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At Northern Illinois University there are over 200 student organizations that are registered with 

the Student Association, located in the Campus Life Building, CLB 180.  These groups are classified by 

the following categories: academic, campus ministry, councils, fraternity and sororities, honor societies, 

international, political, professional, religious, service oriented, special interest, and finally sports.   
 

Creating Your Own Student Organization 

 If you are unable to find a student organization that fits your particular interests, or you have a 

great idea for a new and unique organization, then you have the option to start your own organization.  

There are specific guidelines to be followed in order for your new organization to become official. 

 The Student Involvement and Leadership Development department defines a student 

organization as a group with three or more currently registered students and a faculty or staff advisor 

with common interest and goals who form an association, bound by a written Constitution and By-

Laws, in order to enhance their personal and/or academic experience through group effort. 

 

Steps To Becoming a Student Organization 

Tip:Tip:Tip:Tip: Before you begin, ask yourself, “How does my proposed student organization differ from what is              

already offered on the NIU campus?” 

 The NIU Student Association does not recognize or support student organizations that double or 

duplicate the efforts of currently existing organizations. 

1. Obtain a “Recognition Packet” from the Student Association website. http://www.sa.niu.edu/ 
Located under the Documents tab, scroll down to organizational forms.  There you should be 
able to locate the “Recognition Packet”. 

 

2. Read the entire “Recognition Packet” meticulously.  This packet details the process for 
becoming a registered organization as well as listing the privileges that accompanies 
organizations that have registered with the Student Association.  Follow the instructions inside 
the “Recognition Packet” and submit it to the Student Association office.   

 
3. Upon your submission of the “Recognition Packet” the President and/or Vice-President of your 

new student organization must schedule a meeting with the Vice-President of the Student 
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Association.  You can contact the Student Association office at 815-753-0486 in order to 
schedule an appointment.     
 

Requesting Full Recognition from the Senate 

 After receiving temporary recognition from the Vice-President of the Student Association, the 

organization must come before the Northern Illinois University Senate, at a scheduled appointment 

made with the Speaker of the Senate (815-753-0486).  The purpose is to relate to the forty-member 

panel information on the purpose of your organization and its future goals.  Be sure to be on time for 

your meeting and dress accordingly (formal business attire)!  The Senate always meets on Sundays 

at 6pm on the top floor of the HSC hotel tower. 
 

Student Association Recognition Procedure Checklist 

• Fill out the following forms included in the “Recognition Packet”.   
 

o Officer Forms 
o Advisor Agreement 
o Application for Recognition 
o Mailbox Request (Optional) 
 

• Create a constitution and return it with the above paperwork. 

• Obtain the signatures of all officers and advisors, where appropriate. 

• Make two copies of the completed forms.  Keep one copy for your records and submit the other 
to the Student Association office CLB 180. 
 

• The information is routed to the Student Involvement and Leadership Development department. 

• The President of your organization will be contacted and asked to appear before the Student 
Association Senate.  At this time, Senators will have the opportunity to ask questions about your 
organization regarding funding, membership, objectives, etc, and make suggestions for your 
organization’s constitution.  After a brief period of questioning, the Senate will vote on whether 
or not to officially grant your organization’s request for recognition. 
 

• In the following week, the organization’s advisor or president will be notified of the result of the 
action taken with the organization’s request for recognition.  The organization members may also 
contact the Vice-President of the Student Association to find out the status of their organization. 
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Responsibilities & Requirements 

Constitution, Mission Statement & Bylaws 
Submit a document stating the organization’s name, purpose(s), requirements for membership, method 
of office selection and impeachment proceedings, and a non-discrimination clause.  All documents 
must be kept up-to-date.  If an organization is affiliated with a national organization, then the national 
organization mission statement and bylaws must be submitted as well.  If you need help creating a 
constitution, please contact the Student Association Vice-President 815-753-0486. 
 
 
 Advisor 
All organizations must have an advisor.  If the Advisor leaves or becomes ineligible to hold his/her 
position, the organization must report this to the Student Association immediately, along with updated 
information about the new advisor.  An advisor is mandatory. 
 
 
Changes in Officers 
Any changes in officers must be reported to the Student Association within 14 days of the change by 
submitting a completed officer form.  Failure to do so will result in suspension.  An Officer Form can be 
obtained in the Student Association Office in CLB Suite 180 or on the SA website. 
 
 
Updating Information 
An officer form must be filled out at the beginning of every school year and any time during the year 
that there is a change in contact information or positions held.  A mailbox request form must be filled 
out in order to be assigned a mailbox.  Updating information is very important because when the Student 
Association requests mandatory attendance at events or meetings, it is necessary that the above 
mentioned forms contain the correct information.  Failure to update officer forms will result in 
suspension. 
 

 
Changes in Organization’s Name 
Any modification or changes of any kind to an organization’s name will result in the organization 
needing to comprehensively re-apply for recognition.   
 
 
Greek Organizations Requesting Recognition 
Any social Greek organization requesting recognition from the Student Association must first obtain 
approval from an appropriate Greek Council. 
 
 
New Member Education Program (Greek Organizations) 
A copy of your new member education program, or the pre-requisites your organization requires 
potential members to fulfill, must be submitted with the recognition material. 
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Meetings 
• Organizational Assemblies 

A representative of each organization must attend two organizational assemblies per semester.  For 
your convenience, the Student Association Vice-President will schedule two identical meetings for 
each assembly.  If a representative from your organization cannot attend either meeting, you must 
contact the Student Association Vice-President prior to the meeting.  Failure to attend these 
meetings will result in suspension of recognition. 

• Treasurer Workshops 
All treasurers of organizations that are currently SA funded or who wish to be funded must attend this 
annual mandatory workshop, held the 1st week in September.  For your convenience, the SA 
Treasurer will schedule several identical workshops.  Failure to attend will result in frozen 
accounts, and the organization will not be allowed to submit a budget request in October. 
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Organization Constitutions 

 

 

MODEL CONSTITUTION or BYLAWS 

 
This model is intended to assist you and your organization in writing or revising our governing 
document.  There are many, many ways to structure an organization and you are free to tailor yours to 
the needs of your group.  However, the items in bold print are required by the policy governing 
University recognition.  Otherwise, this model serves as a good starting point for your constitution.  
For further assistance with a constitution, please see a staff member in the Student Association’s Office. 
 

CONSTITUTION (or BYLAWS) OF… 

 
Date 

 
Article I – Name 

The name of this organization shall be ______________, hereinafter referred to as ________________. 
(Include in this section any national or regional affiliations). 
 
Article II – Purpose 

The purpose of this organization shall be… 
(Include a clear and concise statement of the purpose and goals of the group.) 
 
Article III – Membership 

A. Qualifications of Members 
 
1. (Include in this section the criteria for membership and how membership is decided, if any.  This 

might include GPA, class level, major, etc.  The criteria may not discriminate on the basis of race, 
religion, national origin, age, gender, marital status, color, veteran status, or disability.  Social 
organizations may be exempt from gender discrimination requirements, see the Student 
Association’s Office for further information.) 

 
2. Voting privileges shall be granted only to regularly enrolled, Northern Illinois University, 

students. 

(Include any other requirements you wish such as meeting attendance, participation in activities, paying 
dues, etc.  You may wish to include eligible non-students as associate members, who may attend 
meetings, make motions, and participate in discussions and activities.) 
3. The responsibilities of all members shall include… 
 
(Include here all the requirements for maintaining membership.) 
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B. Assessments and Dues 

(Include here any and all dues or fees charged to members, associate members, new members, etc.  
Instead of setting the dues level, you may wish to stipulate how the assessment is established by the 
membership.) 
 
C. Membership may be terminated… 

 
Article IV – Officers and Committees 

 
A. Criteria 

1. All officers must be regularly enrolled students in good standing at Northern Illinois University. 

(Other qualifications for holding office may include length of membership, class standing, etc.) 
B. Election and Removal 

(Include when and by whom the officers are elected, e.g., “Officers shall be elected by a simple majority 
vote of the members present at the first meeting of the spring semester.”  Be sure to specify how many 
members need to be present to constitute a quorum.  Additionally, you must specify the procedure for 
removal of officers which is usually a 2/3 majority vote of the total voting membership.  Finally, you 
need to specify how offices are filled if there is a vacancy, e.g., by appointment or special election.) 
C. Duties and Responsibilities 

(Include the title of each office and a brief delineation of duties.)  For example: 
1. The Chair (President) shall preside at all meetings of the club, represent the club to the University 

and others, and shall convene the executive committee at least monthly when school is in session. 
 

2. The Vice President shall assume the duties of the President in his/her absence and serve as a member 
of all sub-committees… 
 

3. The Secretary/Treasurer shall keep all records of official business and financial transactions... 
 
D. Committees 

 
(Include all standing (ongoing) committees as well as provisions for the appointment of special projects, 
ad hoc committees, etc.) For example: 
 
1. The executive committee shall be comprised of the elected officers of the organization and shall 

meet to finalize agenda items, prepare informational reports, and collaborate on the business of the 
organization. 

 
2. The program committee shall… 
 
3. The _________ committee shall… 
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4. The President may appoint others to committees as needs arise. 

Article V – Meetings 

(Include the frequency of meetings, how the membership is notified, how special meetings are called, 
and how committee meetings are scheduled.) 
 
Article VI – Decision Making Process 

(You must include a delineation of the process for decision making.  This must include how many 
members must be present to conduct business (quorum), the number of votes within the quorum to make 
decisions, how decisions about the expenditure of funds are made (if different), and any exceptions to 
this rule.) For example: 
A. The process for general decision making (including the expenditure of funds) shall be a simple 

majority of a quorum unless otherwise specified in this constitution.  A quorum shall constitute a 
minimum of 40% of the membership in attendance at a scheduled meeting. 

B. The executive committee may, with a majority vote, authorize expenditures of up to $______ for 
routine operational expenses. 

 
Article VII – Advisor 

 
A.  Faculty or staff advisor shall be selected and removed by… (You must include a method for 

selecting and removing your faculty/staff advisor.  It may be a vote of the membership, the executive 
committee, or any other method you choose.  Check with Student Involvement & Leadership 
Development to make sure your advisor isn’t specifically tied to a professional position on campus) 

 
Article VIII – Amendment Process 

 
This constitution may be amended by a ______ (usually 2/3) vote of the total membership… (Include 

how amendments are introduced to the membership.) 
 
Article IX – Disbursal of Assets 

 
(You must make a provision for the disbursal of assets should the club cease to exist. This process must 

allow for such disbursal by offices or officials outside the organization and designate a benefactor.) 
For example: 

 
A. Should the club disband, the executive board shall disburse the assets to _________.  Should no 

officers be available, the Director of the Student activities Office (or an appropriate university 
official) shall be authorized to make the disbursal. 
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You must receive a receipt when your organization turns in a budget request. 

(**Note** The office manager or S.A. Treasurer will issue Now that you have learned how to start an 
organization, and how to properly become recognized by the university, you can move forward to 
learning how organizations become funded. There are certain criteria an organization has to meet, 
processes to follow, and deadlines to meet. There are also certain forms that organizations will use to 
properly pay for expenses that are incurred throughout the year. This guide should help you every step 
of the way. If you have any questions you can always refer to the Student Association website, 
http://www.sa.niu.edu/.  
 
 
Who is Eligible For Funding? 
 
 

• No religious organizations will be SA funded. 
 

• No organizations that are affiliated with political parties or that engage solely in the backing of 
political causes or candidates will be SA funded. 
 

• No individual social fraternity or sorority will be considered for SA funding. 
 

• No organization whose members are receiving academic credit for participation in the 
organization’s activities will be SA funded.  
 

• No pre-professional development organizations will be SA funded. 
 

• No organization with restrictive membership will be funded. Including but not limited to G.P.A. 
or certain declared majors.  Anything that is not open to all NIU students in good standing will 
be considered to have restrictive membership. 

 
 

If your organization meets these criteria, you have met the basic requirements to become funded by 
the Student Association. 
 
An organization must be recognized by the S.A. for 2 full years from the initial date of 
recognition before receiving SA funding.  Once this requirement is met the organization can 
receive an allocation amount no more than $400 for the first 2 years (meaning $400 for the first 
year and $400 for the second year). Once the organization has been funded for at least two years, 
they may receive a larger allocation amount if approved by the finance committee and senate. 
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Budget Rules 
 
All budget requests must be properly submitted.  Any organization that fails to submit a budget request 
by the deadline without justifiable cause presented to, and accepted by, the Finance Committee will not 
be funded for the following fiscal year.   
 
