University of South Alabama
Camps, Conferences and Special Events Policy

The University of South Alabama (USA) recognizes the value and potential for faculty, staff, students, and
external groups to use University resources to enhance learning, research, and public service. The University of
South Alabama seeks to create a campus culture that generates intellectual excitement and lifelong learning.
This includes supporting campus activities that further individual development. Such events are either
sanctioned by the University of South Alabama or sponsored by external groups requesting use of University
facilities and services.

For reasons that include safety of individuals, and assurance of professional, efficient performance of academic
pursuits, operations, and services, those using campus resources must comply Avilepplicable policies,
rules, and regulations.

This University of South Alabama Camps, Conferences and Special Events Policy establishes policy and offers
guidelines where existing policies do not specifically address issues particular to the use of campus resources.
It also clarifies the applicability of law to University campus activities. The Camps, Conferences and Special
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x ExternallysponsoredBventsare conducted by a third party using certain approved University facilities


http://www.southalabama.edu/cce/affiliated.html
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For UniversitysanctionedBvents, the University reserves the right to require chaperones, secondadeatc
insurance, medical information


http://www.southalabama.edu/cce/affiliated.html
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approved event transportatiorOnly in the event of an emergency should an event sponsor
transport a participant in his/her personal vehicle

The Center will prepare a contract, outliningBlent arrangements and estimated costs, for
signature by theSponsoring UnitThe Sponsoring Unit will return the contrdotthe Center The
Center will forward the contradb the University Contract Officdor signature

c. Participant Records
University records of participants in Univers#ignctioned Events, including health forms, must be
handled in accordance with Family Education Rights and Privacy Act.
(http://www.southalabama.edu/academicaffairs/ferpa.gdf

d. Financial Management
UniversitysanctionedBvents may be funded through grants and contracts or by registration fees.
EachBvent should generate adequate revenue to cover Ehent[ direct and indirect costs.
Income, disbursements, and contractual agreements must be handled in accordancbeniivs
of the State of Alabama arekistingUniversitypolicies and procedureQverall financial
management of thévent is the responsibility of th§onsoling Unit including the responsibility
to coveranet lossfrom all events} ( §Z %o }ve}@E]vP hv]s =+« }v 3Z hv]A E-]3C
Sources for funding losses should be identified and documented in the approval process.

For nongrantfundedBvents, he Centemwill establish eaclivent as a cost center for the purposes
of reporting financial data to th8&ponsoring Unit Any revenues or disbursements handled by the
Center, on behalf of the camp, will be included in the financial d&@antfunded events wilbe
accounted for in the grants established fund.

The Center will contract for and transfer funds fore&knt-related disbursements for University
facilities, servicegndsecondanaccident insurance. Upon request, disbursements for other
BEventrelated expenses may be handled by the Center. Otherwise, these will be the responsibility
of the Sponsoring Unit

Compensation to a University employee must be handled through USA payroll and is subject to all
associated taxes and fringe benefits. For butigepurposesthe fringe benefits should be

calculated at the rate established by the Office of Grants@aontracts Accounting
(http://www.southalabama.edu/finan@laffairs/grantsandcontracts/rates.htinl

GrantFunded Events Financial administration of grantor contraittnded Eventswill follow
existingpractices and procedures for all grants and contractd may be handled by the
department sponsoring th&vent with oversight by the Office of Sponsored Programs and
Office of Grants and Contracts Accounting.

Registration Fed-unded Events


http://www.southalabama.edu/academicaffairs/ferpa.pdf
http://www.southalabama.edu/financialaffairs/grantsandcontracts/rates.html
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collected should be depositad accordance witlprocedures established liie University of
South Alabam®epartment of InternhAudit. These procedures will document the collection
of fees and segregate dutie€amp sponsors will have rethe web access to camp
enrollment data.

2. Administrative Practices foExternally Sponsore&vents
The Center, in collaboration with th@ffice of Academic Affair@ffice of Risk Management, University
Attorney, Division of Financial Affairs, Division of Student Affairs, Department of Athletics and Public
Relations will maintain an onlirigniversity of South Alabama Policy and Procedures Manual for
Externally-Sponsored Events. This document will include necessary proceduiestructions, and
forms.

All aspects of these programs, including food service, classroom space, housing,
recreational/sports/intramurafacilities, and required liglity insurance will be facilitateby the

Center. The Center will prepareantract, outlining all event arrangements and estimated costs, for
§Z FA£S Ev o 0] vS[* *]PVv SpE X

University Transportation Services are not available for externallysgped events.

3. Administrative Practices for Political Campaign Activities
While the University of South Alabarnannotendorse a candidate for political office, it will provide
facilities on an impartial basis for political campaigtated activities ofiniversityrecognized student
organizations. Such groups will pay the usual and customary fees for use of institutional facilities and
make no representation of university endorsement of any candidate.

The university or a universitycognized organizen may offer political forums. In such cases every
legally qualified candidate for a certain political office shall be invited and given equal access and
opportunity to speak. No representation of endorsement by the university may be made in these
foruueX dZ (}oo}AJvP Je 0 Ju E upes ]v ou ]Jv oo J*SCE] us }E
University of South Alabama does not endorse any political candidates. This event is being sponsored
by (name of universityecognized organization) and theews expressed are those of the

v] 8 ~&X 00CU %}0]3] o v] 8«uCZA «po ee 5} v pue }(
unrestricted speech areas as designated by the Office of the Vice President for Student Affairs and
within the rules for suclareas as promulgated by the university. The ab@ferenced activities may
include speeches, question and answer sessions, and other similar communications, but may not be
conducted as rallies, fundhisers, or other partisan political events. No leisflare permitted to be
distributed. The Office of Governmental Relations will be notified by the sponsor of all political
campaign activity on campus.



