forward this information to the 
appropriate service offices to give them advanced notice of your needs.  You 
will still be responsible for making specific arrangements directly with the 
service units, and you will be responsible for notifying the service units if there 
are any changes to the original request.  These offices require a minimum 
notice of five (5) business days.   
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In the event the facility you requested is not available, Public Services will 
assist you in finding another location.  If you have not heard from Public 
Services within five business days of submitting your request, you may call 
the reservation office at 478-445-2749 to verify receipt of your request and to 
determine its status.  
 
Please understand that your request is not deemed approved until you receive 
official confirmation from Public Services.  Do not announce or promote your 
activity until you know that the space you are requesting has been approved 
and your event has been booked into 25Live. 

SECTION 6:  UNIVERSITY FACILITIES AVAILABLE FOR 
RESERVATIONS  

 
A. FACILITY USAGE GUIDELINES AND POLICIES  

A wide variety of campus buildings and other facilities are available for 
organizational use by students, faculty, and staff provided this use does not 
interfere with instructional and research programs held on campus. Some of 
the facilities available are Residence Halls and most buildings on main 
campus. The following are the facility usage guidelines and policies. 

  All functions desiring use of university facilities should complete the 
online 25Live request form. 

 For large-scale facility rentals, service agreements and release/waiver 
of liability may be required. 

 All requests for facility usage must be submitted at least seven (7) 
business days prior to the date of the scheduled activity, and all 
applicable usage fees and deposits will be due at the time requests are 
submitted for approval. 

 GC reserves the right to deny the use of campus facilities for any event, 
activity, or function deemed inappropriate for the facility or the university 
as a whole. 

 Possession or use of narcotics or other illegal drugs is forbidden on 
university properties. 

 The use or possession of alcohol is forbidden on university properties 
unless in conjunction with a pre-approved social function and limited to 
designated areas. 

 No smoking is allowed in university buildings. 
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 Users will be responsible for all damages to facilities and to facility 
support equipment and for any personal injury resulting from this use. 
ALL areas used should be left in a neat and orderly condition. ALL 
furniture and equipment used should be returned to its proper place and 
the facility secured upon departure. 

 Faculty/staff advisors must be present during all major events (parties, 
dances, and any activities open to the public) sponsored by those 
student organizations that they may represent. 

 All Physical Plant services must be requested five (5) business days 
prior to the event. 

 Contact Grounds Manager at 478-445-4279 for events on lawn areas. 
 Events requiring Plant, AV, and other campus support services outside 

normal working hours must budget overtime costs. 
 Procedure for vehicle access to campus roadways and sidewalks that 

are blocked by bollards: Individuals who seek vehicle access to campus 
roadways and sidewalks that are blocked by bollards must go through 
Facility Reservations for approval. Campus hardscapes such as the 
front campus drive and the circle drive were designed and constructed 
for pedestrian traffic and safety and for the protection of our facilities. 
Both are capable of handling a limited amount of vehicular traffic; 
however, they contain architectural features that are easily damaged by 
heavy vehicles. These high visibility campus features also represent a 
significant financial investment. 

 Only authorized vehicles will be allowed to access campus roadways 
and sidewalks that are blocked by security bollards. Authorized vehicles 
will usually be limited to emergency vehicles (ambulance, fire, police) 
and construction/maintenance vehicles when no reasonable access 
alternative is available. Any vehicular traffic on these roadways, other 
than emergency vehicles responding to an emergency, must be pre-
approved by the Vice President for Business and Finance through the 
Facility Reservations office. Access to these roadways may be denied, 
if, in the opinion of the Senior Vice President of Finance & 
Administration, there is a reasonable alternative. Golf carts are 
exempted from this procedure. 

Each facility is entitled to use its own set of additional regulations for use and 
to implement its own policies and procedures for reservations beyond those 
specified by the university. 

B. FACILITY-SPECIFIC POLICIES (NON-AUXILIARY SERVICES) 
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ARTS AND SCIENCES BUILDING 
The Arts and Sciences Building is equipped with $2.5 million of the latest 
technology, making it well suited for multimedia presentations, satellite 
teleconferences, and professional development meetings. The Arts & 
Sciences building includes an auditorium, ten multi-media classrooms, three 
electronic classrooms, and forty-four classrooms with seating capacities 
ranging from 15 to 82 people. The auditorium and many other rooms have 
internet and cable connections.  
 
For those that need a breath of fresh air, relax in the open courtyard at the 
center of the building. Alternately, sit on a bench and listen to the fountain just 
in front of Arts & Sciences. These areas are ideal for outdoor receptions. 
AUDITORIUM 
Seats up to 299 persons 
Handicapped accessible 
Adjacent to restrooms 

 AUDIO/VISUAL SUPPORT 
o Mounted video projector and screen 
o Document camera 
o Slide projector 
o VHS video cassette player 
o DVD and Laserdisc player 
o Podium with microphone, wireless microphone, and tabletop 

microphones 
CENTENNIAL CENTER COMPLEX 
The Centennial Center Complex is a 97,000-square-foot multipurpose facility 
that can accommodate large functions such as athletic competitions, musical 
concerts, and exhibits, as well as smaller banquets and receptions. In addition 
to three full-sized basketball courts, there are three classrooms, with seating 
capacities ranging from 20 to 40 people, which may be arranged for 
classroom or theater seating. 

 Fixed seating for up to 4,078 
 Vinyl and carpet floor covering available 
 Portable dance floor (30' x 30') 
 Portable stage (32' x 48') 

EAST/WEST TEACHING COURTS 
 Seats up to 400 persons 
 Rubberized flooring 
 44' x 93' (4092 sq. ft.) 

TENNIS COURTS 
 Six lighted courts with asphalt surface 
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 Outdoor Pool 
 75' x 45', six lanes 
 Bathhouse with 2175 sq. ft. 
 Men's and women's restrooms, lockers, showers 

CHAPPELL HALL 
Chappell Hall is home to the staff of the Extended University Division. 
Chappell Hall, with three large classrooms, two conference rooms, and a 
state-of-the-art computer lab, offers conference and meeting space ideal for 
both formal and informal activities. Chappell Hall also contains a large dance 
studio (complete with a professional dance floor, barres, and mirrors) perfect 
for dance and other recreational activities. Between sessions, conference 
attendees can relax in the atrium adjoining the lecture hall. The Registration 
office is available for collecting fees, providing program support, and 
distributing information on-site. 

 Classrooms 
 Flexible seating arrangements for up to 35 persons 
 Conference Rooms 
 Rooms seat up to 15 persons 

LAKE LAUREL LODGE 
Lake Laurel Lodge, located four miles east of Milledgeville, is a favorite 
recreation area for the university and community. Nestled within sixty-six 
wooded acres, Lake Laurel is a beautiful, peaceful location for conferences, 
workshops, receptions, reunions, and overnight retreats. Visitors can fish from 
the banks or paddle the lake in one of the jon boats. Land dwellers can follow 
the nature trail that encircles the lake and examine the botanical life. 
Overlooking the lake is the Lake Laurel Lodge. This rustic facility is equipped 
with a kitchen, clubhouse-like sleeping arrangements to accommodate 18 
people, and a large conference room. It is available on a limited basis, 
primarily on weekends and other selected times. 

 Accommodations for up to 75 persons 
 Fireplace 
 Large grill on deck 
 Kitchen equipped with microwave, cookware, utensils, and dishes 
 Restrooms with showers  
 Picnic Area and Lake 
 10' x 20' covered picnic pavilion 
 Fire ring and grills 

Limited overnight lodging is available at Lake Laurel Lodge by 
prearrangement. Linen service is available upon request for overnight guests. 
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LIBRARY & INFORMATION TECHNOLOGY CENTER 
GC Library is one of the largest libraries in the area, housing more than 
450,000 volumes, and including study rooms, computer labs, meeting areas, 
and a cyber cafe serving Starbucks Coffee. It's also home to the Flannery 
O'Connor collection and the papers of the late Senator Paul Coverdell. 
MAXWELL STUDENT UNION 
Maxwell Student Union houses the campus dining and catering services 
(Sodexo), Einstein Bros., the Bobcat Card Office, Chick-Fil-A, and Subway. 
On the first floor, the Donahoo lounge is a location for student-oriented 
programming and services. The second floor consists of the MAX, the Hoke 
Dining Room with a capacity of 75 people, the Bobcat Room with a capacity of 
25 people, and the University Banquet Room with seating for 160 people. 
Completed in 1972 and renovated in 2000, Maxwell Student Union offers a 
handsome decor, flexible for meetings, banquets, receptions, and dances. 
MILLER DANCE STUDIO  
Miller Dance Studio houses the Continuing Education dance program, as well 
as university dance and theatre courses. This 2,080 square foot facility has a 
heavy-duty professional dance floor, dance barres, mirrored walls, and a 
state-of-the-art sound system. 
MICHAEL J. PEELER COMPLEX 
The Michael J. Peeler Complex is located 2.2 miles from main campus, off the 
441 bypass. The complex consists of baseball, softball, and soccer fields, 
tennis courts, and student housing. Available for recreation and social 
occasions, the covered pavilion has picnic tables, restrooms, and two 
barbeque pits, and is adjacent to the athletic fields. 
KILPATRICK HALL 
Kilpatrick Hall, located across the street from main campus, is home to the 
School of Education. The building has numerous classrooms and a wonderful 
open atrium, making it ideal for classes, meetings, and conferences. Also 
located inside Kilpatrick Hall is Peabody Auditorium with fixed seating for 178 
people. 

  Peabody Auditorium 
o Seats up to 178 persons 
o Handicapped accessible 

PORTER HALL (MAX NOAH RECITAL HALL) 
Porter Hall provides space for the Department of Music & Theatre. Located in 
this building is Max Noah Recital Hall with a seating capacity of 150 people, a 
large band room with seating for 50 people, and many small practice rooms 
with pianos and music stands. Max Noah Recital Hall hosts primarily musical 
and theatrical recitals and lectures. 
MAX NOAH RECITAL HALL 
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 Seats up to 150 persons 
 Baby grand piano and organ are available for performances 

RESIDENCE HALLS 
As a liberal arts university, we don't separate living from learning. In fact, we 
do everything we can to strengthen the connection between the two. Staying 
on campus for your conference puts you in the middle of everything. Our 
brand new, suite Residence Halls offer you almost every convenience of 
home from cable television, phone service, internet connections, recreation 
rooms, ice makers, vending, and gathering areas. 
RUSSELL AUDITORIUM 
A campus landmark, Russell Auditorium features Greek Revival architecture 
and elegant decor which serves the university and community well. The 
auditorium is a popular location for many theatrical events including our own 
theatre department's productions and Allied Arts' presentations. In addition to 
the university concert and jazz band performances, Russell Auditorium is also 
home to the GC Atlanta Ballet Summer Intensives, the Joffrey South 
Workshops, and the Nutcracker Ballet. 
This facility is ideal for conferences or ceremonies that need to accommodate 
large groups in a graceful, dignified setting. Constructed in 1928 and 
renovated in 1996, Russell Auditorium is fully air-conditioned and 
handicapped accessible. An organ and grand piano remain in Russell 
Auditorium year round for performances and ceremonies. 

 Seats up to 980 persons (including balcony) 
 Handicapped accessible 
 1,000 sq. ft. stage 
 Orchestra pit 
 Two large dressing rooms with lighted mirrors and shower adjacent to 

stage  
 Computerized lighting system 

The auditorium, built in 1928 and renovated in 1996, is fully air-conditioned 
and handicapped accessible.  The auditorium seats up to 980 including the 
balcony, has a 1,000 square foot stage, an orchestra pit, computerized 
lighting system, and two large dressing rooms with lighted mirrors and a 
shower. 
 
Russell Auditorium is a high demand facility which is reserved for events at 
least 50 weeks out of each year.  Each December, the Department of Public 
Services calls a meeting of all regular users of the auditorium, and others who 
have requested to use the building, to discuss their needs for the next year 
and a half, and to negotiate times for using the facility.  Once campus use of 
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Russell Auditorium has been determined, all of the events are entered into the 
university's computerized event management system, 25Live.  A few dates 
usually remain available for other campus and community events.   
 
Not only is Russell Auditorium a high demand facility, but it is also a highly 
complex facility with sophisticated lighting and sound systems and stringent 
fire safety and ADA/504 requirements.  Failure to follow the guidelines on the 
following pages could result in serious injury or death to facility users and 
audience members.  In addition to the potential for injury, operation of the 
theatre's sophisticated lighting and sound equipment by untrained event 
organizers could result in damage to expensive equipment.  For these 
reasons, all users of Russell Auditorium must utilize the services of Student 
Technical Specialists and Student House Managers trained by Theatre faculty 
and made available through the Department of Public Services.  (Waivers of 
the Student House Manager requirement may be requested when event 
organizers can provide trained theatre professionals or university employees 
who will be on site and in charge before, during, and after 
performances.  However, even in such cases, all fire safety and ADA/504 
rules still must be adhered to.)  Contact the Department of Public Services to 
obtain the services of Student Technical Specialists and Student House 
Managers(pdf).   
 