Budget requests that are vague, incomplete, or improper shall be returned to the organization submitting 
the request and that organization shall not be considered for an allocation unless the request is properly 
prepared and resubmitted before the deadline to turn in budget requests.  Failure to comply with this 
provision will result in your budget request being denied. 
 
At least one organizational representative who helped to prepare the budget request should be present at 
the organization’s presentation to the Finance Committee.  If an organization fails to have a 
representative present, the Finance Committee will proceed to act on the budget request without the 
organization being represented. Student organizations that violate this budget guide will have their 
S.A. accounts frozen until the matter is resolved. 

 
Each organization must have an advisor. The advisor must be a full-time regular faculty or staff 
university employee. The role of the advisor is to oversee the organization and make sure it is doing 
whatever is in the best interest of the organization and to assist the organization in fulfilling and obeying 
all applicable SA and NIU policies.  Organizations may have more than one advisor, however they may 
have only one primary advisor who must be registered and approved by the SA. 
 
**Any advisor changes must be reported to the Student Association within 14 days of the change by 
submitting an updated Officer Form.  An Officer Form can be obtained from the SA website.** 
 

Preparing Your Annual Budget 

 
Budgets are due on the 2nd Monday of October between the hours of 8:00am and 3:30pm in 
Campus Life Building 180, the Student Association Office. (5% penalty taken off the actual allocation 
for late entries at the discretion of the current elected Treasurer). 

 
Turn your budget request in to one of the following: 

a.       S.A. Treasurer       
b.       S.A. Office Manager 

You will receive receipt for turning in your budget request. (The S.A. will also keep a copy for our 

records) 
 
Your organization must submit ONE original budget packet and additional copies of the original packet 
totaling a number at the discretion of the currently elected Treasurer.  The Treasurer will specify 
submission requirements at the annual budget workshop meeting.   Please do not put the packets into 
any folders, or binders. Staple each packet individually. 
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All questions must be answered (typed) and included with your budget request. 
TO BE ACCEPTED, ALL BUDGETS MUST BE PRODUCED USING MICROSOFT EXCEL! 

 

 
Inside the budget packet the organization must answer 26 questions that are geared towards educating 
the Finance Committee about the organization. Try to answer these questions to the best of your ability. 
If you are having trouble understanding the questions, you can always refer to the Treasurer’s Budget 
Power Point Presentation, which is located on the S.A. website. You may also contact the current 
treasurer or S.A. Accountant. Examples of these questions are also located in the power point.  
 

PREPARING YOUR ACTUAL BUDGET REQUEST:  THE FORMS 

 

All necessary forms may be found on the S.A.’s website. If you are having trouble accessing forms 
please contact the S.A. office at (815) 753-0486. 
 

Your budget packet must contain a Cover sheet with the organizations name in BOLD print with the 
text size no smaller than 12pt, and no larger than 24pt. Please make sure that the text is clearly legible. 
 

The Annual Budget Application. This form is to provide basic information about the organization, such 
as the name, size, and the location where your organization meets. The form also requires you to state 
weather your organization charges dues. You must list your President, Treasurer, and Advisors name, 
and current phone numbers. 
 
The Statement of Compliance Form. This is a form stating that the parties that are listed (President, 
Treasurer, and Advisor), agree upon all the information that is submitted, and the information is true. 
This form must be notarized by a Notary of The Public. There are several locations on campus where 
you may get this document notarized. Some locations are subject to change so make sure to ask the 
Treasurer or S.A. office manager for the locations. 
 
The Advisor Form is a form that contains information about your advisor. This information includes the 
department to which your advisor belongs to and current contact information. The advisor may also list 
the current goals they have for the organization. 
 
The Preparation Form requires you to list the individuals who helped prepare the budget packet. 
 
The Checklist is a simple form that outlines all the required forms in the proper order. This form is very 
helpful and must be included in the budget packet.  
 
**NOTE**  

The President, Vice President, Treasurer, must also fill out a similar form. 
 
Any budget packet that is missing any of the required materials will not be accepted. Please double 
check all copies before submitting it to the S.A. 
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Policies to be aware of 

 
University Audit Policy 

All Student Association funded organizations will be required to keep an updated general ledger (keep 
track of how much was allocated, how much spent, and how much is available). Keeping a general 
ledger will provide information if any discrepancies arise. The organization’s records should match the 
NIU Financial Reports for that organization.  
The S.A. has the right to audit all general ledgers based upon problems, complaints or general inquiries. 
Any discrepancies should be immediately reported to the, S.A. Accountant. Your organization will be 
responsible for any and all over-expenditures.  

 

Conference Policy 

When groups go to competitions/performances, they go with the intent to represent the university along 
with the student body.  Funds for travel may be allocated when members of the organization submit the 
proper paperwork in a timely fashion.  SA funding may not be used for overseas travel.  Organizations 
that request to attend a conference when preparing their budget must include the following items and 
guidelines, prior to requesting reimbursements for the conference. 

• Submit copies of the brochure or detailed literature which contains a full description of the 
conference along with the dates, times and cost of the entire trip, including: lodging, registration 
fees, travel costs, and meal costs that might be incurred.  Your organization must also have 17 
copies of a one-page letter explaining how your organization’s attendance at this conference will 
benefit your organization and the student body of NIU. 

 
Funding for Travel 

• To receive money for travel expenses prior to traveling a Travel Advance Form should be 
completed and submitted to the SA accountant.  As with any funded organization spending the 
expense must be included in the organization’s approved budget for that year. 
 

• Conference or retreat attendance must have been approved by the S.A. senate to be eligible for 
reimbursement. The reimbursement amount must be within the approved budgeted amount.  

 
• Keep an official detailed record, and receipts, of all expenses made.  This should include a list of 

names of attendees when people are together for meals, for example, or to attend various events 
for which you are expecting reimbursement.    

 
• Complete an NIU travel voucher immediately after returning from the conference. available at 

http://www.finfacil.niu.edu/accounting/accountingoffice.htm 
 

Promotional Items 

Sometimes organizations would like items to represent there organization at certain events. Customized 
promotional items such as, jackets, shirts, t-shirts (uniform shirts), cups, key rings, etc. must have the 
approval from the S.A. Treasurer prior to purchasing the items. If approval is not granted prior to the 
purchase of these items, organizations may not be reimbursed. 
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Equipment Policy 

Certain organizations may have equipment. If equipment is purchased using student activity fees, the 
organization is responsible for the item(s), but the item(s) are owned by Northern Illinois University. 
Equipment purchased with student activity fees may only be loaned to another recognized organization. 
The receiving organization will be liable for any repairs and/ or replacement in the event the equipment 
is damaged or lost while on loan. All such loans must be made using a written agreement between both 
organizations.   
 
For our procurement purposes, equipment is defined as a durable commodity that lasts 2 years or more 
and cost over $100.  All equipment must be purchased using a Purchase Order Requisition (budget 
line 880), processed by the NIU Accounting Department and the NIU Procurement Services 
Department.  For example in the past, several organizations have purchased banners that cost over $100 
and are expected to last longer than 2 years.  Such banners should be purchased using the PO 
Requisition form.   
 
Contract Policy 

Organizations are allowed to put on different events such as concerts, comedy shows, dance shows etc. 
Students may not solely enter into or agree to any contracts for speakers, speaker’s agency, 
entertainment groups, etc. All contracts must be signed by the Director of Student Involvement & 
Leadership Development. (SILD). 
 
Only an authorized University Official can enter into a contract.  If proper approval was not granted for 
a speaker, speaker’s agency, entertainment groups, etc., the organization and its officers can be held 
personally liable for the contract fees.  All contracts must be approved through NIU’s Legal Council. 
 
Contracts must be attached to a completed Purchase Order Requisition and submitted to the SA 
Accountant for processing. (Account #680050) The Procurement Services department will forward 
contract documents to Legal Council for their review and approval as part of the Procurement Services 
process.  
 
It is VERY IMPORTANT that organizations adhere to all Student Association and university rules. An 
organization could lose funding and/or recognition for not following these rules. 
 
 

Funding Sources 
 
There are several ways an organization may receive funding. Below you will find a list of funding 
sources that would be useful to your organization. Make sure you read this information carefully. There 
are certain qualifications that have to be met in order for your organization to receive certain funding. 
 
Allocated Funding 

This is the funding that organizations would receive when they go through the budgeting process. 
Organizations are given the opportunity to present there requests to the S.A. finance committee. Once 
the Finance Committee reviews the request, they will send a recommendation to the S.A. Senate. The 
senate then approves or rejects the request. If the request is approved, the organization will be notified of 
there allocation for the next fiscal year. If the request is rejected, the senate will send it back to the 
finance committee for further review. 
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Supplemental Funding 

Supplemental Funding is used for emergency instances for a one-time expenditure, where lack of the 
particular service or equipment could cause the organization immeasurable harm. Supplemental funding 
can also be used for unique, unexpected instances that may occur. For example if an organization wins 
a bid to host a conference at NIU and it was unexpected, or not budgeted for this would be a  plausible 
reason to request supplemental funding. This funding is not to be used for additional support for regular 
programs, such as concerts, speakers and films.  Organizations are required to fill out a Supplemental 
Funding Request form. After the form is filled out, the organization will then present its request to the 
Finance Committee.  Supplemental Funding is awarded only if approved by the Senate.  Applications 
are available on the S.A. website and in the S.A. Office (CLB 180). 
 
Fundraising 

Fundraising is a wonderful source for organizations to raise money. Coming up with fundraising ideas 
and facilitating fundraisers could help build organizational skills, and help promote teamwork. 
Fundraisers could be in the form of parties, tournaments bake sales, candy sales etc. There are certain 
guidelines organizations have to follow when conducting a fundraiser. They are as followed: 
 

� The organization shall be responsible for depositing the money into their cost center on the next 
working business day.  

 
� Any organizations wishing to sponsor an event that will require a charge needs to gain approval 

from the S.A. Treasurer. 
 

� All generated income shall be considered activity fee money, if the organization is funded 
wholly or in part by the S.A and deposited in the organization’s cost center. 

 
� This includes all generated income in excess of that which appears in the budget.  

 
� Raffles, fundraisers, parties, social events, dues, or any event where individuals are charged can 

be a source of income. 
 

Rollover Request 

If a positive balance is left over at the end of the fiscal year, organizations have an opportunity to request 
for the money to be “rolled over” to the next fiscal year. There are two separate instances where rollover 
can occur. 
 

1. If the organization has a positive balance in their cost center at the end of the fiscal year that was 
from generated income (fundraiser, etc.) then the balance will automatically be rolled over into 
the next fiscal year. 

 
2. If the organization has a positive balance at the end of the fiscal year that was from their initial 

allocation, then a form has to be filled out stating why the organization wants the rollover. In this 
instance rollover is usually granted if the organization is likely to have a deficit, or has 
outstanding bills that need to be paid. If the request is denied the money will go back into the 
general reserve. 
 

**NOTE** It is very important that your organization practices fiscal responsibility. Having a 

positive balance is not always a good thing, and having a deficit is very bad. It is best that the 

organization plans well and try to end up as “close to zero as possible. 
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Campus Security Fund 

The Campus Security Fund was established to help alleviate some of the high cost for security that 
organizations would use at certain events. The larger the events are the more security is required. 
 
To receive security funding the organizations budget must be $3000 or greater. Greek letter 
organizations are allowed to receive this funding. All other initial funding qualifications still apply. 
 
Students may pick up the application in the S.A. Office, or off of the S.A. website. All the proper paper 
work must be filled out and signed by the proper officials. If the application is not complete, the 
application will be rejected.  Once the completed application is received it will go under review by the 
Campus Security Fund committee. This committee is formed from executive staff members of the S.A. 
Some qualities the committee looks for are co-sponsorship, diversity of the program, expected 
attendance, prior organization history. Once approved the security payment will be handled by the S.A. 
 
Spending Forms 
 
Check Request 

� Available on the Accounting Website 
http://www.finfacil.niu.edu/Accounting/AccountingOffice.htm 

– There is an instruction tab included with any of the payment request forms 
– Allow for at least 2 weeks lead time 

� Required Documents: 
– If payment is to a vendor, an invoice that bills NIU is required 
– If Payment is for a food purchase or catered food then the travel & food form is required.  
– If for reimbursement, a detailed receipt is required along with proof of payment. 

