Publicity Regulations

SU Campus Notices Posting Policy
[bookmark: _GoBack]SU Campus Notices are delivered to targeted segments of the SU community every morning.  Notices must be submitted a day prior to the intended delivery date.  For more information visit: http://www.southwestern.edu/cn.

Student Activities Events Calendar
Registered student organizations should use the calendar in the Commons, which is updated monthly, for promotion of events.  Information should be submitted on the Event Calendaring form.  

Southwestern University Events Calendar 
This is a web-based calendar system that will provide faculty, staff, students, and the community easy access to information about what is happening on campus. It also provides an opportunity to promote approved events. Requestors have the opportunity to include important promotional information about the event on the calendar. This calendar can be accessed at http://southwestern.edu/sucalendar/main. 

Kiosks and Organization Bulletin Boards
Sponsoring organizations are limited to fifteen (15) announcements to post in designated areas around the campus at large.  The areas include: kiosks, and bulletin boards (provided that the board is not designated for specific academic departments or programs).  Sponsoring organizations may also place one piece of publicity in each residence hall, provided that it is placed in a location that the hall’s resident advisor has designated for the display of publicity.  Fifteen (15) of the total number of publicity items distributed in the residence halls and the campus at large may be larger than 8 1/2” x 11”, but cannot exceed 3’ x 4’.  Anything hung around campus must be approved and stamped at the Office of Student Activities.  As a service to student organizations, Student Activities will distribute these flyers around campus.  When a handbill/poster is approved and posted according to regulations, it should be treated respectfully by the University Community, and should not be defaced or removed (until the event has taken place, or by sponsoring organizations).

Chalking
Organizations may receive permission to chalk at events from the Office of Student Activities. Requests must be made at least 5 days prior to the chalking.   The sponsoring organization is also responsible for removing anything which could be considered generally offensive.  The chalk must be removed after the event, at which time the sponsoring organization will be responsible for cleaning.  ONLY sidewalks may be chalked; there will be no chalking on building, stairs, the seal, etc.  Punishment for violating any of the set standards will be held to the discretion of the administration.



Other Venues
Registered organizations may, from time to time, wish to develop more distinctive means of communications, and these are not discouraged particularly for very special events.  However, these must be discussed with the Office of Student Activities and approved in advance.   These may include the catwalks in the McCombs Campus Center, or space in the Mabee Commons.  In addition, the VP/Fiscal Affairs may need to clarify materials approved for use and/or clean-up.  Generally, seven days is adequate; for very elaborate or unusual plans, more time might be required to allow adequate input from affected building coordinators, housekeeping staff, and physical plant employees.

All postings in commons spaces of the University, including the sidewalks, must be approved by the Office of Student Activities.  The intent is not to censor, but rather to ensure that registered Southwestern University organizations violating these procedures may be subject to loss of privileges, sanctions, and/or other charges for damages.