Sound and A/V in Russell Auditorium must be provided by an approved A/V 
professional.  Generally, Theatre is responsible for providing its own sound, 
and A/V for all other events is provided by Media Production Resources.  A/V 
equipment and services can be obtained by contacting AV@gcsu.edu or by 
phone at (478) 445-0532.  Event organizers should contact A/V to discuss 
specific A/V needs after the facility has been approved, but no later than five 
business days before the event.  The hourly rate for evening and weekend 
hours is $25 per technician.  The technician fee includes up to 30 minutes of 
equipment set-up and 30 minutes of take-down per event.   
 
Russell Auditorium is cleaned by campus custodians daily Monday through 
Friday.  However, weekend custodial support is not provided as a matter of 
course.  Productions that extend over a weekend may wish to contact the 
Custodial Manager at (478) 445-1533 to arrange to have the auditorium 
cleaned between performances.  Those weekend events that utilize Lanier 
Hall as an assembly or holding area for cast members will be required to 
contract with Plant Operations to have Lanier cleaned prior to 7 a.m. on 
Monday morning.  Custodial support should be arranged at least five business 
days in advance.  The cost for such support is $18 per hour for each 

mailto:AV@gcsu.edu
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custodian, with a minimum of three hours. 
 
Lanier Hall, which is attached to Russell Auditorium, is a busy office building 
that is occupied from 8 a.m.-5 p.m. Monday through Friday.  To avoid 
disturbing employees or students, events that use Lanier Hall as an assembly 
or holding area for cast members should not allow cast members into Lanier 
prior to 5 p.m. on weekdays.  Lanier furniture should not be moved.  In 
addition, the halls, dressing rooms, and other spaces should be straightened 
up and all debris, props, costumes, makeup, and trash removed at the 
conclusion of each production. 
 
Organizers of external (non-GC sponsored) events will be required to show 
proof of $1,000,000 of liability insurance and $500,000 damage to property 
insurance in order to rent the facility.  Proof of insurance must be verified prior 
to confirmation of space.   
 
In case of accidents, injuries, deaths, thefts, or other emergencies, or if there 
are after-hours or weekend maintenance issues, contact Public Safety at 478-
445-4400. 
 
The Director of Public Services serves as Building Manager for Russell 
Auditorium.  If there are maintenance issues, scheduling conflicts, or other 
concerns or issues related to the building, please contact the director at 478-
445-6542. 
 
Occasionally, a campus office may identify a need to modify Russell 
Auditorium's equipment or structure in some way.  In such cases, that office 
should contact the Director of Public Services who will then facilitate a 
meeting or communication between all parties with some responsibility for the 
auditorium including the Department of Music & Theatre, Plant Operations, 
A/V, Public Services, and Environmental Health & Occupational Safety. 
 
Russell Auditorium: Fire Safety/ADA/504 Requirements  
Exceptions to Fire Safety/ADA/504 requirements must be approved by the GC 
Coordinator of Environmental Health & Occupational Safety (EHOS) and by 
the Technical Director for Theatre.  EHOS can be contacted at 478-445-0801 
and the Technical Director for Theatre at (478) 445-1241. 
 
Stage Area  

 The stage must be clear of all trash, debris, furniture, equipment, and 
set pieces not being used in the current production.  
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 No candles or pyrotechnics are allowed on stage unless otherwise 
approved by the Environmental Health and Occupational Safety Office 
and the Technical Director for Theatre. 

 Stage lighting and electrical work must be supervised by a theatre 
professional or an approved theatre student. 

 When audience seating is built on the Russell stage, disabled persons 
must be accommodated. 

 All tape must be pulled up off the stage floor before painting. 
 If painted for a production, the stage floor must be returned to flat black 

when finished. 
 All personal property should be removed from Russell Auditorium and 

Lanier Hall after the conclusion of productions. 
Russell Auditorium Equipment  
Russell Auditorium lighting must be operated by an approved theatre 
professional.  The services of trained Student Technical Specialists can be 
obtained through the Department of Public Services at 478-445-2749 or by e-
mail at lisa.castillo@gcsu.edu. 
 
Sound must be operated by an approved A/V professional.  Generally Theatre 
is responsible for providing its own sound, and sound for all other events is 
provided by Media Production Resources.  Sound, A/V equipment, and 
services can be obtained by contacting AV@gcsu.edu or by phone at 478-
445-0532. 
 
Dressing Rooms (Located in Lanier Hall) 

 All costumes, makeup, and other personal items and equipment must 
be removed from the dressing rooms.  Hair dryers, curling irons, irons, 
and other equipment must be unplugged except while in use. 

 The dressing rooms must be kept clean during performances and 
returned to a clean condition at the conclusion of performances.  

 It should be understood that the dressing rooms are also used as 
Theatre classrooms, so they are not safe places to leave personal 
items. 

Auditorium Seating Area 
• The organ, piano, speakers, and other equipment must be kept out of the 
aisles on the front and sides of the auditorium when the auditorium is 
occupied by patrons. 
• No audio/visual cables or extension cords are allowed on the floor of the 
auditorium while occupied by patrons. 
• No A/V equipment will be allowed in the handicapped seating area at the 
rear of the auditorium. 

mailto:lisa.castillo@gcsu.edu
mailto:AV@gcsu.edu
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• All aisles and doorways must remain clear at all times.  These areas must 
not be blocked in any manner. 
• The swinging doors at the front of the house must be opened inward prior to 
performances, and outward at the end of performances. 
• No folding chairs or tables are allowed in aisles or doorways. 
• No candles or "Christmas tree" type lights are allowed without the prior 
knowledge of the Music & Theatre Department, and only then with proper 
safety and fire restraining procedures in place.  
• Hanging wall decorations should not obstruct aisles or doorways. 
• The organ must be kept against the wall, and the aisles must have at least 
34 inches of free space. 
 
Lobby  
• No tables or booths for ticket sales or literature distribution are allowed in the 
lobby.   
• All lobby doors and exit doors will remain unlocked prior to and during a 
performance. 
• No electrical cables or extension cords are allowed on the floor without 
proper restraints placed over them. 
• No candles, flower arrangements, or other decorations will be allowed to 
hinder or block access to exits.  This applies in all areas except the stage 
area. 
• All unused programs and other handouts should be removed from the 
theatre or placed in the trash at the conclusion of events. 
 
Front Porch 
• Ticket sales and distribution of literature may be made from tables or booths 
set up on the far right and left of the front porch. 
• No electric cables or extension cords will be allowed on the floor of the porch 
without proper restraining procedures in place. 
ADA/504 Compliance 
• All flyers, posters, mail-outs, invitations, etc., should announce that disability 
accommodations are available and give the name and number of the event 
organizer who will be responsible for providing the accommodations.  Posters 
should state that a 24-hour notice is required for accommodations. 
• Handicapped seating areas for wheelchairs and wide seating areas must 
remain open.  A folding chair can be used for companion seating in these 
areas.  A few folding chairs are stored in the handicapped seating 
area.  Event organizers will be responsible for providing folding chairs to 
guests who request them.  (If folding chairs have been removed from the 
handicapped seating area, please contact the Department of Public Services 
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for replacements prior to the event.) 
• Assistive listening devices are available for use by hearing-impaired 
individuals who request them with a minimum 24-hour notice as stated on 
performance flyers or posters.  Event organizers will be responsible for 
providing assistive listening devices to audience members who request 
them.  Please contact the Technical Director for Theatre, the Department of 
Public Services, or your Student House Manager to access the listening 
devices. 
 
Other Matters 
• The foregoing requirements are subject to revisions and additions. 
• Requests for exceptions to Fire Safety/ADA/504 requirements must be made 
to the Environmental Health and Safety Officer at 478-445-0801, and the 
Technical Director for Theatre at 478-445-1241. • The Environmental Health 
and Safety Officer will be copied on all facility confirmation for the use of 
Russell Auditorium by the Department of Public Services. 
STUDENT ACTIVITIES CENTER 
The Student Activities Center is a multi-purpose facility that includes four 
small conference rooms seating 20-30 people each, which can be converted 
to two large conference rooms seating 50-100 people each. The Center 
contains a large ballroom that seats 400 conference style or 160 at 5' round 
tables. The ballroom is state-of-the-art and provides the latest in video and 
audio technology. The ballroom includes a semi-circular stage that provides 
great viewing of presenters. In addition, the Student Activities Center has a 
laptop, portable LCD projectors, and portable televisions with VCR and DVD 
players. During the regular academic year (August-May), recognized student 
organizations (RSO) have priority on the use of the Student Activities Center. 
Downstairs holds the newly renovated student hangout, the DEN. The DEN 
has a variety of amenities, games, and services that makes it a great place to 
spend some time whether you're just between classes or if you want 
somewhere fun to hang out tonight. 

The DEN offers 
 2 ping pong tables 
 2 pool tables 
 Shuffleboard table 
 Foosball table 
 Video game room 
 Board Games 
 LCD TVs 
 Free fountain soda 
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Facility requests for the Student Activities Center should be made to Public 
Services through the 25Live event scheduling system, not directly to Student 
Center building manager.  It is recommended that all requests be submitted to 
Public Services at least seven (7) business days prior to the date of the 
event.  Requests for the ballroom should be made far in advance due to the 
popularity of this space. 
 
The Student Activities Center is open to reservation by non-university groups 
beginning the day after graduation (first Sunday in May) and ending prior to 
the beginning of the academic year (usually the first week of August).   Please 
contact the Student Activities Center at 478-445-4027 if you have specific 
questions regarding the facility. For more information please visit the Student 
Activity Center online. 

C. AUXILIARY SPACES AND SERVICES 

DINING SERVICES AND FACILITIES  
Like most of the university's facilities, reservation beings with examining 
25Live for available space reservations.  However, some of the auxiliary 
services cannot be reserved in general.  The Maxwell Student Union dining 
hall, catered by the Sodexo Dining Services, cannot be reserved for private 
usage. In addition, various eateries around the GC campus such as Einstein's 
and Chick-fil-A are also not reservable.   
TRANSPORTATION SERVICES  
To utilize the university's transportation services, representatives from student 
organizations must reserve vans and buses for an event.  Student 
organizations must have an account that fees are charged too.  In addition, 
student organizations must complete the Shuttle Request Form following 
these directions: 
 
• Contact Information: Self-explanatory 
• Account to be charged: This number is a GC Accounting Department 
recognized number from where the funds will be transferred from.  If using 
Foundation or Alumni funds, a funds request form from these departments 
must be completed and their authorization number is entered here. 
• Once your request is filled out, send it to Parking & Transportation Services 
where they will prepare an estimate for your trip. 
• Once the estimate is reviewed, you may book the trip or cancel your 
request.   
• After you book a trip, the Transportation Services Coordinator will contact 
you directly to work out the specific details. 
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The standard rate for usage is generally $50/hour, but for a more accurate 
estimate, check out the Transportation Services website or contact 
transportation services representatives at 478-445-7433.  
 
CATERING  
Catering for the GC on-campus facilities is coordinated and performed by 
Sodexo Dining Services.  Any student organization that has reserved a facility 
on-campus can have that event catered by Sodexo.  Representatives from 
student organizations must state on the Facility Request Form, located on 
25Live, that catering will be needed for that event.  If you decided that you 
want an outside vendor to cater your event that is located on-campus, Sodexo 
must be contacted and have approval first. 
 Any facility that is located off-campus that a student organization has 
reserved or is utilizing for a particular event is not required to contact Sodexo 
for approval of using an outside vendor for catering.   

SECTION 7: OUTDOOR SPACES AND EVENTS        

A. THE GEORGIA COLLEGE DESIGNATED PUBLIC FORUM AREA 

The Flagpole Plaza at the east end of the Georgia College Front Lawn (the 
area on and immediately surrounding the circular concrete pad which holds 
the university flagpole and Olympic column) is the designated "Designated 
Public Forum Area" at Georgia College. Free speech is celebrated on a public 
campus and speakers who wish to speak at the Designated Public Forum 
Area may do so as long as they aren't disrupting university business, abusing 
the rights of individuals, or preventing pedestrians from getting to their 
destinations. Non-Georgia College students, faculty, or staff who wish to 
utilize the Designated Public Forum Area are asked to notify the Office of 
Campus Life (478-445-4027) in advance to ask about conflicts and confirm 
the permitted location. The university does not limit speech based upon 
controversial content or the point of view of the speaker. 