Honorarium Request 

� Process Honorariums using the Check Request Form with a completed W-9 and an Independent 
Contractor Certified Work Statement. 

 
 
 
Purchase Order Requisition 

� Available  on the Accounting Website 
– Allow for 4 – 6 weeks lead time 

� Required when: 
– Ordering goods, or have a contract. 
– Purchasing equipment over $100. 
– Reimbursement is over $1,000 to an individual. 
– Contractual Services cost is greater then $1,000. 

� Once an invoice comes in for an already approved purchase order, forward the invoice to the SA 
Accountant. 

Travel Voucher  

� Available  on the Accounting Website 
� Required Documents: 

– Detail receipts for all meals, lodging, and auto expense during the travel period. 
– Food/Travel Form 
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�  Key Points to Remember: 
– Multiple trips may be combined on one travel voucher.  However, each arrival 

destination involving airfare or lodging should be on a separate line of the voucher.  
– Insurance on car rentals will not be reimbursed. 
– A per diem allowance is allowed only when the travel period includes overnight lodging 

or is 18 hours or more.  The per diem allowance for travel on official business consists of 
the following elements and may be authorized and approved within the following 
maximums (Business Procedure Manual 4-30) :  

- Within the State of Illinois, $28.00; Outside the State of Illinois, $32.00 to cover the following:  
• The cost of meals  
• Gratuities related to food  
• Room service and other hotel meal/refreshment services. 
• Receipts do not need to be submitted to support this allowance. 

 

Other Useful Info and Tips 
 
When an SA recognized but not funded group wants to use NIU facilities for an event, rent a room at 
HSC for example, the organization must have a “customer number” assigned by Accounts Receivable. 
To get one, any 2 officers must go to the A/R Office in Swen Parson, present picture ID’s, and sign an 
agreement to pay bills if the organization defaults in bill payment. The customer number is what is used 
to bill you for costs incurred on campus. 
 
Unpaid Bills 

A bill incurred by an organization should be settled no more than 30 days after the event or after receipt 
of the bill. If an organization does not pay their bills on time the following must occur: 
 

� If the bill has not been paid and the Student Association is contacted or is aware that a bill exists, 
the organization must submit a written explanation to the SA Treasurer of why the bill was not 
paid. 

 
� If the bill remains unpaid even after contact, the organization’s account(s) will be unavailable to 

the organization and the organization will be suspended until the bill is settled.  
 

� If another account established by the organization outside of the University has been setup then 
the organization will be required to pay the money owed using funds from that account first. 

 
� If there is only one existing account, which would be an organization’s allocation, then the funds 

will be removed and the bill will be paid.   
� If funds are not sufficient in your current SA cost center to settle the bill, other sources of 

funding must be found. 
  

The remaining funds, if any, will be frozen and the organization will be suspended until the next set 
of officers are elected and the money is repaid. 
 
� If the organization is in deficit at the end of the year, that deficit amount will be subtracted from 

the next SA allocation granted the organization. 
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� An organization being suspended means the following:  
– There shall be no events conducted by your organization except for business meetings.  
– You are restricted from co-sponsorship, receiving supplemental funding, parties, 

entertainment of any kind, socials, social events, programs.  
– No organizational events will take place until the funds have been raised from outside 

sources and the bill is paid in full.  
 

� All individuals or organizations who owe money to the university for over 120 days will be 

placed on the HOT LIST and held liable for all expenses or debts incurred. 

 

� All individuals that are placed on the hot List will be restricted from holding, Co-sponsoring, 

and hosting any event. 

 
When constructing your budget, be sure to involve all officers, and the advisor. It is always helpful 
to ensure that everyone is on the same page. If at any point during your budgeting process you have 
questions, be sure to ask. It is better to be safe than to end up sorry. 
 
Always make sure that the proper forms are filled out completely. Improper forms or incomplete 
forms will cause a delay, and make it difficult for bills to get paid etc. 
 
Keep all receipts for purchases that your organization makes. If there are no receipts given when 
required, your organization can not be reimbursed. 
 
When presenting to the Finance Committee in any instance, it is helpful to bring in visual aids, such 
as flyers posters, brochures, and pamphlets to display to the committee what type of programming 
your organization offers etc. 
 

DOCUMENT, DOCUMENT, DOCUMENT!!!!!! 

Always be sure to make copies of any forms you fill out with signatures and dates to keep for your own 
records. This is helpful to the S.A. and your organization. Staying organized makes everything a lot 
easier. 
Contact Information 

 

S.A. Treasurer- (815) 753-0486 Office 

Office: CLB 180H 

 

S.A. Accountant - (815) 753-5204 Office 

Office: CLB 190 
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Making Reservations 

 
Hallway Tables: 
Interested in distributing information or raising money for your organization?  To reserve a table and 2 
chairs in Cole, DuSable, or Wirtz hallways:  
 

1. Complete a Hallway Requisition Form  - SILD Office, CLB 150 / 753-1421 (see attached).  
Forms are also at http://www.niu.edu/studentinvolvement/forms/index.shtml.   

2. Get your advisors signature on the form and return it to CLB 150. This is a request only.   
3. If the space is available, you will be notified to return and sign the contract when it is ready.  
 
NOTE:  

~Each request must be turned in at least 5 working days from date submitted. 
~Nothing is confirmed until the Advisor’s signature is on the request form and returned. 
~ See attached form for more details. 

 
Rooms:  
Have a meeting, practice, guest speaker, etc?  Reserve a room in Cole, DuSable, Faraday, McMurray, 
Reavis or Wirtz during the following times: 
 
 Mon – Thurs…………………………………….8:45 pm – 11:00pm 
 Fridays…………………………………………..6:00 pm – 11:00 pm 
 Weekends, holidays and in between semesters…7:00 am – 11:00 pm 
 
Here’s how…. 

1. Complete a Request for Room Reservations Form - SILD Office, CLB 150 / 753-1421 (see 
attached).  Forms are also at http://www.niu.edu/studentinvolvement/forms/index.shtml.  

2. Return form to CLB 150. 
3. If the space is available, you will be notified to return and sign the contract when it is ready.  

 
NOTE:  
~ Room requests must be made at least 5 working days prior to the date of event. 
~Auditorium requests must be made at least 10 working days prior to the date of event. 
~ Please be aware that certain rooms requested require your organizations cost center number 
or account number.  Please have this ready when turning in your room reservations. 

~ See attached form for more details. 
 

Smart Classrooms: 

Smart classrooms have audiovisual equipment available for student organizations use.  You may request 
use of a smart classroom by doing the following: 

1. Complete a Request for Room Reservations Form, indicating the request for usage of audiovisual 
equipment.  Forms can be obtained in SILD Office, CLB 150 / 753-1421 (see attached) or at 
http://www.niu.edu/studentinvolvement/forms/index.shtml.  

2. If your organization is SA funded, include the Cost Center number on the form. 
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3. If your organization is not SA funded, you must bring a copy of your organization’s Accounts 
Receivable letter, from Student Accounts Receivable.  

4. A student organization’s advisor must submit a written request to the Director of Student 
Involvement and Leadership Development for use of the smart classroom.  The advisor, or 
advisor’s designee (who may be a student member of the student organization) must assume 
responsibility for the appearance of the room after its use and for the security of the technology 
in the room, including locking up the room for the evening when the meeting is completed. 

5. Your organization is responsible for damaged or stolen equipment in the smart classroom. 
 

NOTE:  
~ Smart Room requests must be made at least 5 working days prior to the date of event. 

    ~Auditorium requests must be made at least 10 working days prior to the date of event. 
    ~ Use of Smart Classroom must end on or before 11:00 pm. 

 

Outdoor Facilities:  
MLK Commons, East and West Lagoon and Central Park can be reserved for your events too.  Follow 
these steps: 

1. Pick up a  Request for Outdoor Facilities Form - SILD Office, CLB 150 / 753-1422 (see 
attached) or from http://www.niu.edu/studentinvolvement/forms/index.shtml.  

2. Get your advisors signature on the form and return it to CLB 150. 
3. If the space is available, you will be notified to return and sign the contract when it is ready.  

NOTE:  
~ Outside Facilities requests are taken from April 1 – October 31 only. 
~ Requests must be made at least 3 weeks prior to the date of event. 
~ Amplified music on the MLK Mall is permitted from Noon to 1:00 pm only and at Central Park 

and Lagoons until dusk.   
~ Please be aware that certain events and use of NIU facilities require your group’s cost center 
number or account number.  Please have this ready when turning in your outdoor 
reservations. 

~ See attached form for more details. 
 

Tables in MLK Commons: 

You can arrange for tables and chairs to be reserved for limited use in the MLK Commons outside 
Holmes Student Center during the months of April through October.  No more than two 
organizations may use tables and chairs in the Commons on any one day.  Each group will be 
allowed 2 tables for the activity. 
 
To arrange for tables in MLK Commons, complete an Outdoor use Request Form in CLB 150 / 
SILD Office, including the request for tables.  The Reservationist will inform HSC General Office of 
your request.  All requests must be submitted at least ten business days prior to the date requested.   
 
The day of the activity, a member of the organization will contact HSC General Office and request 
the personnel to call the foreman of Building Services and inform them that the group has arrived to 
obtain the number of tables and chairs requested on the contract.  The equipment will then be 
returned to the same location after the event ends.  Building Services personnel will note the time 
and the condition of the equipment when the group takes and returns items. 
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Use of tables by one or two organizations/departments does not preclude the orderly 
exercise of free speech by other groups or individuals in the Commons area.  Tables 
may not interfere with the entrance and egress to the Holmes Student Center. 
 
Each organization is responsible for payment for any damage to the tables or chairs or  
failure to return said property.  The replacement costs could be in the excess of $100. 
 

Common Reservation Questions 

 
 Q. What about reserving rooms at Holmes Student Center? 
 A. Contact Holmes Student Center General Office (753-1744) for more information. 
 
 Q. Can we reserve ANY room on campus? 
A.  All buildings with available rooms for student use are listed on the Request for 
 Room Reservation Form, (see attached). The Reservationist will try to 
 accommodate your request and/or suggest alternatives. 

 
 Q.  Can we reserve 2 tables in DuSable, (or Wirtz or Cole)? 
 A.  No, but you can reserve 2 as long as they are not in the same building at the same time. 
 
 Q. Where do we get our cost center number or account number? 

       A.  From the Cost Center Listing, the Account Number Listing on the Accounting website,      
or from the SA Accountant. 

 
 Q.  Can we use Campus Life Building Room 100? 
A.  Before requesting use of this room, you must check with Holmes Student Center General 

Office for space.  If nothing is available in HSC, then you may request use of this room. 
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Hallway Requisition Form 
 
As these spaces are generally used for fundraising, we ask for an advisor’s signature on the  
initial request for the space.  The advisors have some fiscal guidance they provide to their 
organization(s), and this lets us know that the advisors are aware of this fundraiser, and the group 
is actually fundraising for their organization, not just individuals using an organization’s name to 
collect money. 
 
DuSable is the most requested – it has the most classrooms, the most “traffic”; therefore, it fills 
up quickly.  Students may ask the reservationist to check when the next available date is for 
DuSable if their requested date is already filled.  Sometimes this can be done while the person 
waits, other times it is necessary for them to drop off the form and the reservationist may need to 
get back to them to advise what spaces are available and when.  This latter instance delays their 
priority for space.  There may be other requests that came in ahead of theirs also, which would be 
a prior request.  This is one of the times it is important for the reservationist to have the form so 
she can date and time the receipt of their request to stay consistent with our “first-come” “first 
served” scheduling. 
 
Also, a policy was put into place that required credit card vendors to pay $150.00 per day that 
they are on campus (this is in addition to whatever amount they agree to pay the student 
organization doing credit card applications as a fundraiser).  They are not allowed to be on 
campus by themselves, the fundraising areas are for recognized student organizations and/or NIU 
departments.  Off-campus vendors do not just show up and start collecting money – they would 
be soliciting and that is not permitted 
 
See Policies for information on Preparation and Handling of Food, Raffle Ticket Policies and the On 

Campus Vendor Solicitation Policy. 
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Hallway Requisition Form 
Student Involvement and Leadership Development Campus Life Building, Room 150 

Organization  

Date(s) Needed (must be at least 5 working days from date submitted)  

Building Requested (DuSable, Wirtz, and/or Cole)  

Start Time  End Time  

Applicant’s Name  Applicant’s Phone (local preferred)  

Nature of Event (if selling items, specifically list them)  

 

Where items were purchased: 

Name  Address  

Reason for sale  

 
 
Advisor Signature  Phone  Date 

   

Student Involvement & Leadership Dev.  Signature  Date 

 
RULES AND REGULATIONS: 

1. Organizations are allowed to reserve a maximum of five days in any one week.  Only two tables may be 
reserved on any one day, but each table must be in a different building. 

