Tabling Guidelines

Student Club and Organizations

2009-2010
Approval for Tabling 

1. Student organization activities for ALL ON-CAMPUS AND OFF-CAMPUS EVENTS must be approved by the Coordinator of Student Organizations and Activities.

· Fill out a Student Organization Activity/Event Request Form and an Official Function Form

· Submit the event paperwork to the Coordinator of Student Organizations and Activities in the Student Life Office for preliminary approval at least two (2) weeks prior to the event for on-campus events and six (6) weeks prior for off-campus events.

2.
Contact the space/room scheduler for approval of date, time, and location at least two (2) weeks prior to the event for on-campus events and six (6) weeks prior for off-campus events even when using student lounges or student study areas.
3.  Place a work order with facilities for tables, chairs, etc. at least one week prior to the event.

4.  When requesting authorization to have food at an event, it is mandatory to obtain permission from Aims Food Services, prior to applying for approval from the Coordinator of Student Organizations and Activities in the Student Life Office.

5.  Participants’ behavior traveling to or from, or during an event should be such that it reflects credit to the student’s organization, Aims Community College, and the individual at all times.

· The participants are expected to act in the best interests of the group/organization they represent, as well as Aims Community College.

· Participants are expected to refrain from taking positions that are contrary to or in conflict with the interests and/or positions of the group or organization, and detrimental to the organization’s purpose and mission.

6.  Alcoholic beverages are not allowed as any part of student organization functions, on or off campus. 

7.  Start the tabling event on-time.  


8.   Oversee event, coordinate activity, make sure all volunteers understand their assignments.  


9.  Clean-up facility and return any materials borrowed.