B. INFORMATION TABLING, DISPLAYS, FAIRS, AND SALES 

Reservations for outdoor informational tables and other displays; food, 
beverage, or other sales; and fairs or celebrations fall under the responsibility 
of the Department of Campus Life.  Student organizations are responsible for 
informing themselves of and adhering to all use policies for the spaces they 
reserve. 
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SECTION 8: AUDIO-VISUAL SERVICES AND MOVING REQUESTS     

A. AUDIO-VISUAL SERVICES 

Each facility and department is entitled to have its own rules and regulations 
established regarding the use and rental of its furniture and audio-visual 
equipment. In most instances, the use of furniture and audio-visual equipment 
is free to student organizations, however, there are times when special fees 
are required for specialized equipment and/or staffing that may apply for set-
up, operating, and monitoring.  Some departments may place restrictions on 
the use of their equipment outside of their facilities. To obtain more 
information regarding rule and regulations on the use of such equipment, 
contact the facility or department directly.  

B. MOVING CREW 

All information regarding moving requests can be acquired through Public 
Services or can be obtained by contracting Moving Services at 478-445-
5851. 

SECTION 9:  EVENT POLICIES AND PROCEDURES 

A. EVENT PARAMETERS  

Planning an event on the Georgia College campus may be a process that 
takes many steps and various approvals.  There are factors to consider when 
you are in the planning process to ensure that your event is successful. 
Campus policies, facility use policies, local, federal, and state laws, and 
common sense and good judgment are taken into account when events are 
planned, approved, and carried out on the GC campus. 

Listed below are some of the various event parameters that may require 
following additional policies and/or require further approvals. However, this 
may not be a complete list covering every possible scenario, event, or activity, 
so make sure to check with the Department of Campus Life and/or Public 
Services if you have any questions about whether you need to make further 
arrangements or get additional approvals.  It is the responsibility of the student 
organization to provide accurate information regarding the parameters of the 
planned event to the Public Services contacts well in advance of the event; 
failure to provide complete information about even parameters may result in 
event cancellation.  
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B. TICKETING/ADMISSION/PAID REGISTRATION  

The practice of charging an admission price to an event whether by ticket or 
by registration is under the strict control of the university.  All student 
organization events involving admission fees for entrance are subject to 
review of the facility, and approval by the Department or Campus Life. 

Facility rental fees will apply and the university and/or the facility may collect a 
percentage of ticket sales when admission is charged.  Under no 
circumstances is it permitted for student organizations to collect fees in 
exchange for admission without previous permission from and arrangements 
made with Campus Life. 

C. FOOD SERVICE AND SALES 

Sodexo Dining Services, a unit of Auxiliary Services, has exclusive rights to all 
food and beverage service and sales on the GC campus.  The GC Emergency 
Preparedness and Occupational Safety office has official oversight for the 
safe provision of food and beverage on the GC campus.  All use of food and 
beverage by student organizations, whether provided free of charge or in 
conjunction with sales, is subject to the rules, regulations, and approval of 
Campus Life and EPOS.  Food and beverage of any sort may not be provided 
to the public or in conjunction with official events without the approval of 
Campus Life.  Violations of this policy may result in fines and/or disciplinary 
action.  

D. COMMERCIAL SALES AND REPRESENTATION  

Auxiliary Services controls all commercial sales and representation on the GC 
campus.  Sales of items and services must be approved in advance by 
Campus Life.  Commercial representation, promotions, and affiliation or co-
sponsorship in advertising must be approved by Auxiliary Services in advance 
of your event.  Commercial representation or partnerships that may portray 
Georgia College to the public in any way is given strict oversight by the Office 
of University Communications.  Permission is required from the Office of 
University Communications for activities that imply sponsorship or 
endorsement by Georgia College to the general public. 

E. PROMOTION  
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All promotions must be handled by, paid for by, and specify the sponsoring 
organization.  Promotions must not specify or imply sponsorship by 
organizations contrary to those indicated on the reservation 
form.  Organizations violating this policy may be subject to applicable charges 
and/or suspension of facility reservation privileges.  Off-campus promoters 
may not be used to promote events for other organizations.  Organization 
members must be present at the event to assist in event management and 
coordination.  Advertising on Milledgeville commercial radio stations is 
considered off-campus promotion. 

F. SECURITY, SPECIAL EVENT, AND PUBLIC SAFETY STAFFING 

Department of Public Safety staffing may be necessary for the safe execution 
of your event at the discretion of each facility and reviews by Campus Life, 
Auxiliary Services, and Public Services.  All related fees for required Public 
Safety officers are the responsibility of the event organizer.  Events that may 
require staffing at cost to the organization include, but are not limited to: 

 Admission-based events 
 Publicly advertised events  
 Events where the capacity of the facility may be reached 
 Events where alcohol is being served 
 Dances 
 Concerts 
 Events with controversial or popular speakers, performers, or topics 
 Events or organizations with a history of police or incident reports, 

violence, or other policy violations. 

G. OUTDOOR AMPLIFIED SOUND 

The use of outdoor amplified sound on the campus of Georgia College is 
restricted according to the following guidelines: 

Purpose: It is the intent of the Department of Campus Life to affirm that while 
outdoor music, speakers, fairs, festivals, celebrations, and other activities 
serve to reinforce the quality of campus life, the use of outdoor amplified 
sound must minimize any disruption of the central academic mission of the 
university. 
 
Amplified sound is intended to be heard in the immediate area only.  Decibel 
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levels for all outdoor amplified events are subject to monitoring and regulation 
by the campus department of Emergency Preparedness and Occupational 
Safety and may not, at any time, exceed reasonable levels: 65 decibels for 60 
seconds when measured at 50 feet from the source utilizing an "A" 
scale.  Campus officials reserve the right to enforce reasonable outdoor sound 
amplification levels as described herein, including, but not limited to, 
immediate revocation of the outdoor amplified sound permit, if necessary. 
 
Only one (1) event with amplified sound will be allowed at any one time (e.g. 
No outdoor amplified sound events are permitted during the final examination 
period).   

H. PUBLICITY/CONTRACTS/PURCHASES  

Publicity, contractual agreements with performers or service providers and 
purchases are not to be entered into or finalized until the event has been 
reviewed by Campus Life.  Rules, regulations, and policies must be followed 
with regard to publicity, contracts, and the use of university and SABC 
funds.  All plans for publicity and contracts must be disclosed and copies of 
supporting documents may be required by Campus Life.    

I. COPYRIGHTED MATERIALS FOR PUBLIC PERFORMANCE 

Copyrighted materials including, but not limited to, films, videos, and music 
are subject by law to restrictions on Public Performance.  It is the ultimate 
responsibility of the event sponsor to adhere to copyright law and secure 
Public Performance licenses for the use of copyrighted materials.  It is 
unlawful for student organizations to show films to its members.  Student 
organizations must obtain a public performance license.  It is relatively easy 
and usually requires no more than a phone call.  Fees are determined by such 
factors as the number of times a particular movie will be shown, how large the 
audience will be, etc.  While fees vary, they are generally inexpensive for 
smaller performances.  The major films that handle these licenses include: 
• Swank Motion Pictures, Inc. 1-800-876-5577; www.swank.com 
• Motion Picture Licensing Corp. (800) 462-8855;  
• Criterion Picture USA, Inc. 1-800-890-9494; www.criterionpicusa.com 
  
A student organization officer must show a public performance license or 
proof or permission from the copyright owner to show the work publicly on-
campus.  Ownership, rental or borrowing a film/video from a library does not 
constitute public performance rights.  The Motion Picture Association of 

http://www.swank.com/
http://www.criterionpicusa.com/
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America (MPAA) and its member companies are dedicated to stopping film 
and video piracy in all its forms, including unauthorized public 
performances.  The motion picture companies will go to court to ensure their 
copyrights are not violated.  If you are uncertain about your responsibilities 
under the copyright law, contact the MPAA, firms that handle public 
performance licenses or the studios directly. 
Per the United States Copyright Revision Act of 1976, the following guidelines 
apply: 

 All non-private exhibitors or registered copyrighted videos or DVD's 
must obtain a Public Performance license. 

 The copyright laws apply whether or not admission is charged. 
 Local video stores are in the business of renting video-cassettes and 

DVDs for home use only and they cannot provide legal protection or 
advice. 

 Personal ownership of the videotape or DVD and the right to show it 
publicly are two separate issues. 

 The copyright holder retains exclusive public performance rights to that 
program. 

 The purchase of a video cassette or DVD from any source such as a 
local video store or retail outlet does not convey or carry with it the right 
to exhibit that cassette or DVD in public or semi-public locations. 

"Willful" infringement for commercial or financial gain is a federal crime 
punishable as a misdemeanor, carrying a maximum sentence of up to one 
year in jail and/or a $100,000 fine.  Even inadvertent infringers are subject to 
substantial civil damages, ranging from $500 to $20,000 for each illegal 
showing.  
 
Contact the Department of Campus Life at (478) 445-4027 for additional 
information regarding the public performance of copyrighted materials.  

SECTION 10: SPECIAL EVENTS POLICIES AND PROCEDURES      

A. CAMPUS DEMONSTRATIONS 

Campus demonstrations, including picketing, are permitted on campus subject 
to university guidelines for time, place, and manner.  Guidelines for 
demonstrations include the following: 
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1. File a request with Campus Life at least 48 hours in advance of the 
event. 

2. Demonstrations may not occur within university buildings or residences. 
3. Demonstrations may not interfere with scheduled meetings, educational 

programs, or vehicle or pedestrian traffic. 
4. No sound amplification equipment may be used unless reserved for that 

purpose and approvals have been obtained. 
5. No person shall carry or possess while participating in any 

demonstration, rally, picket line, or public assembly any metal stake, 
club, or pipe, or any length of lumber, wood, or lath, unless that wooden 
object is an inch or less in thickness, and 2 inches or less in width.  If 
not generally rectangular in shape, such wooden object shall not exceed 
an inch in its thickest dimension. 

6. Participants must remain orderly, comply with federal and state laws 
and university regulations, and must not interfere with Public Safety in 
the performance of their duties. 

B. DANCES/CONCERTS/OTHER LARGE EVENTS AND 
ACTIVITIES/CONTROVERSIAL PROGRAMS AND SPEAKERS 

These types of events are subject to approval by each facility in accordance 
with its use policies and by Campus Life.  Each of these areas is entitled to 
make recommendations and requirements regarding the parameters of the 
event being proposed.  
 
Restrictions on admission and publicity may be limited to allow access to GC 
students only, and all costs associated with those restrictions for staffing and 
supervision will be assessed to the sponsoring organization.  Public Safety in 
conjunction with the facility will have ultimate responsibility for determining 
appropriate minimum security levels.  Supervision by the student organization 
advisor, representatives from Campus Life, Public Safety, and/or other 
representatives may be required to attend for the event to be approved.  Any 
fees involved for supervision will be assessed to the sponsoring 
organization.  Members of the sponsoring organization must present to assist 
with the event management and execution.   
Appropriate staffing by the student organization will be determined by Campus 
Life and by the facility.  When making determinations about the appropriate 
management practices for student organization special events, the facility and 
Campus Life will take into account the following: 

 Event and organization history 
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 Nature of the event 
 Controversial content of the event 
 Publicity 
 Safety & Legality 
 Adherence to the academic mission of the university. 

C. FUNDRAISING EVENTS  

Fundraising is sometimes an important element of event planning. Please 
refer to Chapter 6: Fundraising and Sponsorship for more information. 

SECTION 11: ADDITIONAL EVENT PLANNING ITEMS   

Organizations are responsible for being familiar with the policies and 
procedures of the Student Organization Handbook.  Failure to "be aware of 
the policy" shall not be sufficient grounds for granting waivers to the policies 
and procedures. 
 
As all requests for events are tentative until approved by Campus Life and 
Public Services, organizations must not enter into contracts or publicize 
events prior to the event being approved.  
 
In case of conflicts on-campus space requested for the same date, priority will 
be given to the organization filling the request at the earliest date.  
 
All organizations are responsible for all voluntarily incurred debts related to 
their events. 
 
Students are not permitted to sign or agree to contracts on behalf of Georgia 
College. The university will not be liable for any contract signed by the officers 
of student organizations or any other student or group of students.   
 
Student organizations that enter into written or verbal contracts fraudulently or 
otherwise misrepresent their organization (for example, providing a false 
organization identity when making a reservation at an off-campus facility) will 
be subject to disciplinary action. 
Each organization will operate itself and conduct all events in accordance with 
federal and state laws, local ordinances, official University System of Georgia 
and university policies, policies of Campus Life, and the constitution and/or 
bylaws of the organization itself. 
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SECTION 12: FOOD AND BEVERAGES      

Particular care must be taken at all stages of food handling, including 
transport, storage, preparation, and service by officially recognized student 
organizations and departments wishing to serve, sell or promote food.  People 
may potentially suffer from food poisoning or food-borne illness from 
contaminated food.  Auxiliary Services, the Department of Campus Life, and 
the University assume no responsibility for the quality of food served, sold or 
promoted on campus by recognized student organizations and departments, 
or for the health of individual preparers and servers.  
 