2. No organization will be allowed to sell the same service or items as an organization already scheduled (for 
example, only one bake sale at a time in a hallway).  No organization can provide for free the same service or 
items as being sold by an organization in the same hallway. 

3. The person(s) staffing the table must be from the department or SA recognized organization listed above.  
Space may not be used to “front” an outside commercial vendor (commercial vendors cannot sell the 

product). 
4. Please make cancellations 48 hours in advance. 
5. Organizations CANNOT CHANGE SALE ITEMS without contacting our office. 
6. One table and two chairs will be provided.  For exceptions organizations must contact our office. 
7.    Any reference to alcohol (implied or specific) is not appropriate for fundraising sales. 
Failure to adhere to this policy may result in the loss of privileges and/or services. 
 
 
Applicant’s Signature  Date 
 
Please call 753-1421 if you wish to change the sale item(s). 

_____________________________________________________________________ 
Office Use Only 

 
Date Received___________________ Date Notified______________________ 
Time Received______________________ Time Notified______________________ 
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Request for Room Reservations 
Student Involvement and Leadership Development 

Campus Life Building, Room 150 

Organization  

Applicant’s Name  Applicant’s Phone (local preferred)  

Date(s) Requested  

Start Time  End Time  

Building Requested (Cole, DuSable, Faraday Hall, McMurray, Reavis, or Wirtz)  

Room Requested  

Purpose For Room  

Number of People Expected  

Equipment or Technical Services Needed   Yes   No 

Description of Equipment or Technical Services Needed  
 

Organization’s Account Number  
 
Student Involvement and Leadership Development schedules general purpose, and some smartroom, classrooms 
during the following times: 
 
Monday through Thursday ................................................ 8:45pm – 11:00pm 
Fridays .............................................................................. 6:00pm – 11:00pm 
Saturdays and Sundays ..................................................... 7:00am – 11:00pm 
 
If you need to schedule a room entirely outside of these hours, space availability may be very limited.  All 
requests during finals week need to be processed by Registration and Records for departments ONLY. 
 
Please be aware certain rooms requested require your group’s account number.  You will need 
to have this for Student Involvement and Leadership Development before requesting your room. 
 
Room requests must be made at least 5 working days prior to the date of event. 
Auditorium and smart room requests must be made at least 10 working days prior to the date of event.  The 
Student Involvement and Leadership Development Reservationist will go through these requests daily and 
confirm by phone. At that time arrangements will be made to pick up a written confirmation. 
 

***PLEASE NOTE:  THIS IS ONLY A REQUEST.*** 
Organizations are responsible for leaving rooms in their original set up before leaving their meetings. 

   
Applicant’s Signature  Date 
 
Smart rooms and smart room technology can be scheduled with an account number and memo 
from advisor stating his/her attendance at the meeting. 
 

Office Use Only 
 
Date Received______________________ Date Notified______________________ 
Time Received______________________ Time Notified______________________ 
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Guidelines for Use of General Purpose Smart Classrooms  

By Formal SA Recognized Student Organizations 
 

• SA recognized student organizations may request approval to use general purpose smart 
classrooms for meetings.  These classrooms may be considered for such use only during those 
periods of the year when classes are in session.  Only classrooms housed in those buildings that 
are in use during the session are available for consideration.  A list of classrooms that can be 
considered for this purpose has been developed by the Assist. Director for Registration and 
Scheduling and the Vice Provost for Resource Planning.  This listing of approved classrooms for 
use by SA recognized student organization’s meetings has been made available to Student 
Involvement and Leadership Development in Student Affairs. 
 

• A student organization’s advisor must submit a written request to the Director of  Student 
Involvement and Leadership Development in Student Affairs for use of the smart classroom in 
conjunction with the organization’s meeting(s) and this advisor or the advisor’s designee (who 
may be a student member of the student organization) must assume responsibility for the 
appearance of the room after its use and for the security of the technology in the room, including 
locking up the room for the evening when the meeting is completed.   

 
 The responsible individual must be indicated in the letter of request and the student 

organization’s cost center must also be provided. 
 
• If any smart classroom equipment is to be used, this must be indicated on the request.  The 

advisor to the organization or his/her designee must be one who is knowledgeable about and 
experienced in the operation of smart room technology equipment.  The organization’s advisor or 
designee is in charge of solving any immediate on-site uncertainties that might arise about use of 
the equipment. 
 

• The student organization must assume responsibility for replacing damaged or stolen equipment 
that occurs as a result of use of smart classrooms by student organizations.  This includes fiscal 
responsibility and that is why cost center information is required as part of the request.  The 
back- up responsibility for damage rests with the office of Student Involvement and Leadership 
Development, Student Affairs. 
 

• All information about the room, the student organization, the date and start/end times of the 
meeting, and the name of the responsible advisor and designee (when appropriate) must be 
provided in the letter of request.  Use of classrooms for such meetings must end on or before 
11:00 p.m.  SA recognized organizations may request all day use on weekend days, but to the 
extent that the same organization makes such a request across several weekends during the 
semester, the organization must recognize that they may be bumped out of the room on some of 
the dates initially approved, i.e., extended and advanced room reservations are only approved 
with the understanding that bumping is possible with advanced notice of such. 

 

 

 Frederick M. Schwantes, Vice Provost for Resource Planning, Div. of Academic & Student Affairs 3/05 
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Request for Outdoor Facilities 
 

These requests have the most inter-face with service providers, and the majority of those services coming 
through the work order desk.  Account numbers MUST BE INCLUDED with the outdoor requests whether 
services are requested or not.  If no services are provided, and no extraordinary clean-up is needed, there will not 
be a charge to the account.  Our office schedules ONLY THE SPACE and we do not charge for the use of the 
space.  We schedule the space so we don’t have multiple groups just showing up and using the space randomly 
and preventing organizations from showcasing actual events for their organizations.  We refer for services, and 
the service providers charge the account for services.  The organizations will have contact information to request 
services listed on their confirmations – the organizations need to make the contact to those providers as this office 
is not an authorized user of the account.   

This is also why we need signatures on the confirmation form before it is considered complete, as the 
organization’s representative and advisor have the authority to use the account – not our office.  Our office signs 
after all the information is in place, then we distribute copies to the departments and service providers affected by 
the request, and then the request is complete for the organization to pick up as their confirmation.  The service 
providers need their copy of the request before they can schedule the services as they need confirmation that our 
office has designated “this” group to have reserved the space.  If they get a request for services from anyone else, 
they know that other group does not have authority be in that space, and that it is reserved for someone else, or 
that the organization did not reserve the space in the first place and the service providers would have no 
verification that the group has authority to use the space. 
 
There are also two types of “accounts” assigned to the organizations.  Some of the groups have SA funding and 
others have only accounts receivable numbers.  There is additional paperwork/copies that the work order desk 
needs if an organization has only an accounts receivable number and NOT SA funding.  The reservationist needs 
a copy of the actual accounts receivable form, and an actual user (officer named on the form) to show an ID, and I 
can then verify to the work order desk that the organization’s account is valid, billing information is correct and 
verified by an authorized user, and an ID has been checked and that the group is not on the hotlist.  The accounts 
receivable desk will not process a payment request from the work order desk unless the work order desk has all 
this correct information.  If any of the information is different at the accounts receivable office, they will not ok 
payment, and they will not give correct information to the work order desk, that information has to come from the 
organization who are authorized users of the account.  So we have to be sure that the correct group has the correct 
account information.  The most efficient way to assure all the information is correct is having an actual copy of 
the accounts receivable form and getting it to the work order desk.   
 
Health, Welfare, Safety Concerns:  Additional Contacts: 
 
Scott Mooberry      Clair Williams 
Environmental Health & Safety    Risk Management 
815-753-3905      Legal Services 
       815-753-8382 
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REQUEST FOR OUTDOOR FACILITIES (April 1 through October 31 only) 

NIU Student Involvement & Leadership Development  
Campus Life Building, Room 150 

 
Location Requested 
(MLK Commons, East Lagoon, West Lagoon, 
Oderkirk Property, and/or West Central Park) 

 

Date of Event  

Setup Time  Tear Down Time  

Name of Organization  

Name of Applicant  Phone  

Name of Faculty Advisor  Phone  

University Account Number (required for department services)  

Purpose of Event  

 

 

 
Special equipment, services, or other 
requirements.  There may be charges for 
these services (check all that apply): 

 Electricity 
 Trash cans 
 Staging 
 Technical services 
 Other (specify) 

   
   

 
Are you planning on having a BONFIRE (a large fire built outdoors, as for signaling or in    celebration    )))) for 
this event?  Yes / No     
 

If so, you need to apply for an open burning permit from the City of DeKalb, 200 South 4th Street, two weeks 
prior to the event.  After city permission has been given, forward that approval to the office of Student 
Involvement and Leadership Development at least ten working days before the event. 
 
 

 
Applicant’s Signature  Date 
 
__________________________________________________   _____________________ 
Faculty Advisor Signature        Date 

Please read reverse side for procedures for reserving outdoor facilities. 
 

A copy of the Parks & Outdoor Recreational Facilities policy will be made  
available to you upon request. 

 
 

Office Use Only 
Date Received______________________    Date Notified______________________ 
Time Received_____________________    Time Notified______________________ 
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Northern Illinois University 

Student Involvement and Leadership Development 
 

PROCEDURES FOR STUDENT ORGANIZATIONS 
FOR OUTDOOR FACILITIES 

 
1. Submit a Request for Outdoor Facilities to the SILD Reservationist three (3) weeks prior to the date of 

the event.  RESERVATIONS FOR OUTDOOR FACILITIES ARE MADE FROM APRIL 1 
THROUGH OCTOBER 31 ONLY.  Permission will be given on a first-come, first-served basis with 
priority given to student group requests over faculty or community requests, if such requests are made 
simultaneously.   

 
2. Once a request is granted, the officers and faculty advisor (if required) must sign a Space Requisition 

Contract, which allows the appropriate university departments (i.e., Grounds, Security, Technical 
Services) to be notified of the event.  This form must be completed at least ten (10) working days before 
the event. 

 
5. Notification of the cancellation of an event must be made to Student Involvement and Leadership 

Development as soon as possible, but at least 24 hours before the event.  Cancellation for a weekend 
and/or Monday event should be made no later than Friday  
at 1:00 p.m. 

 
6. Any charges incurred in conjunction with the event (e.g., grounds, electricians) will be billed by the 

appropriate departments to the organization, regardless if the event is canceled. 
 
7. To facilitate enforcement of the university alcohol regulations, the organization shall: 
 

a. Announce the policy in all of its publicity campaigns. 
b. Announce the policy at regular intervals during the event. 
c. Post signs clarifying the policy on the grounds of the event. 
d. Clarify the policy to any persons in violation of the statutes at the event. 
e. Notify the University Police in case of any serious disturbances and violations of this 

policy 
 
8. The University Police will be notified of all scheduled public events and thus will be patrolling these 

areas on a regular basis.  In special circumstances, the Offices of Campus Recreation and/or Student 
Involvement and Leadership Development may require the continued presence of University Police and 
student security officers during the event.  Such charges, if any, for police services will be billed to the 
organization. 

 
FAILURE TO ADHERE TO THIS POLICY MAY RESULT IN 

THE LOSS OF PRIVILEGES AND/OR SERVICES 
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Holmes Student Center Student Event Rules 
 
• Student groups requesting the use of Holmes Student Center (HSC) large rooms must first 

establish their recognition through the Student Association and obtain their Accounts Receivable 
account number with the Accounts Receivable Department.  The student group then must 
complete the Room Request Form and obtain the appropriate signatures before the cancellation 
date – 3 weeks before the event is to be held.  Once a completed Request Form is returned to the 
General Office at the HSC, a contract will be prepared. 
 

• Student groups charging admission to an event will be charged a fee for the rental of the room 
being used.  All tickets must be sold at the CAB box office or across from the CAB box office 
located on the lower level near McDonald’s.  Wristbands may be required. 
 

