Guidelines for Student Organization Conferences
A registered student organization wishing to host a conference on the Southwestern University campus must follow the guidelines below.  Please contact the Office of Student Activities at x1345 for more information.  

1. A representative of the organization should schedule a meeting with a member of the Student Activities staff 3-6 months before planning of the event begins.  Events with fewer than 100 attendees can work directly with the Office of Student Activities to secure approval.  Events with 100 attendees or more will require additional approval by the Vice President of Student Life.  
2. The host organization’s student contact and advisor may be required to complete and submit a Risk Management Plan for approval no later than three months prior to the event start date. 
3. The current organization advisor or an approved staff or faculty substitute may be required to be present during the entire event.  
4. No conference attendees are permitted to stay in University residence halls at any point during the conference.

5. Reservations for University facility space and/or campus services may not be secured until the event has official approval from the Office of Student Activities.

6. Reservation or acknowledgment of facility scheduling is not "event" approval.  Events requiring "approval" must be processed through the appropriate campus offices. At any point, should a facility coordinator discover that the event needs outweigh our on-campus resources, the event will be canceled.
7. All organizations should consider the impact of their event on the campus community.  Any events that may cause disruption to students, faculty or staff will not be approved. 
8. The host organization is responsible for all charges associated with their event.  These costs may include, but are not limited to, food service and support, equipment rental, additional staff support, facility fees and event insurance. 
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