Student organizations are responsible for cleaning up all facilities used 
according to the following standards: 

 Pickup and proper disposal of garbage 
 Remove all leftover food/beverage items 
 Leave room(s) in the same condition they were found 
 Immediately notify facility manager of any spills and/or stains on carpets 

and floors 
Groups who fail to conduct the minimum standard cleaning requirements may 
be billed for cleaning expenses or forfeit the ability to serve food at future 
meetings.  

A. FOOD SERVICE, SALE, AND SAFETY  

1. Food Event Approval Process 
a. For Auxiliary Services Facilities  
Recognized student organizations and departments wishing to serve, sell, or 
promote food on-campus must obtain permission from Auxiliary Services and 
Campus Life at least one (1) week prior to the event. 
b. Outdoor Events 
For events planned in outdoor areas, requests must be submitted to and 
approved by Public Services via the Facility Reservation System (25Live).  
c. Auxiliary Services Requirements  
Exclusive rights to all catering on-campus have been granted to Sodexo 
Dining Services.  Auxiliary Services controls all commercial sales and 
representation on the GC campus. 
2.  Fire and Electrical Safety 
All campus event participants at Georgia College & State University are 
required to adhere to Fire Code regulations.  All participants in campus events 
shall comply with any request by an EPOS representative to ensure 
compliance with EPOS regulations.   
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 The following cooking methods are acceptable on campus: liquid 
propane gas appliances; electrical appliances or propane 
barbecues.  The use of charcoal and liquid starter fuel are prohibited.  

 Each event where an open flame is located shall have a class "ABC" 
fire extinguisher within 10 feet of the flames at all times.  The location of 
the extinguisher shall be clearly marked and identifiable to everyone in 
the area.  At their own expense, each student organization or 
department is required to supply the fire extinguisher for their event. 

 All open flames shall be constantly attended by a person knowledgeable 
in how to use a fire extinguisher.  An attendant from your organization 
shall supervise the open flame until it has been extinguished.  

 All approved events where an open flame will be present on campus 
locations, the open flame must be 100 feet away from all buildings. 

 Barbecuing is approved for specific locations (e.g. Front Campus, West 
Campus Pavilion, East Campus Pavilion) and must be approved 
through Public Services via the Facility Reservation System 
(25Live).  All barbequing events must be at least 100 feet from all 
buildings.  

 Commercial barbecues or open flame cooking equipment shall not be 
located closer than 10 feet from any combustible materials.  Cooking 
equipment shall be separated from customer contact areas.  

 Cooking may not take place in a tent or under a canopy. 
 Electrical cords shall be maintained in good condition and are not to be 

laid in an area that is wet or could become wet.  Electrical cords are not 
to be located in the main paths of travel and are to be covered.  

 Extension cords shall be UL approved, heavy-duty, and 3-pronged 
grounded type. 

 Extension cords shall be plugged directly into an approved receptacle. 
 Extension cords shall be grounded when servicing grounded portable 

appliances. 
 Cords and circuits shall not be overloaded with excessive appliances 

unless an approved multiplying extension cord is used, extension cords 
shall serve only one portable appliance.  

 Smoking is prohibited within 25 feet of propane gas containers, tables, 
and barbecue grills at all times.  

 Parked vehicles, tables, or equipment shall not impede access to fire 
vehicle lanes, fire hydrants, pedestrians, or driveways.  A minimum of 
20 feet clearance is required for fire lanes and a minimum 3 feet radius 
is required around fire hydrants.  

3. Catering  
Exclusive rights to all catering on the campus have been granted to Sodexo 
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Dining Services.  Call the Catering Office, (478) 445-3663, for more 
information.  Only under extraordinary circumstances will the use of an off-
campus caterer or restaurant be permitted.  An off-campus source may be 
used only when Sodexo cannot meet the needs of a specific event, and they 
must provide proof of $1,000,000 in product liability insurance, demonstrate 
the ability to prepare, transport, store, and serve food on campus safely and 
without campus kitchen facilities, and by subject to oversight from the 
Emergency Preparedness and Occupational Safety Office and Campus 
Life.  Late fees will also be assessed if the petition to use an off-campus food 
source is not completed by the deadline. 
4. Concessions  
Exclusive rights for concessions at special events on campus are exercised 
by Auxiliary Services.  Groups planning events with food concession sales 
should contact Auxiliary Services at (478) 445-1976 for arrangements or to 
discuss possibilities for a waiver of concession rights. 
5. Policy Enforcement  
The above provisions must be adhered to for consumer safety and sponsor 
protection.  Food events will be monitored, and if health and safety guidelines 
are not being followed, food may be confiscated or the cooking operation shut 
down by EPOS.  If the above provisions are violated, the event may be 
terminated by Campus Life.  Future food events may not be recommended for 
approval by Campus Life.  

B. FOOD AND BEVERAGE AT OFF-CAMPUS EVENTS  

The university does not issue food permits or conduct food service inspections 
for off-campus events; however; student organizations are encouraged to 
follow the Food Handling Guidelines listed below (adapted from materials 
produced by the Federal Food and Drug Administration). 

C. FOOD HANDLING GUIDELINES  

Practicing proper food handling techniques will protect your members and 
guests from food-borne illness and food contamination.  Here are some tips to 
keep in mind when preparing, storing, and cooking food.   
 
1.Wash Hands, Utensils, and Food Preparation Surfaces 
Food safety begins with hand-washing even in outdoor settings.  And it can be 
as simple as using a water jug, some soap, and paper towels. 
Consider using moist, disposable towelettes for cleaning your hands. 
Keep all utensils and platters clean when preparing food. 
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2. Preparing Fruits and Vegetables 
Rinse fresh fruits and vegetables, including those with skins and rinds that are 
not eaten, under running tap water before packing them.  Packaged fruits and 
vegetables labeled "ready-to-eat," "washed," or "triple washed" need to be 
washed.  
Rub firm-skin fruits and vegetables under running tap water or scrub with a 
clean vegetable brush while rinsing with running tap water. 

D. SAFE GRILLING TIPS 

Marinate foods in the refrigerator, not on the counter or outdoors.  If some of 
the marinade is to be used as a sauce on the cooked food, reserve a portion 
separately before adding the raw meat, poultry, or seafood.  Don't reuse 
marinade.  
Don't use the same platter and utensils that previously held raw meat or 
seafood to serve cooked meats and seafood. 
If you partially cook food in the microwave, oven, or stove to reduce grilling 
time, do so immediately before the food goes on the hot grill. 
When it's time to cook the food, cook it thoroughly.  Use a food thermometer 
to be sure the food has reached an adequate internal temperature before 
serving. 
Ground pork and ground beef – 160°F 
Ground poultry – 165°F 
Poultry breasts – 170°F 
Whole poultry (take measurement in the thigh) – 180°F 
Finfish – 145°F or until flesh is opaque and separates easily with a fork 
Shrimp, lobster, and crab – the meat should be pearly and opaque 
Clams, oysters, and mussels – until the shells open 
Grilled food can be kept hot until served by moving it to the side of the grill 
rack, just away from coals where it can overcook. 
Liquid starting fuel is prohibited. 
Have a fire extinguisher available. 

E. SERVING FOOD SAFELY 

Food should be handled with gloves and food service utensils or materials. 
Keep cold food cold (below 40°F) and hot foods hot (above 140°F).  
Do not use a plate that previously held raw meat, poultry, or seafood for 
anything else unless the plate has first been washed in hot, soapy water. 
Foods like chicken salad and desserts in individual serving dishes can also be 
placed directly on ice, or in a shallow container set in a deep pan filled with 
ice.  Drain off water as ice melts and replace ice frequently. 
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Don't let perishable food sit out longer than two (2) hours. 
Food should not sit out for more than 1 hour in temperatures above 90°F. 
Keep food covered when not serving. 
Ice used in beverages should be protected from contamination.  Do not use 
ice used for refrigeration. 
No smoking should be permitted around food. 
Individuals who are sick or have cuts or burns must not serve or handle food 
and beverages. 
Keep pets away from areas where food is served or stored.  

F. TRANSPORTING FOOD 

Keep cold food cold.  Place cold food in a cooler with ice or frozen gel 
packs.  Cold food should be held at or below 40°F. 
Consider packing beverages in one cooler and perishable foods in another.   
Meat, poultry, and seafood may be packed while it is still frozen so that 
it stays colder longer.  Be sure to keep raw meat, poultry, and seafood 
securely wrapped so their juices don't contaminate cooked foods or foods 
eaten raw such as fruits and vegetables. 
After washing fruits and vegetables, dry them with a clean cloth towel or paper 
towel before packing them. 
Keep the cooler in the air-conditioned passenger compartment of your car, 
rather than in a hot trunk.  Limit the times the cooler is opened. 

G. ALCOHOLIC BEVERAGES AND ILLEGAL DRUGS  

The possession, dispensing, and consumption of alcoholic beverages on 
campus is only permitted at special events specified below.  Alcohol at an 
event on campus requires an Alcohol Approval Request Form with the 
designated University Vice President's approval and signature.  

1. Types of Beverages  
Beer and/or wine may not be served at events open to the public.  Attendance 
at events with alcohol must be limited to the organization's members and their 
invited guests.  Events at which alcohol will be served must have a 
preponderance of individuals over 21 years of age in attendance.  
2. Policy for On-Campus Events with Alcoholic Beverages 
Subject to this policy, consumption, and possession of alcoholic beverages is 
limited to beer and/or wine.  Distilled liquor is not permitted at any time.  In 
sponsoring a function with beer and/or wine is served, the organization and its 
officers accept the following responsibilities and conditions: 
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 To observe all applicable state laws and university policies. 
 To pay for any/all damages incurred during the activity. 
 To clean and restore the facility to its original condition. 
 To maintain decorum appropriate to the university setting. 
 To limit participation in an authorized event to members of the 

sponsoring organization and its invited guests.  
 Serving beer or wine must be clearly incidental and supplementary to 

the main purpose of the event. 
 To refrain from advertising to the public the availability of alcoholic 

beverages or otherwise using alcoholic beverages as an event 
inducement.  Events promoted to the public may not have alcohol 
served. 

 To only finance beer or wine from a club treasury, excluding the use of 
SABC funds.  Unless a sponsor is licensed, beer and wine may NOT be 
sold at student-sponsored events nor may a specified amount or 
donation be collected.  

 To also provide non-alcoholic beverages, to be served in the same 
manner as alcoholic beverages.  

 To assure that no minor or intoxicated person is served alcoholic 
beverages.  It is the responsibility of the organization to ensure that only 
those of legal drinking age consume alcoholic beverages.  

 Public Safety must be present to verify the proof of age of those being 
served.   Self-service is prohibited.  

 A server must be at least 21 years old.  
 Food must be served at all events at which alcohol is available. 
 Alcoholic beverages may not be removed from the room within which 

the serving of alcoholic beverages has been approved.  The 
organization must provide one or more individuals to be positioned by 
the exits for enforcement of this condition. 

 Alcoholic beverages may be served only in areas where food is 
normally served. 

 The number of alcoholic beverages present must be appropriate for the 
nature of the event, the estimated attendance, and the amount of food 
and non-alcoholic beverages present. 

 For events on-campus, any alcohol must be handled through Sodexo 
Dining Services.  Self-service is not permitted.  Alcohol may not be sold 
for fundraising or offered as a prize in a "free drawing." 

Approval must be granted by the Department of Campus Life.  Please 
complete a "Request for the use of Alcoholic Beverages" form.  
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3. Alcoholic Beverages at Events Off-Campus  
The following policies apply to all off-campus events sponsored, organized, 
planned, coordinated, financed, or promoted by the organization, any activity 
held at an organization-related facility, or any activity that an observer would 
reasonably associate with the organization.  For example, a social event 
where most of those invited members of the same organization would 
normally be considered to be an organization-related event. 

1. Organizations are expected to be familiar with and comply with State of 
Georgia laws regulating the sale and consumption of alcoholic 
beverages.  

2. Unless held at a licensed establishment with professional bartenders, 
hard liquor (alcoholic beverages other than beer or wine) shall not be 
consumed at organization events. 

3. Open parties, meaning those with unrestricted access by non-members 
without specific invitation, where alcoholic beverages are present are 
forbidden.  For events (except events for alumni and family members) 
where the number of guests is anticipated to exceed the number of 
members, a guest list must be submitted to Campus Life in advance of 
the event, along with the name of the member who invited each 
guest.  Members are responsible for the behavior (including underage 
drinking) of guests they invite. 

4. In promoting events, alcoholic beverages may not be referred to in 
publicity, including signs, fliers, mailings, email lists, Web sites, and 
media (i.e., no pictures of kegs, cocktail glasses, beer mugs, etc.). 