• Any event in which the student group wishes to use amplified sound will be scheduled so as not 
to disturb other groups/clients hosting events in the HSC at the same time.  If more than one 
group wishes to conduct an event at the same time, only one group will be allowed to use 
amplified sound.  Groups will be scheduled on a first come, first serve basis.  Groups should use 
the HSC sound system.  Outside sound amplification equipment may be brought in only with 
HSC approval. 
 

• All student groups must contact the University Police Department a minimum of three weeks 
prior to any scheduled event in the Ballroom, Capitol Room, Sandburg Auditorium, Regency 
Room or Diversions Lounge.  The University Police must be contacted regardless of the nature 
of the event.  If the University Police determine that security is not needed, the contract will so 
state.  If it is determined that security is required, the group must absorb the cost for the security 
personnel. 
 

• The staff at the HSC reserve the right to end an event at any time, regardless of the contracted 
end time, if it is determined that there are extenuating circumstances.  Extenuating circumstances 
include, but are not limited to, some type of emergency in the HSC; the presence of alcohol at 
the event; belligerent or obnoxious behavior, brawling or fighting; and so on.  Inappropriate 
behavior at an HSC event may prevent a student group from using rooms in the HSC at a future 
date. 
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HSC Large Room Request Form  
(Ballroom, Capitol Room, Sandburg, Regency & Diversions)  

THIS IS NOT AN OFFICIAL CONTRACT  

STEP I. General Information  
           
        
Organization Name    Account #         Today’s Date 
           
 
Contact Name     Contact Phone #        Contact E-Mail 
         
 
Event Name        Preferred Date(s) 
 
         
         
Time(s) Needed       Preferred Date(s) 
 
    
   Room to be booked.  (Room requests cannot be guaranteed). 
 

Nature of Event (Circle One)    Est. Attendance   
 
Formal Dance    Fashion show  
Informal dance   Comedy show           Are you advertising off campus?  
Musical performance   Talent Show  
Lockout (Huskies Den)  Step Show   Yes  No 
Other __________________________  
 

STEP II. Advisory Approval                                       STEP III. Student Involvement & Leadership 

Approval 
 
 
 
Advisor approval signature   SILD Office approval signature 

STEP IV. Ticket Sales Approval  

Are you charging admission?   Yes  No 
 
Will tickets be sold and wristbands issued by CAB Box Office at this event?  Yes  No  
 

(If no, group must meet with Norm Jenkins, Assistant Director of HSC to discuss ticket sales & wristband 

usage for event.)  
 

(For Norm’s use only) Group has met & discussed wristband distribution with Norm Jenkins.  
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STEP V. Audio Visual & Music Approval  

 
• Will music be played at this event?  Yes  No  

 
• Who will provide tech support (lighting projection& support) for event?  

HSC  EPS (Event Production Services)  Other  
 

• Will outside sound equipment be brought in to the HSC?  Yes  No  
 

a. If so, please describe below:  
 
_________________________________________________________  
_________________________________________________________  
__________________________________________________________  
 

AV Needs:  
 
Powerpoint       Lectern   Mic corded       Mic wireless          AV Tech  
 

 

Note: all events using amplified sound must be coordinated with HSC Audio Visual Department at 

least 2 weeks prior to event. Call HSC AV @ 753-1387  

 

STEP V. Police Approval  

Security  
    
 See NIU Police for assessment  
 (for appointment call 753-1212) 
 
        Police Comments 

 
 

 

 

 

 

 

 

 

 

 

 

NOTE: This process will take 4-6 weeks to complete.  
 

This request WILL BE CANCELLED ON 

______________________ if you do not complete all steps and 

return this form to the Holmes Student Center General 

Office a minimum of three weeks prior to the event.  
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THE ____________________________ AGREES TO ABIDE BY ALL APPLICABLE RULES  
(Group Name)  
 

AND REGULATIONS REGARDING THE USE OF FACILITIES IN THE HOLMES  
 
STUDENT CENTER. I FURTHER UNDERSTAND THAT A FEE OF NOT MORE THAN  
 
$100 MAY BE ASSESSED FOR FAILURE TO CANCEL A SCHEDULED EVENT. I HAVE  
 
RECEIVED A COPY OF THE STUDENT EVENT RULES SHEET.  
 
 
 
_____________________________________     __________________  
Group Designated Representative Signature      Date  

 

 

_______________________________________  
Print Name  

 

 

 

 

 

 

* * Do Not Write in Space Below. HSC General Office Use Only * *  
Request taken by: ____________________________________  
Today’s date: _____________________________ 
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HSC Student Meeting Room Food Options 
 
Monday thru Friday 7:00 AM – 5:00 PM 

• HSC catering menu 
 
Monday thru Friday after 5:00 PM & on weekends in the following rooms only: 

• Towering meeting rooms – 2nd, 3rd, 4th and 5th floors 
• CLB 100 
• Diversions Lounge 
• Capitol Room 
• Illinois Room 
• Lincoln Room 
• Douglass Room 
• Heritage Room 

 
Options (only for students) 

1. HSC Catering – menu & estimated attendance due eleven (11) working days prior to service.  
Guarantee due six (6) business days before your event.  Overtime rates are charged for all food 
service personnel on Sunday and will be added to the cost of the event. 

2. Subway – by arrangement with Subway for pickup 3 hours prior to event.   
*Subject to $25.00 cleanup fee. 

3. Pizza – by arrangement with the HSC Huskies Den for delivery to your meeting room 3 hours 
prior to event.  Cash or credit card only.  * Subject to $25.00 cleanup fee. 

 
*The Holmes Student Center reserves the right to charge a group a $25.00 cleanup fee if food is not 
disposed of properly or excessive cleanup is required.  The Holmes Student Center further reserves 
the right to suspend a group’s food privileges for repeated cleanup problems or failure to follow the 
food policies as outlined. 
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Introduction 

Northern Illinois University’s proud history as an institution of higher education has always 

included co-curricular activities that provide opportunities for students to develop their leadership skills.  

Co-curricular activities provide students with opportunities to practice the theories they learn in 

classroom, but also to develop additional skills needed to enter the work force.  The advisor is an 

integral part of every campus student organization.  As a member of the faculty or staff of the university, 

the primary function of the advisor is to actively advise, counsel, and serve as a resource for the student 

organization.   

Northern Illinois University is host to over 200 different student organizations.  Annually 60-65 

organizations are recognized by and receive funding from Northern Illinois University’s Student 

Association.  This guide is designed to provide the advisor with concrete information on how to be a 

successful advisor.  While advising an organization does require some additional time demands, the 

rewards gained by advising more than compensate for this. 

The Definition of an Advisor 

The real definition of an advisor floats somewhere between being a counselor, supervisor, educator, and 

mentor, in which no single label applies entirely to the role.  An advisor is one who gives ideas, shares 

insight, provides a different perspective, and counsels.  In general, advisors have three main functions: 

1. To help with the growth and development of students. 

2. To add to the continuity of the groups as members graduate.   

3. To assist in the area of program content and purpose. 

Resources available to advisors and student organizations: 

The Office of Student Involvement and Leadership Development offers a variety of student 

organizational services to advisors.  To find out more information about advisor training programs or 

other information related to student organizations please contact Rob Budach at 753-6511. Additionally, 

the Office of Student Involvement and Leadership Development houses a variety of printed materials 

that cover a wide range of topics including:

Meetings 
Icebreakers/Activities 
Communication Skills 
Leadership Styles 
Ethics 
Recruiting Members 
Fundraising 

Problem Solving 
Multicultural Awareness 
Presentations and 
Programming 
Publicity 
Stress Management 
Volunteerism 

Training 
Delegation 
Conflict Resolution 



How the Advisor can assist the organization: 
 
In addition to the previously mentioned roles and responsibilities, an advisor can assist an 
organization in many ways: 
 

• Maintenance functions:  
The advisor can help maintain the existence of the student organization by providing 
continuity with past history and traditions. Such activities may include consulting on 
University policy, serving as a role model, arbitrating group conflicts, and keeping files on 
past organizational functions. 
 

• Group growth function:  
The advisor can improve the operation and effectiveness of the group and help it progress 
toward its goals. Such activities might include: teaching the techniques of good leadership and 
fellowship, coaching the officers in the principles of good organizational and administrative 
practice, developing self-discipline and responsibility among members, teaching the elements 
of effective group operation, developing plans and procedures for action, keeping the group 
focused on its goals, and stimulating or even initiating activities and programs.   
 

• Program content function:  
The advisor can question the educational rationale for the organization's existence and lead its 
members into activities that will contribute to their intellectual and social development. Such 
activities might include introducing new program ideas, helping group members practice 
skills and concepts learned in the classroom, pointing out new perspectives and directions, 
and supplying expert knowledge and insights. 
 

• Networking Opportunities:  
The advisor can help provide opportunities for organization members to interact with different 
people in their field of interest, helping them to develop new contacts for possible future 
careers. Such opportunities to network might include identifying guest speakers, field trips or 
site visits, or attending conferences related to their area of interest. 

 

Some General Advising Tips: 

Every student organization will differ and may require a different approach by the advisor. The 

following information can serve as a beginning point: 

• In the beginning of the advising relationship, agree on clear expectations about the role of 

the advisor and the role of the student organization. Discuss philosophies and reach a 

consensus.  

• Read the constitution of the group, get to know the members, attend events, and generally 

make yourself seen so that they know who you are. 

• Assist in the establishment of responsibilities for each officer and member. 
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• Develop a strong relationship with the president or chairperson and other officers. This is 

key because these students will be your main contact with the group. 

• Discuss concerns with an officer’s performance in a one-on-one setting. Whenever 

someone does something extremely well, be sure to let others know. 

• Maintain a sense of humor—it’s college, not rocket science.  Unless, of course, you are 

the advisor to the Rocket Science Club. 

• Be honest and open with all communication. The students need to feel that you are just in 

your dealings with them. 

• Realize that you have the power of persuasion, but use this judiciously. The students 

sometimes need to learn how to deal with failure. 

• Help them to see alternatives and provide an outside perspective. 

• Remember: praise in public, criticize in private. 

• Find a balance between being the strict naysayer and the laissez-faire friend. The students 

must feel that you are supportive of them and yet that you will hold them accountable for 

their actions. 

 

Roles and Responsibilities of an Advisor: 

Student Affairs professionals typical refer to the multitude of roles their job has as “hats”, 

meaning that we wear a different hat for every role we assume.  Advising is an excellent example 

of a position where the individual wears multiple “hats”.  Commitments of the advisor and 

several other factors determine the level of involvement the advisor will have with the group. An 

advisor should be committed to the group’s success, may need to sometimes go above and 

beyond the call of duty, and should never be resigned to only serve as a signatory on forms.  

Considering their expertise and experience, advisors can often supply significant insights on 

group matters such as goal setting, program ideas, conflict resolution, and group growth. It is 

often the advisor who can aid in maintaining an organization by providing continuity and by 

serving as an information source.   

In short, a good advisor can help nurture an organization’s success.  The pattern of 

teamwork between an advisor and the organization must be individually tailored to the 

personalities and needs of both parties. Some guidance is necessary in developing such a 

relationship. The following functions and responsibilities should direct the advisor toward 

appropriate behaviors and roles within the group. 
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Responsibilities to the Student Organization: 

• The advisor should assist the group in developing realistic goals for the academic year. 
This will contribute to the educational and personal development of the students involved. 
The advisor must take an active role, rendering advice and counsel as circumstances dictate. 
 

• The advisor should be aware of all plans and activities of the group and inform the 

group that institutional policies may affect these plans.  The advisor should see that the 
group and its officers know where policies are listed, what the policies are, why they exist, 
and the channels to be followed for changes, revisions, or exceptions to policies.  
 

• The advisor should discourage dominance of the group by any one individual and 

should encourage quieter students to take initiative.  Eager leaders can steal the limelight 
more often than is necessary. This can lead to resentment by some or pressure others into 
silencing themselves.  The advisor can help provide a balance by pointing out such concerns 
in a one-on-one setting with the students or the organization leadership. 

 
• The advisor may need to refer students to counseling.  Invariably, during interaction with 

the group’s members, the advisor will encounter students with personal problems. The 
counseling role might require individual consultation on a personal level or referral to the 
student counseling service. More information about the Counseling and Student Development 
Center can be found on their website at http://www.stuaff.niu.edu/csdc/CounselingPage.htm. 

