CTC PROCEDURE: II.C.3. Use of Campus Facilities
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OPR: Vice President of Economic Development
STATEMENT:

At the discretion of the President, Columbus Technical College facilities may be made available for community and civic functions that promote the interests of the College and serve to enhance the College’s relationship with the community.  The President may make reasonable limitations as to time, manner and place.

Priority of the use of facilities shall be for full and part-time students.  Agencies/ groups using the facilities must express in writing that Columbus Technical College assumes no responsibility whatsoever for claims for personal injury, loss of life, theft, or otherwise.  The agency/group must agree to waive any and all claims to hold Columbus Technical College and the Technical College System of Georgia harmless from any and all liability, claim, or expenses whatsoever arising from the organization’s use of facilities.

The Vice President of Economic Development, under the supervision of the President, is responsible for sanctioning the use of College facilities by groups not affiliated with Columbus Technical College.  The primary considerations in determining use of the facilities by outside groups are whether the proposed activity is in keeping with the mission of Columbus Technical College and whether Columbus Technical College has the resources to co-sponsor the activity.

Activities of other educational agencies, state and local governments, and non-profit organizations, which are in conformity with the purposes of Columbus Technical College, are usually approved and co-sponsored by Columbus Technical College.

Certain facilities within Columbus Technical College are special use training facilities and have specific policies and procedures developed which state the priorities for use.  Users of facilities must agree that food and beverages will be served and eaten only in areas approved in advance by Columbus Technical College.

Requests to use facilities by chartered student organizations shall be approved in accordance with guidelines set in the Columbus Technical College Procedures Manual, and the Columbus Technical College Catalog and Student Handbook.

Columbus Technical College faculty and staff requests to use College facilities for purposes that are not consistent with the educational and training mission of Columbus Technical College or which are for the purpose of conducting training outside normal duties, must be approved by the Vice President of Economic Development. Events conducted, which involve the participation of faculty, staff, or students in any type competition, with or without public audience, are considered only when deemed to be in the best interest of Columbus Technical College and the general public of the State of Georgia.

The sale or collection of any items, merchandise, food, admission tickets, registration fees, charges for services or membership fees is not permitted by non-college groups conducting non-college educational student activities or by staff and faculty unless approval has been received in advance. 
Provisions for any services must be made through the Vice President of Operations. 
Charges for the use of facilities are designed to partially or fully recover the normal cost of facilities upkeep (refer to rate schedule).

Columbus Technical College facilities and equipment are committed for use with priority given to the following:

1) Academic credit, non-credit course offerings, and auxiliary activities of credit or non-credit course offerings, sponsored by Columbus Technical College. 
2) Conferences, training, teleconferences, and distance learning experiences which are instructional in nature and are sponsored by academic, non-academic, or an administrative unit of Columbus Technical College.

3) Administrative events planned by Columbus Technical College. 

4) Business and Industry partnership agreements where events are co-sponsored by Columbus Technical College (no charge).

5) Columbus Technical College Foundation and the Columbus Technical College alumni organization events (no charge).

6) Business, organizations, and community groups requesting use of Columbus Technical College’s facilities (see rate schedule).

7) Additional events and programs deemed appropriate and which conform to the Columbus Technical College’s mission (see rate schedule).

Note:  Exceptions exist to the priority list.  Facilities that are designated as special use or that are specifically assigned to a College unit for scheduling, equipment, and maintenance may require consideration or approval by the College unit prior to confirmation for use.

PROCEDURE:

As a general rule, rooms will be scheduled no more than four months in advance.  Exceptions will be made for major events.

Agency/group desiring to use Columbus Technical College’s facilities must read the college’s guidelines (Exhibit “A” of License Agreement), complete a License Agreement and send it to the Facilities Scheduler in the Economic Development Office.

Agency/group must have visitor-parking permits in order to park on campus.  The Facilities Scheduler will acquire parking permits from the Security Office prior to the facility use date.

Upon receipt of the completed License Agreement, the scheduler will forward Room Reservation Request to the Business Office, appropriate room approver, Custodial Services, Information Technology Services, and Campus Security Services.  A signed copy of the License Agreement and invoice will be sent to the agency/group/person making the request.  A copy of the invoice will be sent to the Business Office.
Agency/group must submit any changes, including cancellation, to the scheduler at least seven (7) business days prior to the scheduled event.  Cancellation of this agreement less than seven (7) business days prior to the beginning of the license period shall result in a $100 cancellation charge.  Cancellations of pre-paid contract will be forwarded to the Business Office for processing.
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