5. At all events where alcoholic beverages are consumed, except those 
held at licensed establishments where beverages are sold, provisions 
shall be provided for the free and conspicuous distribution of non-
alcoholic beverages and food in adequate supply.  An "adequate 
supply" of beverages is a quantity sufficient to provide at least one 
beverage serving per hour for all members and guests who are under 
the age of 21.  An "adequate supply" of food is a minimum of one 
serving for all members and guests in attendance (for example, one 
large pizza for ten guests).  

6. No organization shall permit any person who is under the age of 21 or 
who is obviously intoxicated to consume alcoholic beverages at 
organization functions.  Use of wristbands and/or Public Safety hired to 
check age identification may be required.  At joint functions, each 
organization is responsible for keeping those under the age of 21 from 
consuming alcoholic beverages. 

7. At events where the number of guests exceeds the number of 
members, Public Safety shall be responsible for checking the 
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identification and providing wristbands or hand-stamps to persons over 
the age of 21 who wish to consume alcoholic beverages.  The Public 
Safety officers are responsible for patrolling the event to ensure that 
only those persons with the designated wristband or hand-stamp are 
consuming alcoholic beverages. 

8. An organization sponsoring an event has an obligation to provide for the 
safety of any members or guests who exhibit intoxication.  This might 
require taking the person home or allowing the person to spend the 
night and ensuring that someone is present to monitor their condition 
until they are sober.  If the person is unconscious, is breathing 
irregularly, has a weak pulse, or has discolored skin, immediate medical 
attention must be sought.  

9. Unless the event is held within a half-mile of the campus, whenever 
alcohol is being consumed at an event and busses or public 
transportation are not being provided, the organization shall provide 
designated sober drivers to transport all members and guests.  The 
designated sober drivers shall not consume any alcohol whatsoever at 
the event or within six hours prior to driving.  If busses are provided, no 
intoxicated person shall be permitted to board the bus nor may alcohol 
be consumed or brought on the bus.  

10. No organization shall at any time compel individuals to consume 
alcoholic beverages.  

11. No money whatsoever, including "donations," entertainment fees, 
admission charges, etc., may be collected at any function where 
alcoholic beverages are provided unless held at an establishment with a 
Georgia Liquor License.  

12. Organized competitions involving the consumption of alcoholic 
beverages are prohibited at all organization functions.  

13. Neither "grain alcohol" nor any such distilled liquor that exceeds 
100 proof, or above 50% pure grade per volume (e.g., "Everclear," etc.), 
shall be present in any form or mixture during an organizational event. 

14. Unless a waiver is granted by Campus Life, an organization may 
not purchase or reimburse a person for the purchase of alcoholic 
beverages through the use of organization funds or credits nor may he 
purchase of the same be undertaken or coordinated by any member on 
behalf of the organization.  No organization members may provide 
alcoholic beverages directly or indirectly to members or guests by 
selling tickets or cups, by collecting admission fees or donations, by 
special assessments (e.g., a formal dance assessment that includes 
drink tickets), by taking a collection ("passing the hat"), by dues rebates, 
by maintaining a "social fund" or account, or by using any means of 
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collecting monies from persons attending organization functions.  All 
alcoholic beverages consumed at organization functions held off-
campus must be brought by the individual members and guests 
attending the function for their own personal consumption or through a 
cash bar operated by a licensed establishment where the function is 
held.  Drink tickets, regardless of how they are financed, cannot be 
given away at chapter events held at hotels, etc. – even if the tickets 
can be redeemed for either alcoholic or non-alcoholic 
beverages.  Members must purchase their own drinks or drink tickets 
directly from the licensed establishment.  

15. The purchase and/or use of any bulk quantity of alcoholic 
beverages or providing a common source of alcohol (e.g., kegs, 
miniature kegs, alcoholic punch, coolers filled with canned beer, open 
bars, etc.) is expressly prohibited.  (A keg shell present on organization 
premises shall be considered evidence of a violation of this policy.) 

16. At "BYOB" functions, individuals 21 years of age or older may 
bring not more than a six-pack of 12-ounce beers (two individuals 
arriving together may bring a twelve-pack or a four-pack of 12-ounce 
wine coolers).   

17. No alcoholic beverages shall be present at any organization 
recruitment function, regardless of location.  A recruitment function is 
defined as any activity where the primary purpose is membership 
recruitment.  

18. No alcoholic beverages shall be present at any 
pledge/associate/new member program or activity of social fraternities 
and sororities, including, but not limited to, initiation or pre-initiation 
activities, pledge or associate member retreats, pledge/new member 
exchanges, new member interviews, and big brother/sister 
revealing.  This includes bringing alcoholic beverages as gifts.  

19. The possession, sale and/or use of any illegal drug or controlled 
substance at an organization-related event or at an organization-related 
facility is prohibited.  If organization officers become aware of such 
activity, it is their responsibility to immediately terminate the activity and 
initiate disciplinary action against the responsible members.  If the 
organization officers fail to take such action, the organization assumes 
responsibility for the activity.   

20. Whenever a social event is taking place at organization-related 
facilities (such as fraternity and sorority chapter houses), all alcohol 
consumption is prohibited in bedrooms and apartments.  In 
organization-related facilities, bottles of hard liquor are only permitted in 
the rooms of residents who are over the age of 21.  No hard alcohol 
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may be consumed during an event held at organization-related 
facilities.  During times when a social event is not in progress, only 
active members and alumni over the age of 21 (i.e., minors or guests) 
shall be allowed to consume hard alcohol in the common areas of 
organization-related facilities.  

SECTION 13: PUBLICITY 

A. INFORMATION TABLING  

Student organizations may conduct information tabling for publicizing their 
group and its activities in approved locations on campus.  The purpose of 
tabling is to provide GC student organizations with an outlet to disseminate 
information, to promote awareness, to recruit for involvement, and to raise 
funds.  Tabling is permitted by reservation through 25Live and is subject to 
approval by Campus Life.  All university policies for publicity, food sales and 
service, commercial representation and sales, and other applicable 
regulations must be followed and the purpose of tabling approvals must be 
obtained before requests for tabling will be approved.   
 
Recognized student organizations can secure a table from the Information 
Desk in the Student Activities Center and must follow these guidelines: 

1. Complete the space reservation request through 25Live. 
2. Come to the Student Center Information Desk in the DEN in the Student 

Activities Center to pick up your table. 
3. Provide a $10 deposit or a valid Bobcat Card, which will be returned 

when the table is returned.  
An Information Tabling Authorization Card will be issued to the recognized 
student organization as verification of approved status.  This card must be 
present at the table at all times or tabling operations will be shut down.  This 
card must also be returned along with the table.  

1. Logistics  
Tabling is permitted in specified tabling locations (e.g., Front Campus, Arts & 
Science Fountain, etc.) during academic semesters only, Monday-Friday, 
8am-5pm.  Tabling is not permitted during Finals Weeks or break 
periods.  One table per organization can be checked out free of charge by the 
Information Office in the DEN at the Student Activities Center.  Requests are 
processed through the Student Center Information Desk.  For more 
information, contact the Student Center Information Desk at (478) 445-4027. 
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2. Approvals  
Auxiliary Services is the authorizing department for commercials sales, 
promotion, and representation for the GC campus.  Approval must be 
obtained from Auxiliary Services located in MSU Room 114.  Once approved 
by Auxiliary Services, Campus Life will provide the table based upon the 
procedures outlined above.  
3. Food and Beverage 
Commercial food and beverage products must be approved by Auxiliary 
Services and Campus Life. Environmental Protection & Occupational Safety, 
Auxiliary Services, Public Safety, or Campus Life may shut down a tabling 
event if policies and procedures are not followed.  
4. Exceptions  
Requests for an exception to this policy must be made in writing to Campus 
Life no later than ten (10) business days in advance and will be reviewed, as 
appropriate.  

B. PUBLICITY OPPORTUNITIES 

1. Bobcat Vision 
a. Eligibility  
The system is available to student groups, campus departments, and any 
other university-affiliated entities.  Bobcat Vision is a student-fee supported 
program, as such, student events/announcements will be of a higher priority 
than posting requests from departments, auxiliary service groups, or any other 
university-affiliated organizations.   
 
Bobcat Vision has limited space, yet reaches the entire campus, as such, not 
all posting requests will be honored, at the discretion of the Department of 
Campus Life.  The events/announcements that are posted to Bobcat Vision 
should be applicable to a large number of students within the 
university.  Moreover, the events should be open to the whole student body 
and should show diversity across majors, classifications, social status, 
etc.  Further, Campus Life will maintain the ability to post or remove a 
requested posting at any time pending the department's decision regarding 
the pertinence of a post as it relates to a significant portion of the student 
body.  
The Bobcat Vision advertising request form can be found here. 
b. Rules and Requirements 

 Messages pertinent to only selected individuals or organization 
members or of a personal nature will not be displayed. 

https://orgsync.com/3792/forms/6132
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 Messages promoting the use of drugs, alcohol, or tobacco will not be 
displayed.  

 Messages that refer to weekly meetings will not be displayed. 
 Messages will be displayed for no longer than a two (2) week period of 

time. 
 Messages cannot require changing more than two (2) times a week. 
 Messages to be considered for display must be submitted on a "Bobcat 

Vision Advertising Request Form" which can be located on OrgSync.  
 Request forms must be submitted by 4 p.m. at least three (3) working 

days before the message is to be displayed.  
 Content of the messages may be altered slightly to adjust to message 

board format. 
2.  Banners 
a. Banner Policy 
Requests must be submitted at least five (5) business days in advance to the 
Student Activities Center Information Desk.  Off-campus customers are not 
permitted to submit banner requests.  Campus Life reserves the right to refuse 
banners.  Student organization banners may be hung for no longer than one 
(1) week.  Campus Life cannot guarantee specific display locations, as they 
will be placed on a space-available basis.  For more information regarding 
banners see Chapter 9: Campus Policies Related to Student Involvement. 
b. Guidelines 

 Banners must be no smaller than 2'x 6' and no larger than 3'x 10', made 
of sturdy canvas or vinyl and have grommets (wind vents are 
recommended). 

 Banners must be delivered to the Student Activities Center Information 
Desk in the DEN within one (1) week before the banner is to be hung.  

 Banners must be removed within two (2) days of the conclusion of the 
event.  

3.  Walkway Signs 
Walkway sign policy. Requests must be submitted at least five (5) business 
days in advance to the Student Activities Center Information Desk.  Off-
campus customers are not permitted to submit banner requests.  Campus Life 
reserves the right to refuse Walkway signs.  Student organization walkway 
signs may be posted on campus for no longer than one (1) week.  Walkway 
signs must be placed such that pedestrian and vehicular traffic and building 
access are not obstructed. Locations are available on a first-come-first-serve 
basis. 
a. Guidelines 
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 Campus Life cannot guarantee that all sign requests will be granted. 
 Requests will only be granted for the advertisement of the student 

organization events in accordance with the university's posting 
guidelines.  (See Chapter 9: Campus Policies Related to Student 
Involvement for more information). 

4.  Information on Publicity  
a. Handbills and Flyers  
Handbills and flyers may be distributed in person in open areas of the campus 
provided that pedestrian and vehicular traffic and building access are not 
obstructed.  Handbills and flyers may not be distributed within any campus 
building, directly in front of the Campus Bookstore entrance, in residence halls 
and on their adjacent grounds, on parked vehicles, and in parking lots or 
access points.  Handbills and flyers must clearly indicate the sponsoring 
organization. 
b. Large Signs and Banners  
The posting of signs or banners larger than 18" by 22" is permitted but must 
be approved by Campus Life in advance.  No commercial posting is 
permitted.  Banners must contain the name of the sponsoring 
organization.  Sponsoring groups may not remove or post over other 
organization's banners and are limited to only one banner per organization 
unless prior approval is obtained from Campus Life.  
c. The Colonnade Newspaper  
The Colonnade provides a number of ways to publicize student organizations 
and special events.  The Colonnade cannot guarantee space; however, 
information is always welcome.  For specific information on publicizing in the 
campus newspaper, please visit their website.  
d. Residence Halls 
The posting of flyers in the campus residence halls is subject to special 
regulations.  Inquire at the Department of University Housing for specific 
details and approval.  No materials may be placed under student room 
doors.  Door-to-door solicitation is prohibited. 
e. Food Service Venues / Table Toppers 
For any student group, individual, or organization that wishes to conduct any 
promotional advertising in The Max, Bobcat Food Court, or any other retail 
dining locations, table tents and paper promotional fliers are no longer 
permitted. However, students do have the opportunity to place their 
advertisements in the table toppers located throughout the venues. 
Advertisements must first be approved through Campus Life and must meet 
the appropriate size and specifications for display (See Campus Life or 
Auxiliary Services for details). The size of the inserts is 4.25 inches wide by 
5.5 inches tall. If they are printing through the Print Shop, they will need a .33 

https://www.gcsu.edu/student-organization-handbook/campus-policies-related-to-student-involvement
https://www.gcsu.edu/student-organization-handbook/campus-policies-related-to-student-involvement
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inch white border around each side. Once approved, they can either be 
produced by the student or group on their own and then have each piece 
stamped with approval, or they can be produced (for a printing cost) through 
GC Print Services with a pre-approved seal. All produced pieces will then be 
turned over to Auxiliary Services for display during the approved time period. 
All advertisements are subject to approval and scheduling availability. No 
private business ventures may be advertised. 
f. Staked Signs 
Staked signs (i.e., signs attached to stakes or poles or yard signs) must be 
approved by Campus Life prior to displaying.  
 