 
• The advisor should provide continuity within the group and should be familiar with the 

group's history and constitution. Membership turnover in student organizations is high and 
often the only link with the immediate past is the advisor. The advisor can steer group 
members clear of mistakes and help them avoid the proverbial “reinventing of the wheel”. 
Serving as the group's memory and continuity link, the advisor can help new officers build on 
history and develop long term plans for the future of the organization. 

 
 

• The advisor should offer ideas for projects and events. The advisor will perform his/her 
greatest service by providing opportunities for the students to exercise initiative and judgment 
and to enjoy a proper measure of autonomy in self-directed social, educational, recreational, 
cultural, and spiritual activities. He or she should not dominate the program planning process. 
However, advisors should ensure that the group understands a program’s complexity and has 
discussed and registered the event with the appropriate NIU staff. The advisor should 
remember that it is the task of the active members to operate the organization. Removing this 
responsibility from the members would deprive them of an important educational experience. 
 

• The advisor should assist the group in assessment. This includes evaluating individual 
programs as well as doing a complete evaluation at the end of the academic year. The advisor 
must be willing to give constructive criticism when necessary and offer words of praise for 
work well done. 
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Responsibilities to Individual Group Members: 

• The advisor should help the students find a balance between their academics and their 
co-curricular activities. Student leaders often have the tendency to “burn the candle at both 
ends” and will overextend themselves if not held in check. The advisor has a unique 
opportunity to remind students of their academic obligations and personal needs. 
 

• The advisor should encourage each individual to participate in and plan group events. 
Some students fade into the background if not effectively encouraged. Being a member of a 
student group can provide students with valuable interpersonal and/or leadership skills, but 
these will not develop if the student is not involved. 

 

• The advisor should encourage students to accept responsibility for specific roles within 
the group. The advisor should help them realize the importance of these roles. From officer 
positions to committee members, each student should feel invested in and accountable for 
their specific role. 

 

Responsibilities to the University: 

• The advisor should work with the group, but not direct its activities. Although the 
advisor's role is not regulatory or disciplinary, the advisor has a responsibility to both the 
institution and the organization to keep their best interests in mind. At times, the advisor may 
need to remind the organization of institutional policies so that violations do not occur.  The 
advisor may also work with the organization's officers to establish and maintain internal 
group standards and regulations for conduct. 
 

• Occasionally, an advisor can help an organization during an emergency. Although this 
type of intervention is rarely necessary, the advisor's good judgment can be the saving grace 
in the event of mishaps, internal conflict, or personal crisis. Assisting the group’s president as 
a spokesperson or serving as the main contact for the University can help in these cases.  

 

Final Comments: 
 

A significant amount of research has been done to show that the student’s experience 
outside of the classroom can often times be just as significant towards his or her development as 
the time spent within the classroom.  The advisor role offers professionals opportunities to 
facilitate student development outside of the classroom.  Often students will point to their 
experience in a student organization as the most meaningful experience in their college career.  
With that in mind, it is important to note that the role of the advisor is a very important one.  
Information or assistance of any kind is always available to faculty or staff members seeking 
more resources on advising 
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Jeanne Clery Disclosure of Campus Security Policy and Campus 

Crime Statistics Act 

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, 
codified at 20 USC 1092 (f) as a part of the Higher Education Act of 1965, is a federal law that 
requires colleges and universities to disclose certain timely and annual information about campus 
crime and security policies. All public and private institutions of postsecondary education 
participating in federal student aid programs are subject to it. Violators can be "fined" up to 
$27,500 by the U.S. Department of Education, the agency charged with enforcement of the Act 
and where complaints of alleged violations should be made, or face other enforcement action. 

The Clery Act, originally enacted by the Congress and signed into law by President George Bush 
in 1990 as the Crime Awareness and Campus Security Act of 1990, was championed by 
Howard & Connie Clery after their daughter Jeanne was murdered at Lehigh University in 1986. 
They also founded the non-profit Security On Campus, Inc. in 1987. Amendments to the Act in 
1998 renamed it in memory of Jeanne Clery. 

Annual Report- 

Schools have to publish an annual report every year by October 1st that contains 3 years 
worth of campus crime statistics and certain security policy statements including sexual assault 
policies which assure basic victims' rights, the law enforcement authority of campus police and 
where students should go to report crimes. The report is to be made available automatically to all 
current students and employees while prospective students and employees are to be notified of its 
existence and afforded an opportunity to request a copy. Schools can comply using the Internet 
so long as the required recipients are notified and provided the exact Internet address where the 
report can be found and paper copies are available upon request. A copy of the statistics must 
also be provided to the U.S. Department of Education. 

Crime Statistics- 

Each school must disclose crime statistics for the campus, unobstructed public areas 
immediately adjacent to or running through the campus, and certain non-campus facilities 
including Greek housing and remote classrooms. The statistics must be gathered from campus 
police or security, local law enforcement, and other school officials who have "significant 
responsibility for student and campus activities" such as student judicial affairs directors. 
Professional mental health and religious counselors are exempt from reporting obligations, but 
may refer patients to a confidential reporting system which the school has to indicate whether or 
not it has. 

Crimes are reported in the following 7 major categories, with several sub-categories: 1.) 
Criminal Homicide broken down by a.) Murder and Non-negligent Manslaughter and b.) 
Negligent manslaughter; 2.) Sex Offenses broken down by a.) Forcible Sex Offenses (includes 
rape) and b.) Nonforcible Sex Offenses; 3.) Robbery; 4.) Aggravated Assault; 5.) Burglary; 6.) 
Motor Vehicle Theft; and 7.) Arson. 
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Schools are also required to report the following three types of incidents if they result in either an 
arrest or disciplinary referral: 1.) Liquor Law Violations; 2.) Drug Law Violations; and 3.) Illegal 
Weapons Possession. If both an arrest and referral are made only the arrest is counted. 

The statistics are also broken down geographically into "on campus," "residential facilities for 
students on campus," non-campus buildings, or "on public property" such as streets and 
sidewalks. Schools can use a map to denote these areas. The report must also indicate if any of 
the reported incidents, or any other crime involving bodily injury, was a "hate crime." 

Access To Timely Information- 

Schools are also required to provide "timely warnings" and a separate more extensive 
public crime log. It is these requirements which are most likely to affect the day to day lives of 
students. The timely warning requirement is somewhat subjective and is only triggered when the 
school considers a crime to pose an ongoing "threat to students and employees" while the log 
records all incidents reported to the campus police or security department. 

Timely warnings cover a broader source of reports (campus police or security, other 
campus officials, and off-campus law enforcement) than the crime log but are limited to those 
crime categories required in the annual report. The crime log includes only incidents reported to 
the campus police or security department, but covers all crimes not just those required in the 
annual report, meaning crimes like theft are included in the log. State crime definitions may be 
used. 

Schools that maintain a police or security department are required to disclose in the 
public crime log "any crime that occurred on campus…or within the patrol jurisdiction of the 
campus police or the campus security department and is reported to the campus police or security 
department." The log is required to include the "nature, date, time, and general location of each 
crime" as well as its disposition if known. Incidents are to be included within two business days 
but certain limited information may be withheld to protect victim confidentiality, ensure the 
integrity of ongoing investigations, or to keep a suspect from fleeing. Only the most limited 
information necessary may be withheld and even then it must be released "once the adverse 
effect…is no longer likely to occur." 

The log must be publicly available during normal business hours. This means that in 
addition to students and employees the general public such as parents or members of the local 
press may access it. Logs remain open for 60 days and subsequently must be available within 2 
business days of a request. 

 
**Information taken from Jean Clery Act (TITLE), Accessed Feb. 28, 2008.  Copyright 2004 by 
Security On Campus, Inc.  
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Northern Illinois University On-Campus Social Event Policy  

& Standard Operating Procedures 

 
 
The following is a policy and set of standard operating procedures for on-campus events 
sponsored by student organizations. 
 

• Only organizations that are in good standing with the Student Association and Northern 
Illinois University (NIU) will be allowed to host social events under this Policy. 

• Regarding this Policy, the role of NIU Department of Public Safety is to assess security 
needs, approve any/all security for the social event, and determine the required number of 
Officers needed for the event. 

• Organizations in good standing may co-host events; however, all organizations must 
comply with this and all related policies/regulations. NIU Student Organizations cannot 
act as a “host” for an unrecognized student organization, or non-NIU group or agency to 
manage an event. The NIU student organization(s) must manage the event. 

• Sponsoring group(s) shall be responsible for informing all of its members and volunteers 
of the guidelines outlined in this document, as well as of any additional regulations/ 
policies that apply from the venue in which the event is be held. 

• On-campus events exist to provide social outlets for NIU students; therefore, advertising 
is limited to the resources and areas that serve NIU students. Events should not be 
advertised outside of the DeKalb community. When advertising, sponsoring group should 
remind guests of the “guest admittance” policy. 

• Bags and/or purses may be subjected to a search. 
 

Scheduling 

• Events must be scheduled and an event planning form must be submitted no less than 15 
business days (3 weeks) in advance and/or within the timelines determined by the 
facility/venue (Holmes Student Center, Recreation Center, Convocation Center, etc.). 

• A pre-event planning meeting with Student Involvement & Leadership Development 
(SILD) staff must be held no less than 10 business days in advance of the event (Pre-
event meeting can be scheduled by contacting SILD at (815) 753-1421.) 

• The President and/or student coordinator for the event, accompanied by the faculty 
advisor, must attend a pre-event planning meeting. The sponsoring group must provide a 
minimum of five (5) members who will properly assist in monitoring and managing the 
event. The names of those (5) members, as well as of other members working the event, 
must be submitted to Student Involvement & Leadership Development at the pre-event 
planning meeting. 
 

Security/Medical Personnel 

• The President or Vice President of the sponsoring group is required to submit the “event 
planning form” and a list of names of all members working the event to the NIU 
Department of Public Safety no less than 15 business days (3 weeks) prior to the event 
date (or as required by venue policy). 

• From information contained in the “event planning form,” the NIU Department of Public 
Safety will assess the security staffing needs for the event. Based on the NIU Department 
of Public Safety’s assessment, they will determine the ratio of Public Safety Officers per 
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attendees. All late night events require a security assessment from NIU Department of 
Public Safety.  

• The Sponsoring group will then work with the Student Involvement & Leadership 
Development staff to arrange the required number of officers per NIU Department of 
Public Safety’s assessment. 

• Based on the NIU Department of Public Safety’s assessment, they have the right to refuse 
to allow an event that they determine is a substantial safety risk. 

• Based on the NIU Department of Public Safety security assessment, they will determine 
if the metal detection device or other preventative measures should be used. 

• Based on the NIU Department of Public Safety’s assessment, they will determine if 
medical personnel should be available and the number of such personnel. 
 

Event Management 

• The sponsoring group members are held to a higher standard of conduct than are their 
guests. The sponsoring group members are there to work the event not to participate in 
the event. 

• The sponsoring group is expected to manage the event and be responsible for 
maintaining acceptable conduct and demeanor of those in attendance within its capacity 
to do so. Once the event starts, the student group should work in coordination with the 
Department of Public Safety and the advisor in controlling instances of unruly behavior. 

• The sponsoring group is responsible for the actions of any contracted entertainment 
(D.J., band, or other types of entertainment performers/managers). 

• The sponsoring group is required to provide a minimum of five (5) members to assist in 
monitoring and managing the event. It is recommended that 3-4 members should monitor 
and manage the admission area, and 2-3 members should monitor the function area and 
doors. 

• The sponsoring group must have its Faculty Advisor present for the duration of the 
event. If a substitute advisor is necessary, the substitute must be an NIU faculty or staff 
member, and the sponsoring organization must seek approval from Student Involvement 
& Leadership Development for the substitution. 

• No alcohol, drugs, or weapons of any kind are permitted. The sponsoring group must 
deny admission to anyone believed or perceived to be under the influence of alcohol or 
drugs. Obvious evidence of alcohol or drug intoxication will result in exclusion and/or 
removal from the event. 

• Fighting, taunting, or other abusive behavior will not be tolerated. The sponsoring group 
must take preemptive measures to curtail unacceptable behavior and react responsibly to 
inappropriate behavior of guests. 

• Immediately upon witnessing any inappropriate behavior or incident involving guests, 
the sponsoring organization must report this behavior to the NIU Department of Public 
Safety and/or Faculty/Staff working the event. 