5.  Inappropriate Publicity 
Painting, chalking, tacking, taping, gluing, or stapling messages on 
walks, benches, trash cans, trees, The Colonnade stands, windows, walls, 
columns, buildings, fences, or other permanent structures (except where 
noted above) are not permitted.  Restricted materials on campus 
grounds include confetti, rice, powder, glitter, or similar materials. Individuals 
and groups may be assessed a fee for any extensive clean-up. 
 
Messages may not be written or posted on classroom chalkboards or 
whiteboards, or instructor and departmental bulletin boards without permission 
from the instructor or department.     
 
No leafleting is permitted within any building, directly in front of the GC 
Bookstore entrance, in residence halls and on their adjacent grounds, and in 
parking lots and related structures and their pedestrian and vehicular access 
points.  
It is important to note that chalking on sidewalks is allowed under certain 
conditions. For more information please refer to Chapter 9: Campus Policies 
Related to Student Involvement.  

6.  Removal of Publicity of Other Organizations  
Student organizations shall not remove flyers, signs, or banners of other 
organizations unless all of the events advertised thereon haven been 
concluded.  Violation of this policy will result in the suspension of posting 
privileges.  Violations of the above policies and regulations on publicity will 
result in the immediate removal of the material and may further result in the 
discontinuance of the publicity, event cancellation, charges for clean-up and, 
building repair, disciplinary sanctions against individuals or officers of 
recognized student organizations, and possible suspension of campus 
recognition.  
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Freedom of Expression Policy

Policy Statement

Georgia College & State University (“Georgia College”) celebrates Free Speech and is committed to respecting the

First Amendment rights of all individuals, including freedom of speech, freedom of expression, and the right to

assemble peaceably. Georgia College also recognizes its responsibility to provide a secure learning environment that

allows individuals enrolled at or employed by Georgia College (“members of the Georgia College community”) to

express their views in ways that do not disrupt the operation of the institution. This policy in no way prohibits

members of the Georgia College community from engaging in conversations on campus and does not apply to

College or University-sponsored activities, but rather only establishes a designated public forum on Georgia

College’s campus and sets forth requirements for use and reservation of the forum in limited circumstances.

Definitions

The following definition(s) apply to the terms as used in this Policy:

Large Groups

Members of the Georgia College community who plan to engage in expressive activity on campus in a group that is

expected to consist of 30 or more persons.

Keywords

Forum Reservation

Free Speech

Freedom of Expression

Groups

Meetings

Public Forum

Protests

Reason for the Policy

Policy Manual



The purpose of this Policy is to promote and affirm the freedoms of speech, expression, and assembly, while

addressing content-neutral time, place, and manner restrictions. Individuals have the right to peaceably assemble,

speak, and hear the speech of others when they choose to listen, and to ignore the speech of others when they

choose not to listen.

Proposed Outcome

The Policy seeks to establish a designated, limited public forum on the Georgia College campus.

Applicability of the Policy

This Policy applies to all students, faculty, staff, and their registered organizations, as well as all other persons and

groups. Due to practical administrative realities, this policy does not apply to University agents and employees when

they are acting in the course and scope of their agency or employment.

Related Policies

Georgia College Facility Use Policy

Georgia College Open Flame Policy

Georgia College Posting of Signs for Campus Organizations, Departments, Events Guidelines

Georgia College Tobacco and Smoke-Free Campus Policy

Georgia College Trespass Policy

Board of Regents Freedom of Expression Policy

Board of Regents Use of Institution Names, Symbols, and Trademarks Policy

Board of Regents Weapons Policy

Procedures

1. Designation of Public Forums on Georgia College’s Campus

2. To better facilitate the free exchange of ideas, Georgia College has designated

the Georgia College Flagpole Plaza at the east end of the Georgia College Front

Lawn (the area on and immediately surrounding the circular concrete pad that

holds the University flagpole and Olympic column) as a public forum on Georgia

College’s campus (“Public Forum Area”). The Public Forum Area is generally



available from 8:00 a.m. to 5:00 p.m. Monday through Friday, provided that the

Public Forum Area has not previously been reserved. Reservations will only be

processed on days that Georgia College’s Administrative Offices are open for

business (“institution business days”). Though reservations to use the Public

Forum Area are only required as set forth in Section II below, Georgia College

recommends that all parties interested in using the Public Forum Area submit a

completed Forum Reservation Request Form to Georgia College’s Department of

Campus Life prior to use so that Georgia College may minimize scheduling

conflicts, accommodate all interested users, and provide for campus safety and

security.

1. Provisions for Members of the Georgia College Community

2. All large groups must submit a completed Forum Reservation Request Form to

Georgia College’s Department of Campus Life two (2) institution business days

prior to the scheduled activity and must receive approval in writing from the

Director of Campus Life prior to engaging in such activity. Prior notice is required

to ensure that there is sufficient space for the large group event, that necessary

institution resources are available for crowd control and security, and that the

academic and other operations of the institution are not disrupted. The Director of

Campus Life may grant a reservation for the Public Forum Area or another

available area of campus, as requested by the applicant, and may only deny a

reservation for the limited reasons set forth in Section IV - B below.  

1. If an individual or small group of individuals within the Georgia College

community, while engaging in spontaneous expression, attracts a group of 30 or

more persons, then a representative from the group should provide Georgia

College with as much notice as circumstances reasonably permit. Georgia

College reserves the right to direct a group of 30 or more persons to the Public

Forum Area or another available area of campus in order to ensure the safety of

campus members, to provide for proper crowd control, and to limit disruption of

the academic and other operations of the institution. When relocating expression,

the Georgia College official must not consider or impose restrictions based on the

content or viewpoint of the expression.

III. Provisions for Non-Campus Members



1. Individuals or groups of persons who are not enrolled at or employed by Georgia

College may only engage in expressive activity on Georgia College’s campus in

the Public Forum Area and only after submitting a completed Public Forum

Reservation Request form to Georgia College’s Department of Campus Life at

least two institution business days prior to the scheduled speech and obtaining

approval for such use in writing from the Director of Campus Life pursuant to the

procedures set forth in Section VI below. Organizers are encouraged to submit

their requests as early in the planning stages of the event as possible. This

provision does not apply to any classroom instruction or institution-sponsored

events. 

IV. Procedures for Forum Reservation Requests

1. Completed the Public Forum Reservation Request Form should be submitted to

Georgia College’s Department of Campus Life in person or by email to

campuslife@gcsu.edu, no later than two (2) institution business days prior to the

scheduled forum event. Reservation scheduling will be coordinated by the

Director of Campus Life, who will schedule forums for expression on a first-come,

first-served basis. The Director of Campus Life must respond to all requests in

writing as soon as practicable, but in no event more than two (2) institution

business days following receipt of the request, either authorizing the reservation

and noting any special instructions, if applicable, or setting forth the reason for

denial of the reservation.

1. The Director of Campus Life may only deny a reservation request for one of the

following reasons:

a. The Forum Reservation Request Form is not fully completed;

b. The Forum Reservation Request Form contains a material falsehood or

misrepresentation;

c. The Public Forum Areas have been reserved by persons who previously

submitted a completed Forum Reservation Request Form(s), in which case the

institution must provide a reservation for the applicant at an alternate location,

alternate date, or alternate time;

d. The use or activity intended by the applicant would conflict with or disturb

previously planned programs organized and conducted by the institution;



e. The Public Forum Area is not large enough to accommodate the expected or

actual number of persons engaging in large group expression, in which case

the institution must provide a reservation for the applicant at an alternate

location that can safely accommodate the applicant provided that the applicant

is a member of the Georgia College community and that such a location exists

on Georgia College’s campus;

f. The use or activity intended by the applicant would present a danger to the

health or safety of the applicant, other members of the Georgia College

community, or the public; or

g. The use or activity intended by the applicant is prohibited by law, Georgia

College policy, or Board of Regents policy.

h. When assessing a reservation request, the Director of Campus Life must not

consider or impose restrictions based on the content or viewpoint of the

expression.

i. Appeals

a. Appeals related to the decision of the Director of Campus Life should be

made in writing to Georgia College’s Vice President for Student Affairs.

Georgia College’s Vice President for Student Affairs or his or her designee

must decide all appeals within two (2) institution business day. The decision

of Georgia College’s Vice President for Student Affairs or his or her

designee is final.

b. All campus reservations are subject to the general provisions in Section VI.

below.

1. Distribution of Written Material

2. Members of the Georgia College community may distribute non-commercial

pamphlets, handbills, circulars, newspapers, magazines, and other written

materials on a person-to-person basis in open outdoor areas of the campus, in

line with the Georgia College Posting of Signs for Campus Organizations,

Departments, Events Guidelines.

3.  An individual who is not a member of the Georgia College community may only

distribute written materials within the Public Forum Area and only during the time

in which the individual has reserved Public Forum Area.



VI. General Provisions

1. In addition to the requirements set forth above, all individuals expressing

themselves on Georgia College’s campus must comply with the following

provisions:

a. No interference with the free flow of vehicular or pedestrian traffic, including the

ingress and egress to buildings on campus, is permitted.

b. No interruption of the orderly conduct of classroom instruction or other

institution activities is permitted.

c. Buildings, grounds, institution property, and property belonging to others may

not be defaced, damaged, or destroyed and persons responsible for

destruction of property may be held financially, legally, or criminally liable.  

d. Persons expressing themselves on Georgia College’s campus must comply

with all applicable federal, state, and local laws and ordinances; Georgia

College policies, rules, and regulations; and Board of Regents policies.

e. Authorization of a speech, event, or demonstration is contingent upon

compliance with the criteria listed above. Speakers and/or organizations failing

to comply with the above policy may be asked to leave, a trespass warning

may be issued, and/or College disciplinary action or judicial action may be

pursued.

1. Non-Compliance

2. Failure to comply with the requirements of this policy may result in disciplinary

action up to and including termination or expulsion in accordance with relevant

University policies and may result in prosecution in accordance with state and

federal law.

1. Freedom of Expression Policy Questions

2. Questions about this policy may be addressed to the Department of Campus Life

at 478.445.1473 or campuslife@gcsu.edu, or the Office of Legal Affairs at

478.445.2037 or legal@gcsu.edu.

Creation Date:   March 2017

Revision Date: June 2018

Last Reviewed Date: June 2018

Next Review Date: May 2020



Responsible Department:   Office of Legal Affairs

Cabinet Approval Date: July 2018

Effective Date: July 2018
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Facility Use Policy

Policy Statement

The purpose of the facilities at Georgia College & State University (“Georgia College” or “University”) is to support the

educational mission and strategic goals of the University. The facilities are available primarily for programs offered by

and intended for the campus community. 

Definitions

The following definitions apply to the terms as used in this Policy:

Co-sponsored Event 

An event in which the external sponsor is directly associated with an official Georgia College sponsoring unit,

organization, or group as recognized in the official structure of the University.

Registered Student Organizations (RSOs)

A group of students who have satisfied the University’s procedures and requirements for registration or recognition.

University Group 

An administrative or academic department, unit, center, or institute within the University.

University Space

Any space, building, or structure that is owned, leased, operated, or controlled by Georgia College.

External Requester:

Non-Georgia College faculty, staff, or student requesting the use of facilities.

Internal Requester:

Georgia College faculty, staff, or student requesting the use of facilities for University events.

Personal Use: 

Faculty, staff, or student requesting the use of facilities for a personal event; must be in attendance at event and

Policy Manual



responsible for all associated fees and/or damages. (See Campus Fee Schedule)

Keywords

Event

Facility

Facility Use

Rental

Reservations

Requester

Room

Schedule

Space

Reason for the Policy

The reason for this policy is to set priorities for facilities usage and define scheduling procedures.

Activities shall in no way violate the purposes, property, policies, procedures, or regulations of the university or

federal and state laws. All organizations are expected to follow the rules and regulations of the University at all times.

Permission to use a facility does not imply endorsement, sponsorship, or support by the university of the views,

opinions, or programs of the facility users. 

Proposed Outcome

This policy aims to provide for a uniform manner in which Georgia College facilities may be used. 

Applicability of the Policy

This Policy applies to all members of the Georgia College community, including but not limited to faculty, staff,

students, volunteers, visitors, vendors, and invited guests, as well as the general public.

Related Policies

Georgia College Freedom of Expression Policy

Georgia College Tobacco and Smoke-Free Campus Policy

Georgia College Filming and Photography on Campus Policy

Board of Regents Use of Institution Names, Symbols, and Trademarks Policy 

Board of Regents Weapons Policy

http://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/Campus-Affairs/Freedom-of-Expression-Policy
http://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/Division-of-Finance-and-Administration/Plant-Operations/0702-Facilities-Operations-Procedures/Tobacco-and-Smoke-Free-Campus-Policy
http://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/Campus-Affairs/Filming-and-Photography-on-Campus
https://www.usg.edu/policymanual/section6/C351/
https://www.usg.edu/policymanual/section6/C2675/


Minors on Campus Policy

Open Flame Policy

Alcohol Policy

Catering Policy

Fundraising – sales, advertising, and solicitation on campus

Tailgating 

Procedures

I. Course Scheduling

Classrooms

1. A classroom designated as a general use academic space is considered an institutional resource. All general use

classrooms shall be available for centralized academic scheduling.

2. To effectively utilize space and serve students, departments and colleges shall schedule academic courses

throughout the day Monday through Friday consistent with the approved academic course scheduling matrix

(available at http://www.gcsu.edu/sites/files/page-assets/node-1330/attachments/schedule_planning_matrix.pdf).

3. Academic courses that will not require a room for the entire semester shall list only the dates the room is required

in Banner, thereby making other dates available for event scheduling.

4. Departments will enter required room features for academic course sections – except for approved laboratory and

studio space – in Banner when entering the semester course schedule.

5. Classrooms will be assigned by the Registrar using the 25Live Scheduler and Optimizer, and then will be bridged

to 25Live. Departments and colleges will have an opportunity to provide feedback before assignments are finalized.

Departments and colleges will also assist in finding space for courses for which no appropriate room placement was

found.

6. Academic classroom assignments must be complete before registration for a subsequent semester begins.

7. Departments and colleges must report to the building manager any instructional space deficiencies according to

minimum working standards customarily expected by an academic unit for offering courses to their students.

Information Technology will address technology needs and services. Facilities Operations will address furnishing and

maintenance needs.

Laboratory and studio space

http://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/Academic-Affairs/Academic-Policies-Procedures-and-Resources/Academic-Resources/Extended-University-Policies/Protection-of-Minors
https://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/Campus-Affairs/Open-Flame-and-Hazardous-Liquids-Policy
http://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/Campus-Affairs/Alcoholic-Beverage-Policy
https://www.gcsu.edu/sites/files/template-1/CateringGuidelines113016.pdf
https://gcsu.smartcatalogiq.com/Policy-Manual/Policy-Manual/University-Advancement/Fundraising-Roles-and-Responsibilities
https://www.gcsu.edu/sga/tailgating-georgia-college
http://www.gcsu.edu/sites/files/page-assets/node-1330/attachments/schedule_planning_matrix.pdf


1. Academic laboratory and studio space is considered an institutional resource, but is usually assigned to a

department for appropriate use, maintenance, and staffing. Academic laboratory and studio space includes science

laboratories, clinical spaces, and music and art studios.

2. Departments and colleges may request that a room be designated as academic laboratory and studio space by

submitting a request to the 25Live Governance and Implementation Committee.

3. Departments will enter assignments for approved academic laboratories and studio space directly through Banner.

4. Only the assigned department or college may use approved academic laboratory and studio space, unless prior

approval is received from the chair or dean.

5. Academic laboratory and studio space will automatically be bridged to 25Live.

6. Laboratory and studio space assignments must be complete before registration for a semester begins.

7. Departments and colleges will be responsible for addressing instructional space deficiencies according to

minimum working standards customarily expected by an academic unit for offering courses to their students. 

Review

1. The 25Live Governance and Implementation Committee will review and analyze use of space at least annually to

assist the university in making better use of its resources. The committee will provide feedback to the Provost and

the University Space Utilization Committee. Effective utilization will be evaluated through factors including:

 a. The percentage of time during the academic day that classrooms are scheduled. (Classrooms that are

heavily used between 9 a.m. and noon, but rarely used for the remainder of the  academic day will not be considered

effectively utilized.)

 b. The percentage of seats filled in each classroom. (For example, a 30-seat classroom would be considered

effectively used if classes in the room averaged 25-30 students. A 49+ seat  classroom would not be considered

effectively used if classes in the room averaged less than 20. These numbers are for illustration purposes only.)

 c. The current USG classroom utilization metrics

 https://www.usg.edu/facilities/initiatives/space_utilization

II. Facility Reservations

1. Facility use requests should be made to the Office of Facility Reservations by using the event scheduling system.

Please do not email or phone Facility Reservations staff. It is recommended that all requests be submitted to the

Office Facility Reservations at least ten (10) business days prior to the date of the event, but no later than 3 business

https://www.usg.edu/facilities/initiatives/space_utilization


days prior to the requested event.

 a. For requests needed in less than three days, refer to the Space Exception Request Process

https://www.gcsu.edu/publicservices.

2. Facility Reservations reviews facility requests, taking into consideration the follow:

 a. Priority for reserving space;

 b. Availability of space for date(s) requested; 

 c. Suitability of the event for the requested location;

 d. Number of persons expected to attend the event; 

 e. Presence of alcohol; and

 f. Duration of the event.

3. Facility Reservations will notify the requester that the request for space has been confirmed or denied within three

(3) business days of receipt.

4. Service-related needs such as event technology, food, housing, moving, and/or security should be indicated in the

request. Event organizers will still be responsible for making specific arrangements directly with the service units and

will be responsible for notifying the service units if there are any changes to the original request. These offices

require a minimum notice of three (3) business days.

5. In the event a requested facility is not available, Facility Reservations can assist in finding another appropriate

location.

6. Facility requests will be confirmed or denied with an official email notification from Facility Reservations. 

7. Exceptions to Facility Use Policy:

A. Georgia’s Old Governor’s Mansion

 a. Use of Georgia's Old Governor's Mansion, excluding the grounds and educational building, will be reserved

for presidential events and formal events approved by the President only. 

 b. All reservations must be made at least thirty (30) days in advance.

 c. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety, or

other GC staff will be charged at rates according to the approved GC Fee Schedule. 

 d. As a house museum, the Mansion is not equipped to accommodate seated lectures, conferences, symposia,

meetings, or extensive use for dinners, luncheons, receptions, teas, fundraisers, or other similar activities. 

 e. Use or movement of any piece of property, including furniture and art, is strictly prohibited.

 f. Public rentals, official university meetings, conferences, lectures, dinners, luncheons, and receptions or

https://www.gcsu.edu/facility-reservations
https://www.gcsu.edu/mansion/rentals


symposia will be restricted to the Education Building or lawn. 

 g. No reservations, either by university or community groups, may be considered annual events. Every event

must be reserved individually on a space-available basis.

 h. Use of the grounds or supporting buildings after normal business hours will require security staffing.

 i. Requests for reservations must be made by calling the Department of Historic Museums at 478-445-4545. 

B. Andalusia

 a. Use of the main house of Andalusia, excluding the grounds, will be reserved for presidential events only. 

 b. All reservations must be made at least thirty (30) days in advance.

 c. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety, or

other GC staff will be charged at rates according to the approved GC Fee  Schedule 

 d. Use or movement of any piece of property, including furniture and art, is strictly prohibited.

 e. Official university meetings, conferences, lectures, dinners, luncheons, and receptions or symposia will be

restricted to supporting buildings on the property or the grounds.

 f. Please note that requests for regular monthly meetings by non-University affiliated individuals or groups will

not be granted during the academic year. 

 g. No reservations, either by university or community groups, may be considered annual events. Every event

must be reserved individually on a space-available basis.

 h. Use of the grounds or supporting buildings after normal business hours will require security staffing.

 i. Requests for reservations must be made by calling the Department of Historic Museums at 478-445-4545.

C. Sallie Ellis Davis House

 a. All reservations must be made at least thirty (30) days in advance.

 b. Public rentals, official university meetings, conferences, lectures, dinners, luncheons, and receptions or

symposia will be restricted to the modern classroom, reception room, or lawn. 

 c. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety, or

other GC staff will be charged at rates according to the approved GC Fee  Schedule. 

 d. Use or movement of any piece of property, including furniture and art, is strictly prohibited.

 e. No reservations, either by university or community groups, may be considered annual events. Every event

must be reserved individually on a space-available basis.

 f. Use of the site after normal business hours will require security staffing.

 g. Requests for reservations must be made by calling the Department of Historic Museums at 478-445-4545.

D. Heritage Hall (Gallery and Common Area space at the North Clarke Street Entrance of the Ina Dillard Russell

Library

 a. Use of Heritage Hall will be reserved for presidential, University Advancement events and formal events

https://www.gcsu.edu/andalusia
https://www.gcsu.edu/sallieellisdavis/rentals


approved by the Vice President in the area where the request originated. 

 b. All reservations must be made at least thirty (30) days in advance.

 c. Additional charges for custodians, electrical, HVAC, audio visual, public safety, or other GC staff will be

charged at rates according to the approved GC Fee Schedule 

 d. Use or movement of any piece in of property, including furniture and art, is strictly prohibited.

 e. No reservations, either by university or community groups, may be considered annual events. Every event

must be reserved individually on a space-available basis.

 f. Use of the site after normal business hours (9:00am-4:00pm) will require security staffing.

E. Centennial Center (Main Basketball Court/Arena and Pool)

 a. All reservations must be made at least thirty (30) days in advance.

 b. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety,

lifeguards, student staff, or other GC staff that may be needed will be charged at  rates according to the

approved GC Fee Schedule.

F. Wellness & Recreation Center (WRC-Court 1, Court 2, Multipurpose Court and Pool)

 a. All reservations must be made at least thirty (30) days in advance.

 b. The Wellness and Recreation Center differs from the rest of the campus due to the nature of its funding.

Therefore, no space within the WRC can be considered for personal use for any  individual, non-governmental

entity, or organization. The WRC may only be reserved by Student Organizations, University Departments, and

Governmental entities.

 c. Set-up and breakdown time may be limited in order to minimize the scope of disruption to normal Wellness

and Recreation Center activities.

 d. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety,

lifeguards, student staff, or other GC staff that may be needed will be charged at  rates according to the

approved GC Fee Schedule.

G. Black Box Theatre

 a. All reservations must be made at least thirty (30) days in advance.

 b. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety,

student staff, or other GC staff that may be needed will be charged at rates  according to the approved GC Fee

Schedule.

 c. Requests for reservations must be made by calling 478-445-8290.



H. Russell Auditorium 

 a. All reservations must be made at least thirty (30) days in advance.

 b. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety,

student staff, or other GC staff that may be needed will be charged at rates  according to the approved GC Fee

Schedule.

 c. Requests for reservations must be made by calling 478-445-8735.

I. Lake Laurel (Challenge Course, Lodge)

 a. Space at Lake Laurel cannot be reserved for personal use by any GC Faculty, Staff, or Student. 

 b. All reservations must be made at least thirty (30) days in advance.

 c. Requests for reservations must be made by calling 478-445-7536.

J. Planetarium

 a. All reservations must be made at least thirty days (30) days in advance.

 b. Additional charges for use of the facility as well as custodians, electrical, HVAC, audio visual, public safety, or

other GC staff will be charged at rates according to the approved GC Fee  Schedule. 

 c. Requests for reservations must be made by calling 478-445-5769.

III. Priority Order for Reserving Facilities 

1. Academic classes have priority over event requests at Georgia College. 

 a. Requests to use classrooms or academic locations Monday through Friday after 5:00 PM will be confirmed or

denied until November 1 for Spring events and April 1 for Fall events. 

 b. Requests to use classrooms or academic locations Monday through Friday between 8:00 AM and 5:00 PM

will be confirmed until December 1 for Spring events and May 1 for Fall  events. 

 c. Requests to use classrooms or academic locations Monday through Friday during the summer will be

confirmed until February 1.

2. Event reservation requests will be reviewed and processed in the order in which they are received.

3. If two or more facility requests are received at the same time, the process outlined in Section II, Number 2, will be

followed to determine which events receive top priority for the requested facilities.

4. Once requests are received and confirmed, they will not be canceled to accommodate requests submitted at a

later date, even though these requests might have a higher priority. 

IV. Official University Events (Internal Requests for Facilities)



1. An official University event is defined as an event coordinated by an official Georgia College unit, organization, or

group as recognized in the official structure of the University. The event must be directly associated with the

University responsibilities and mission of the requesting entity. Examples of official University events would be

college/departmental meetings, commencement, convocation, continuing education courses, athletic competitions

and practices, intramurals, Department of Music events, Department of Theatre and Dance rehearsals and

performances, etc.