• Hosting organization members and faculty/staff working the event are required to submit 
documentation (an “incident reporting form”) to Judicial Affairs of any/all incident(s) 
that happened at the event within 48 hours of the conclusion of the event (As noted in the 
Student Code of Conduct, students, faculty and staff are responsible for reporting 
violations of the Student Code of Conduct; see 
http://www.stuaff.niu.edu/judicial/ujohome.htm).  

• Anyone involved in any inappropriate behavior as listed on that “incident reporting 
form” will be removed from the event immediately. 
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• Sponsoring organization will not allow entry to any student(s) or student organization(s) 
not in good standing with Northern Illinois University. Banning list(s) may be provided 
by any or all of the following departments: Student Involvement & Leadership 
Development, Judicial Affairs, and/or the NIU Department of Public Safety. 

• Sponsoring group must conduct ticket sales at an alternative NIU location (Tickets 
cannot be sold at the entrance to the event). Ticket sales may not exceed venue capacity. 

• Participants must remain in the immediate vicinity of the event. No re-entries are 
permitted at any event. 
 

Admittance 

• Events are provided for the entertainment of currently enrolled NIU students. All NIU 
students will be required to show and swipe their NIU OneCard for entry into an event. 

• An NIU student attending the event may be allowed to bring one (1) guest under the 
following conditions: 

o Guest must be enrolled at another college or university. 
o Guest must show a government-issued identification (driver’s license, passport, or 

state/military identification) along with guest’s college or university identification 
in order to enter the event. 

o Hosts must register their guests. 
o NIU students are responsible and will be held accountable for the actions of their 

guests. 
• Guest verification and registration will be conducted at the main entrance to the event. 
• Staff from SILD will outline the guest registration and verification process during the 

required “pre-event planning meeting” with SILD. 
• Under unique/special circumstances (event conducive to family attendance), an NIU 

student attending the event may be allowed to bring more than 1 (one) guest, if the guest 
is a family member. 
 

Parking 

• Based on the size and location of the event, the sponsoring group will work with staff in 
Student Involvement & Leadership Development and staff at the facility/venue to 
accommodate the parking needs for the event. 

• Planning for additional parking will be addressed during the “pre-event planning 
meeting.” 
 

Accountability/Consequences 

• It is expected that all NIU Students, Student Organizations, and their guests will abide by 
the NIU Student Code of Conduct. 

• As noted in the Student Code of Conduct, students, faculty and staff are responsible for 
reporting violations of the Student Code of Conduct (see 
http://www.stuaff.niu.edu/judicial/ujohome.htm) to Judicial Affairs.  

• Staff of SILD will review the “incident reporting form” and proper procedures in 
reporting an incident with the sponsoring group during the “pre-event planning meeting” 
with SILD.   

• Failure to comply with this policy will result in the organization’s losing “good standing” 
status. 
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• NIU students involved in inappropriate activity will be reported to Judicial Affairs; this 
includes any students arrested at or outside of the event. 

• NIU students will be held accountable for their guests’ actions and will be reported to 
Judicial Affairs. 

• Any guest involved in any incident will be reported to guest’s home institution and will 
be subject to banning from NIU events/campus as deemed appropriate by Judicial 
Affairs. 

• Consequences for individuals and student organizations referred to Judicial Affairs will 
vary, based on the incident and individual’s/organization’s historical judicial record. 
Consequences may include any possible sanction listed in the NIU Student Code of 
Conduct. Possible sanctions include (but are not limited to) fines, community service, 
suspension, and banning. 
 

Definition of Events 

• This policy applies to any on-campus event hosted by a student organization. 
• On-campus Events include the following categories: 

o Dance Events – informal dances 
o Convocation Center Events – all events hosted by student organizations held in 

the Convocation Center 
o Outdoor Events – all events hosted by student organizations held at on-campus 

outdoor locations (Central Park, East Lagoon, etc.) 
o Performance Events – talent shows, step shows, dance performance competitions, 

concerts (not held in Convocation Center) 
o Formal Events – formal dances, balls, award programs, etc. 

 
Policy Exemptions 

• This Policy does not apply to events hosted by a Northern Illinois University department. 
• This policy does not apply to student organization regularly scheduled business meetings 

that have attendance limited to organization members. 
• Student organizations may request exemption from or adaptation of the guest policy for 

special events. Exemption requests must be submitted to Student Involvement & 
Leadership Development and the NIU Department of Public Safety no less than 30 
business days prior to the event. Student Involvement and the NIU Department of Public 
Safety must both approve the exemption request: If either department does not approve, 
the Policy as written is applicable. 

o Note: Dance Events are not eligible for exemption from the guest policy. 
 

Event Cancellation 

• If the Division of Student Affairs requires a student organization to cancel an event 
because of a violation of university policy or a potential violation, the loss of revenue or 
deposit is the responsibility of the student organization. 

• NIU Administration, NIU Department of Public Safety, or the facility/venue reserves the 
right to cancel an event in cases where the safety of students is in jeopardy. 
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Policy and Procedures for Addressing Violations Committed by 

University Registered and/or Recognized Student Organizations 

including Greek Letter Organizations 
 

Student organizations, including Greek letter organizations, planning and carrying out their 
activities and conducting their affairs bear the responsibility for doing so in accordance with 
university regulations, The Student Code of Conduct, and federal, state, and local laws.  Failure 
to accept the responsibilities of group membership may subject the organization to permanent or 
temporary suspension of charter, cancellation of university registration and support, e.g., use of 
facilities, etc., probation or other appropriate action. 
 
This policy is applicable to all student organizations that receive their recognition from the 
university. Such student organizations fall into two general categories:  

• Organizations that are comprised of members of the National Pan-Hellenic Council 
(NPHC), the Interfraternity Council (IFC), or the College Panhellenic Council, and 

• Organizations that receive their recognition from the NIU Student Association, and/or 
their registration from the department of Student Involvement and Leadership 
Development.  

Since the case is that there are two distinct types of organizations covered by this policy, certain 
sections of the policy will have specific applications.  
 
Expectation 

A student organization, including a Greek letter organizations, may be held liable when (a) 
sufficient prevention measures have not been employed, e.g., non-admittance, removal, or other 
controls, and (b) action to refer individual cases to appropriate authorities or judicial boards is 
not taken by the group.  This liability shall be tempered only by the extent and effectiveness of 
dealing with such violations during and immediately following the activity.  Members of an 
organization, or their guests, at the event or activity are included in the expectation of the 
organization’s responsibility, and appropriate measures must be employed to prevent or deal 
with problems and violators. 
 
Responding to Student Organization Infractions 

Student organizations are expected to refer alleged violating groups and/or individuals to Judicial 
Affairs or the police.  Should such judicial referrals appropriately fall to a major governing 
group’s judicial board, i.e., the National Pan-Hellenic Council (NPHC), College Panhellenic 
Council (CPC), Interfraternity Council (IFC), the decision of the board is expected to be relevant 
to and consistent with the nature of the violations. 

These Judicial Boards and chapter standards boards have the opportunity and are 
expected to deal with individuals or Greek letter organizations allegedly in violation of their 
governing body bylaws and policies, university rules and regulations, The Student Code of 
Conduct, or federal, state, and local laws.  These boards must show good faith in dealing with the 
individual(s), especially their own members allegedly in violation of university regulations or 
laws.  The degree to which the group or organization carries out this overall responsibility will 
influence the extent to which it may be held liable for the actions of the individual(s). 
 
Judicial Affairs will handle all other student organizations. 

 



52 
 

Definition of an Organization’s Activity and when the Organization 

is Considered Responsible 
 
An activity is considered to be related to an organization and the organization is held responsible 
for violation of university rules, regulations, laws and The Student Code of Conduct when one or 
more of the following circumstances exist: 
 

• One or more of its officers or authorized members, acting in the scope of his or her 
general responsibilities, commits the violation. 

• One or more members of a committee of the organization commit(s) the violation while 
acting in the scope of the committee’s assignment. 

• Members of an organization, acting with apparent authority of the organization, commit 
the violation(s). 

• Members of an organization, or their guests, commit the violation(s). 
 
A student may be disciplined for a student violation even though the organization of which he or 
she is a member is penalized for the same violation or for a violation growing out of the same 
factual transaction. 

The organization shall be responsible for the actions of new members or other subgroups 
carrying official status from the organization.  Events planned where non-members are invited 
are also the responsibility of the organization. 
 
Student Organization Disciplinary Procedures 

 

• Any registered student organization may be placed on probation, receive a disciplinary 
warning letter, be required to complete an educational sanction, suspended, expelled, 
restricted, have its registration withdrawn, or other sanctions appropriate to the violation 
by the appropriate judicial board or hearing panel following a hearing in accordance with 
the provision of fundamental fairness and due process.  By choice, a student organization 
may opt for an informal adjudication by the Director of Judicial Affairs or a designee. 

• Such actions may be taken for any one of the following reasons which are not all 
inclusive: 

o The organization fails to maintain compliance with the General Policies on 
Student Organizations and Criteria for Registration of an Organization. 

o The organization operates or engages in any activity in violation of the rules and 
regulations of the university, The Student Code of Conduct, bylaws and policies of 
the governing bodies, or federal, state, and local laws. 

• The student organization shall be afforded all the rights of fundamental fairness and due 
process as outlined in The Student Code of Conduct, for violations of university rules and 
regulations, or federal, state, or local laws. 

• Initial Action: 
o Violations involving organizational governing bodies’ rules or violations of the 

constitution or bylaws, shall also be reported to the Director of Judicial Affairs 
who in turn will forward the violation to the appropriate judicial board or hearing 
panel. 

o Violations of university rules and regulations, The Student Code of Conduct, or 
federal, state, and local laws, shall be reported to the Director of Judicial Affairs. 
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o The Director of Judicial Affairs or designee shall hold a preliminary meeting to 

determine if formal disciplinary action is warranted. 
o If the Director of Judicial Affairs or designee determines there is a probable cause 

to suspect a violation has occurred, he or she shall arrange a conference with the 
organization’s officers and individuals to notify them of the alleged charges, to 
allow them to present their version of the alleged violation, and to review the 
rights of due process with the student organization officers. 

o In the absence of unusual mitigating circumstances, an initial conference should 
be held within five (5) class days of the date of the charge. 

o Failure of the officers and individuals involved to agree to a meeting or appear at 
a conference will result in a decision being rendered without organizational input 
and possible disciplinary action. 

o After notifying the officers and individuals of their rights and explaining the 
hearing procedures set forth in The Student Code of Conduct, the Director of 
Judicial Affairs or designee may solicit a plea of guilty, not guilty or no contest 
and shall solicit from the officers their choice of a hearing officer or board.  Once 
the selection has been knowingly made, the choice will be binding on all parties 

  
In instances when any organization that lies under the jurisdiction of one of the four 
governing bodies, i.e., National Pan-Hellenic Council (NPHC), College Panhellenic Council 
(CPC), Interfraternity Council (IFC). The following procedures will apply: 

• The Director of Judicial Affairs or designee will request a meeting with the 
complainant(s) to confirm their willingness to bring forth the information, preferably 
in written form. 

• If the Director of Judicial Affairs or designee determines further action is warranted, 
the director of designee will meet with the organizational leadership to discuss the 
allegation. 

• If the organization is determined to hold responsibility, the Director of Judicial 
Affairs or designee works to resolve the case.  Greek Affairs provides a history of the 
organization’s judicial record to the Director of Judicial Affairs or designee. 

• In cases involving recruitment violations, social policy violations, or other minor 
infractions, the respective council judicial boards will assign sanctions. 

• In cases where hazing or other serious violations have occurred, the Director of 
Judicial Affairs or designee, and the organization National Headquarters (if 
applicable) works together to follow up and ensure the organization meets their 
sanctions.   

 
Organization Sanctions: 
Upon a proper determination that an organization has violated any rules or regulations, of the 
university, The Student Code of Conduct, or federal, state, and local laws, the following 
organization sanctions may be imposed either singly or in combination: 

• Reprimand.  A written reprimand may be given to any organization in violation of 
university policy, The Student Code of Conduct, or federal, state, and local laws.  It 
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signifies that the organization is to take necessary actions to bring it into compliance and 
to avoid further violations.  Failure to do so will result in more severe penalties. 