2. Activities that fall under this category are exempt from usage fees except for any catering, Public Safety, staff

overtime, or special equipment-related costs. 

V. Co-sponsorship of Events by Campus Departments and Student Organizations

1. The event must be directly associated with the university responsibilities and mission of the Georgia College

requesting entity. (By itself, the presence or involvement of Georgia College students in an event is not sufficient to

justify co-sponsorship of an external event.) Examples of legitimate co-sponsored events would be high school one-

act play competitions co-sponsored by the Department of Theatre or local school systems visiting the planetarium co-

sponsored by the Department of Chemistry, Physics & Astronomy. Examples of situations in which a legitimate claim

of co-sponsorship may not be justified include: 

 a. A student organization that "co-sponsors" an event for a local business because one of the organization's

students works at the business 

 b. A campus department that "co-sponsors" meetings of a civic organization simply because several Georgia

College employees are members of the civic organization 

 c. A campus department that "co-sponsors" a local pageant which has no apparent or substantial connection to

the mission of the department

 d. A campus department that justifies co-sponsoring an external event by noting that Georgia College students

are being paid to work the event

2. University departments and student organizations are not to use co-sponsorship simply as a means of providing

external entities with free access to Georgia College facilities. Facility Reservations has been charged with the

responsibility for monitoring claims of co-sponsorship and will deny claims which do not have a reasonable

connection with the responsibilities and mission of the requesting entity. Appeals of denied co-sponsorship claims

may be made to the Associate Provost for Academic Affairs who will make a final determination. Activities that fall

under this category are exempt from usage/rental fees except for any catering, Public Safety, staff overtime, or



special equipment-related costs.

VI. Facility Rentals (External or Non-GC Related Facility Requests)

Conditions of Rental or License 

1. All external or Non-GC facility requesters must complete the external facility request form. Approval will be granted

if the following criteria are met:

 a. The facilities involved are not required during the period of intended license/rental for any University purpose.

 b. The non-University parties seeking the license or rental must demonstrate sound financial and management

capabilities related to responsible utilization of the facilities and must provide an IRS ID number, bonding, and

insurance protection. 

 c. The rental/license rate shall be set at fair market value as determined from the current rate for similar facilities

in the City of Milledgeville. 

 d. Individuals or organizations using University facilities under these provisions shall not use the name of

Georgia College & State University, University System of Georgia Board of Regents,  or the State of Georgia in

advertising or in any other manner to state or imply sanction or sponsorship. 

 e. During such use, Georgia College police and other duly empowered police, security officers, public safety

officials and EMT's assigned to the facilities shall be required and instructed to  observe and enforce all applicable

laws. 

2. Non-University Event Approval Process:

 a. Sign an agreement with the University for use of its facilities. 

 b. Obtain and provide a certificate of liability and property damage insurance (without deductible) that names

Georgia College & State University. The liability limits will depend on the nature of the activity and shall be set by the

Office of Legal Affairs. 

 c. Reimburse the University for additional costs for police, maintenance, etc., incurred in connection with the

scheduled activity or event (see Charges for Use of Georgia College Facility  below). 

 d. Ensure that all promotion and advertising of event involving the use of Georgia College identifies the non-

University person or organization sponsoring the event. 

 e. Provide any necessary support personnel not provided for in the contractual agreement with the University

(i.e., ticket sellers, box office personnel, ushers, support crew, security, etc.). 

 f. Ensure that all non-University decoration, staging and equipment meet State Fire Code provisions and all

other applicable safety standards and regulations prior to their installation and use. 

 g. Provide evidence of their ability to meet all expenses in advance of the event.

 h. Arrange food and beverages through the campus catering, where applicable. 



 i. Comply with the policies of the Board of Regents, the University and the State of Georgia concerning alcoholic

beverages, tobacco and smoke-free products, and campus carry guidelines  on campus. 

 j. Take reasonable care to ensure the physical safety and health of the participants and spectators. 

3. Insurance Requirements 

Once it is determined to accommodate the event, the external organization must produce proof of appropriate

insurance coverage, in accordance with the insurance requirements for major events (link to a document). Facility

Reservations will be responsible for processing the contract, obtaining the insurance certificate, processing charges

associated with the event, and completing all necessary paperwork for the event.

A. Insurance Requirements for Major Events

 1. Non-Georgia College sponsored events which are considered major events due to their purpose,

program/event format, potential audience size, number of participants, or the area(s) they  are scheduled to use, will

be required to show verification of insurance as follows: 

  a. Personal Injury and Advertising $1,000,000 Liability per Occurrence

  b. Contractual $1,000,000 Liability per Occurrence

  c. Fire Legal $1,000,000 Liability per Occurrence

  d. General Aggregate $2,000,000

B. Contracts 

At the time the insurance coverage is presented, a License Agreement/Permit (for Short-term use of Campus

Facility) form must be signed by the external organization. The contract is then routed though the contract process

and once executed, the external organization will receive a copy of the fully executed contract from the GC

Department/person. A copy is kept on file by the Office of Facility Reservations. The external organization is to be

given no confirmations or guarantees until the contracts have been executed. 

C. Advertising 

Advertising shall not begin nor shall invitations be extended until after the proposed event has been approved and all

contracts fully executed.

D. Charges for Use of Georgia College Facilities 

Depending on the nature, duration, and special requirements for events, the following charges may be assessed: 

 a. Use of Facility; 

 b. Event Supervision; 

 c. Public Safety; 

 d. Maintenance and clean up (i.e. electricians, custodians, grounds crew, etc.); 



 e. Equipment and Supplies; 

 f. Outside Personnel; 

 g. Student Assistants; 

 h. Moving Services

 i. Special Services (i.e. set-up/tear-down during non-business hours); and 

 j. Parking & Transportation.

All charges will be explained to the potential user prior to signing a contract with the University for the use of its

facilities. A deposit may be required at the time of the permit holder signing a contract.

All facility use charges are due in full two (2) weeks prior to the event date and thirty (30) days following receipt of an

invoice for any charges incurred on the day of the event. Failure to pay two weeks in advance will result in

cancellation of the confirmed facility.

VII. Fees and Services

1. With certain exceptions detailed below, rental fees are charged for all uses of campus facilities by external entities

and by anyone using campus facilities for business or personal reasons not related to Georgia College and its

mission. Fees for the use of Georgia College facilities must be paid in advance of the event. Fees can be paid via

check or credit card to the Office of Facility Reservations. Written receipts, facility confirmations, and rules and

regulations for using campus facilities are provided to the event organizer upon the receipt of payment. Event

organizers will be required to sign a Georgia College approved agreement, acknowledging these rules, regulations,

fees, and other important rental information.

2. Requests to cancel the use of a facility must be made three business days prior to the scheduled date, or no

refunds will be issued. Refunds will be issued if weather or other natural causes prevent the use of facilities – for

example, a group that rents the Georgia College outdoor pool will not be penalized financially if thunderstorms

prevent the pool from safely opening.

3. While official University and University-sponsored events are exempt from rental fees, all facility users including

campus units and student organizations may be charged for the actual direct expenses incurred in support of their

events. Such charges could include overtime for custodians, electricians, Public Safety officers, Production Services

technicians, Audio Visual Services, and other supervisory personnel, as well as purchases in support of events.

Some of these charges are detailed below.



 A. Security

  a. The use of Georgia College Public Safety personnel is required at all functions where alcohol is being

consumed and at all other functions as deemed necessary by the Georgia   College Director of Public Safety.

For functions serving alcohol, it is required that there be a minimum of one (1) officer per 75 participants. Public

Safety officers shall be retained at the   hourly rate as determined by Public Safety. For external events, these

charges will be in addition to all applicable rental fees. 

 B. Support Services 

  a. Personnel Events requiring the services of Georgia College custodians and/or electrical/HVAC

technicians beyond the normal work day shall retain these services at the current hourly   rate, plus any

overtime, FICA, FICA Med, or other required benefits. External events requiring these services during normal

working hours will be charged the hourly rate (plus   FICA/FICA Med) of the employee(s) providing the

services. These fees will be in addition to all applicable rental fees. 

 C. Supervisory Fees

  a. Hourly supervisory fees may be charged for use of facilities prior to and following the normal operating

schedule. Rates for each building monitor/supervisor required to be onsite are   published in the Campus Fee

Schedule. All supervisory fees will be detailed in the rental agreement. 

 D. Damage/Clean-Up 

  a. Any cost for clean-up and/or repairs beyond that of normal use and wear shall be the responsibility of

the user. All fees assessed for damages and/or clean-up shall be made payable   to Georgia College. 

 E. Event Technology and Logistics Support 

  a. Event technology may be available and provided by Production Services in each space. Event

technology includes but is not limited to: projector, wireless/wired microphones, podium,   and wireless

presentation remote. An installed desktop is usually provided by IT. If a space does not have an installed desktop

computer, the user is required to bring their own or check   one out from the Library. Each space is unique and

equipped differently. Depending on the needs of each event, a Production Services staff member will provide

logistical support and   training on the equipment. A Production Services staff member may be required to

support the event. After hours rates may be charged.

4. Reductions of Rental Fees 

 A. Local and state governmental agencies, nonprofit organizations and Georgia College Faculty, Staff, and

Students (for personal use) shall be considered eligible for the reduced rates  detailed in the fee schedule

(typically 20%). By IRS guidelines, Georgia College faculty/staff usage rates are limited to 20% discounts and are

detailed in the fee schedule also. Certain  facilities, such as the Old Governor’s Mansion and Andalusia, do not

allow discounts to faculty, staff, nonprofit organizations, or governmental agencies.



5. Waivers of Rental Fees 

 A. Rental fees may be completely waived for local and state governmental agencies or Non-profit organizations

provided the events and organizations meet applicable criteria and follow the  procedural guidelines as outlined

below. Sponsors of these events will still be responsible for all service-related costs surrounding their scheduled

activity including costs associated with set- up, clean-up, supervision, media, and security. 

 B. To be considered for a complete waiver of rental fees: 

  a. The purpose of the event must positively impact the university or broader community or be a fund-raising

event for a charity. 

  b. Individuals and for-profit businesses must not profit from the free use of campus facilities for the event.

(Fees may be charged to cover actual direct expenses of the event but should   not produce a profit for

individuals or for-profit businesses.)

 C. Following is the procedure for requesting a waiver of rental fees: 

  a. Before a waiver can be considered, a facility request form must be processed through the event

scheduling system. 

  b. Requests to waive facility usage fees must be made to Facility Reservations in writing (e-mail requests

are acceptable), stating the purpose for the event and the rationale for the   rental fee waiver. 

  c. All requests will be reviewed, confirmed, or denied by the Associate Provost for Academic Affairs.

  d. Even if rental fees are waived, event organizers must coordinate with the Facility Reservations staff to

determine if there will be service-related costs surrounding their scheduled   activity including costs associated

with set-up, clean-up, supervision, media, and security.

VIII. Appeal of Denied Facility Requests

1. Appeal process:

 a. An internal or external requester may appeal a decision made by the Facilities Reservation staff through

written correspondence to the Associate Provost for Academic Affairs. 

 b. Upon receipt of the written correspondence, the Associate Provost will review the appeal.

  i. The Associate Provost may request additional information from the requester and will discuss the matter

fully with the Facilities Reservation staff. 

 c. The Associate Provost shall respond to the requester in writing within 5 business days of receipt of the

appeal.

  i. If the Associate Provost is unavailable to review the appeal, it shall be forwarded to the Provost and Vice

President for Academic Affairs for review and a decision.

IX. Other Use Requirements



1. Food Services/Catering 

By contract, food and beverage service for all campus functions such as banquets, private parties, receptions,

refreshment service, conferences, or other special events must be provided exclusively by Sodexo. For more

information on the specifics of the catering contract, contact Auxiliary Services.

2. Facility Use during Georgia College Holidays 

When the campus is closed, and few support staff are present, there may be issues related to maintenance and

custodial support, heating or cooling buildings, and opening, closing, or supervising facilities. For those reasons, the

university facilities will not be available for events during periods in which the campus is closed. The only exception

are events approved by the Associate Provost for Academic Affairs.

3. Organizers of co-sponsored events should have strong justification for why their events should occur while the

campus is closed. Organizers of approved co-sponsored events may be required to pay for utilities if utilities are

normally off during the time period of the events, and will be required to pay for any university support staff brought

back from annual or holiday leave to support the events.

4. The License Agreement/Permit form must be completed and submitted at the time that the request is completed. 

X. Non-Compliance

Failure to comply with the requirements of this policy may result in disciplinary action up to and including termination

or expulsion in accordance with relevant University policies and may result in prosecution in accordance with state

and federal law.

Creation Date: April 2018

Revision Date: January 6, 2020

Last Reviewed Date: February 4, 2020

Next Review Date: December 2021

Responsible Department: Facility Reservations

Cabinet Approval Date: January 27, 2020

Effective Date: July 1, 2019
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