 
• Restitution.  Any organization that has committed an offense against property may be 

required to reimburse the university or other owner.  Any such payment shall be limited 
to actual cost of repair or replacement. 

o Administrative Fine.  A sum imposed as administrative discipline for an offense. 
o Educational Sanction.  A contractual agreement between a university judicial 

adjudicator or a judicial hearing board and the organization to complete specific 
educational assignments or good works. 

o Restriction.  Such restrictions may include but are not limited to, loss of privilege 
of meeting in or using university facilities, denial of right to participate in 
intramural sports or other campus events, denial of social functions, other 
restrictions consistent with the nature of the offense. 

o Probation.  An organization placed on probation is deemed not to be in good 
standing with the university.  Its continued registration is conditioned by 
adherence to the rules regulations, and provisions of The Student Code of 
Conduct.  Organizations on probation may continue to hold meetings, but may 
lose selected privileges including but not limited to access to university facilities 
and social privileges.  The organization must obtain advance approval from the 
Assistant Director of Student Involvement and Leadership Development for 
Greek Affairs for all activities. 

o Suspension or Withdrawal of Registration.  Any organization that is suspended 
or has had its registration withdrawn may not engage in or sponsor any activity or 
program and may not hold meetings.  When registration is withdrawn, the 
organization shall cease to exist. 

o Other appropriate sanctions applicable to the violation. 
 

• Appeals: 
The organization has the right to appeal the findings of the either the hearing board or the 
Director of Judicial Affairs.  A written request to appeal the decision should be directed 
to the Office of the Vice President for Student Affairs within three business days of 
notification of decision.  The appropriate body or administrator will handle the appeal.  
The results of the appeal will be final. 

 

 

 

 

Approval: 

 
___________________________________________  __________________ 
Vice President for Student Affairs     Date 

 
 
08/10/2005 
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Greek Affairs Social Events Policy and Procedures 
Student Involvement and Leadership Development 

Division of Student Affairs 
Northern Illinois University 

 

Purpose 

The purpose of this policy and procedures is to clearly define the roles and responsibilities of 
individual Greek letter organizations; the Greek governing councils; the department of Student 
Involvement and Leadership Development; and the university, as such policy and procedures 
relate to social events sponsored by Greek letter organizations at Northern Illinois University. 
 
The document defines the various types of social events, the requirements that must be met to 
hold social events, and the processes to be utilized if those requirements are not met. 
 
It is expected that all organizations will abide by state law, local codes, and inter/national 
requirements. 
 
Social Events 

Greek letter organizations host and sponsor a variety of social events to meet the needs of their 
members, the Greek community, and the university. In general, a social event is any program or 
activity that is planned to meet those needs and includes any of the following elements: 
 

• It is announced verbally or by postings to the members of a Greek letter organization 
and/or other Greek letter organizations at a chapter meeting, council meeting, or other Greek 
community function and/or to any other segment of the university community. 

• Invitations regarding the event are sent to members, alumni, and/or non-members. 
• Entertainment is arranged for the event. 
• Tickets are sold for the event. 
• Prepayments or reservations are made for the event. 
• Space is reserved, either on- or off-campus, for the event. 
• The event will include alcohol regardless of whether it is provided, “bring your own,” or a 

cash bar operated by a licensed provider. 
 
Individual chapters are responsible for insuring that spontaneous, informal social activities 
including alcohol do not evolve into social events, i.e. inviting people to attend, having the 
number exceed that of registered social events, etc. 
 

 
The following matrix categorizes events and indicates the requirements and prerequisites for 
each: 
 
CLASS EVENT ELEMENTS LOCATION REQUIREMENTS 

A Anticipated attendance in excess of 100. 
Alcohol involved. 
Maximum of 6 per semester* 

Chapter House • Registration 
• Guest List 
• Chapter Monitoring 
• Additional Security as 

required 



56 
 

B Anticipated attendance less than 100. 
Alcohol involved. 
Maximum of 12 per semester* 

Chapter House • Registration 
• Guest List 
• Chapter Monitoring 

C Attendance restricted to the members of two 
chapters.  No non-members allowed. 
Alcohol involved. 
Maximum of 12 per semester* 

Chapter House • Registration 
• Guest List 
• Chapter Monitoring 

*THE TOTAL OF ALL A, B AND C EVENTS CANNOT EXCEED 16 PER SEMESTER 

D Alumni event. 
Event is limited to chapter members and 
alumni with a spouse or date.  At least 
51% of those in attendance must be 
alumni and their spouse or date. 
Alcohol involved. 
Maximum of 4 per semester 

Chapter House • Registration 
• Additional security as 

required 
• Chapter monitoring 

E Anticipated attendance in excess of 100. 
Ticketed, prepayment or reservations. 
Alcohol not involved. 
Maximum of 4 per semester 

On-campus or 
third-party 
venue 

• Registration 
• Security as required 

by venue 

F Anticipated attendance less than 100. 
Alcohol not involved. 
Maximum of 4 per semester 

On-campus or 
third-party 
venue 

• Registration 
• Security as required 

by venue 
G Alumni event. 

Event is limited to chapter members and 
alumni with a spouse or date.  At least 
51% of those in attendance must be 
alumni and spouses or dates. 
Alcohol involved. 
Maximum of 4 per semester 

Third-party 
venue 

• Registration 
• Security as required 

by venue 

H Alcohol involved. 
Maximum of 4 per semester 

Third-party 
venue 
 

• Registration 
• Guest list 
• Security as required 

by venue 
I All other non-alcohol events. 

No maximum 

Chapter house, 
on-campus, or 
third-party 
venue 

• Registration preferred 
but not required 

 
 

Registration 

All social events must be registered with Student Involvement and Leadership Development. 
Registration materials must be submitted no later than five business days prior to the proposed 
event. Approval is required to proceed with the event. 
 
Alcohol 

Social events with alcohol are limited to Thursday, Friday, and Saturday nights while school is in 
session. Events with alcohol are not permitted during Finals Weeks, beginning the night before 
the first scheduled final. 
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Chapters may invite up to two guests per member to their events where alcohol is present. For 
example, if a Chapter has 40 members, and each member invited two people, the total number of 
attendees would be 120. 
 
At all events that include alcohol, whether on chapter property or at third-party venue the 
following must be posted: 

• Signs must be posted at the entrance and the serving area that state, “Illinois law prohibits 
the consumption of alcohol under the age of 21.” 

• A sign indicating that late night ride service is available at (815) 753-2222. 
• If appropriate, a sign with the Huskie Bus schedule. 
• A sign indicating that food and non-alcoholic beverages are available. 

 
When alcohol is available at an event held at a Chapter house, the following are required: 

• Alcoholic beverages cannot be purchased using Chapter funds or in the name of the 
Chapter. Therefore, each event will be B.Y.O.B. (bring your own beverage). 

• Reasonable amounts of non-alcoholic beverages and food must be available. 
• Non-glass containers should be used. 
• For outdoor events, fences must be in place to mark off the designated party area. All 

alcoholic beverages must remain within the designated party area. 
• Alcohol is limited to six 12-ounce cans of beer, or glasses of wine, or mixed drinks (with 

one ounce of alcohol) per individual, based on anticipated attendance. 
• Alcoholic beverages are limited to those beverages with 80 proof or less and should not 

be of common source (i.e., kegs, punches, etc.). 
• No event, no matter the starting time, may exceed a period of four hours. For example, if 

an event starts at 9 p.m., it must be shut down, guests departed, and over by 1 a.m. 
 
For events including alcohol at third-party venues: 

• Chapters must use a licensed alcohol vendor, and a proof of that license must be 
made available, if requested, by Student Involvement and Leadership Development. 

• As per national standards, the vendor must carry a minimum of $1,000,000 General 
and Liquor Liability Insurance and must show proof, if requested, by Student 
Involvement and Leadership Development. 

• Alcohol may not be purchased using Chapter funds and/or by collecting monies 
from attendees. 

 
Guest Lists 

A guest list form for Category A, B, C, and H events, provided by Student Involvement and 
Leadership Development, must be used to sign in all guests at the event, with the completed form 
submitted to Student Involvement and Leadership Development the business day before the 
event. Guests cannot be added to the guest list at the door or at any time after the final list has 
been approved by Student Involvement and Leadership Development. 
 
Security 

Greek letter organizations are required to insure the safety of their members and guests. 
Depending on the category of event, Chapter security and/or additional security may be required. 
 

Chapter Monitoring 
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For any Category A, B, C, and D events, the Chapter must provide on-site monitoring utilizing 
its own members. Each chapter must designate one executive board member as a non-drinking 
representative for the event. For Category A and D events, where additional security is required, 
the Chapter monitors will assist the additional security staff in monitoring the doors and provide 
one non-drinking monitor for every 20 people anticipated to attend the event. For Category B 
and C events, in addition to providing one non-drinking monitor for every 20 people anticipated 
to attend the event, the Chapter security will be responsible for checking the guest list; providing 
wristbands to attendees over the age of 21; ensuring that no unauthorized alcohol enters or leaves 
the event; ensuring that no alcohol is served to persons under the age of 21; and ensuring that all 
attendees remain in the designated party area while consuming alcohol. 
 

Additional Security 

For all Category A and D events, additional security will be required to monitor the entrance to 
the event. Additional security will be obtained through Student Involvement and Leadership 
Development with the expense passed on to the individual Chapter(s). Monies for the additional 
security must be submitted no later than the last business day before the event. Only chapters 
that use additional security will be charged. Additional security will be secured when the 
registration form for the event is submitted. Based on the nature of the event, the expected 
attendance, and the Chapter’s previous history with social events involving alcohol, Student 
Involvement and Leadership Development will determine the number of security staff needed. 
The additional security will not exceed two security guards who will check the guest list; provide 
wristbands to attendees over the age of 21; ensure that no unauthorized alcohol enters and leaves 
the event; ensure that no alcohol is served to persons under the age of 21; and ensure that all 
attendees remain in the designated party area while consuming alcohol.  Security will have the 
authority to handle any disturbances, deny entry to those not on the guest 
list, remove uncooperative party-goers, and take other security actions, as deemed necessary, 
with the support of the non-drinking Chapter officer.  Security will arrive at the location of the 
event no less than 30 minutes prior to the scheduled start time and will remain at the event no 
less than 30 minutes after the scheduled ending time.  This will allow the officer to meet the 
monitors, survey the property, and make sure that all events go as planned from beginning to 
end. 
 
Training 

For Greek organizations to host a social event including alcohol, regardless of location, a 
minimum of 51% of the membership must participate in a mandatory training program that will 
be coordinated by Student Involvement and Leadership Development. No Category A, B, C, or 
D events will be approved prior to the completion of training. New members will also be 
required to complete the training before they can participate as a Chapter Monitor. 
 
Additional Requirements 

• All Greek letter organizations must follow their inter/national policies relating to social 
events. 

• All events must end by 1 a.m. on Thursday and 2 a.m. on Friday and Saturday. 
• Events may be restricted due to disciplinary findings and/or Greek standards, as approved 

by IFC, CPC, NPHC, and/or MGC. 
• All chapter houses must be in compliance with all applicable local codes and must 

provide Student Involvement and Leadership Development with proof of compliance 
upon request. 
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• Chapter property (i.e., yard, parking lot, etc.) will be cleaned up by 8 a.m. the day 
following a registered event to maintain the appearance of the neighborhood. 

 
Violations/Enforcement 

All alleged violations of this policy will be referred to Judicial Affairs. Following an initial 
investigation, any alleged violations regarding this policy and procedures statement may be 
referred to the appropriate council’s judicial board as specified by the “POLICY AND 
PROCEDURES FOR ADDRESSING VIOLATIONS COMMITTED BY UNIVERSITY 
REGISTERED AND/OR RECOGNIZED STUDENT ORGANIZATIONS INCLUDING 
GREEK LETTER ORGANIZATIONS.” 
 
Policy and Procedures Review 

IFC, CPC, NPHC, MGC, and the Division of Student Affairs will review this policy annually. 
 
 
Approval 

 
 
 
______________________________________________ _________________ 
Brian O. Hemphill, Ph.D. Date 
Vice President for Student Affairs 
 
 
 
 
 
 
05/04/05 
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Greek Life Event Registration Form 
 

Chapter Registering Event:                   Date of Event:                  
 
Type of Event (Class Number):       Approx. # of Persons Attending:   
 
Location of Event:            
   
Start Time:       End Time:       
 
Participating Chapters:            
 
How will you be distinguishing guests 21 years of age and older?       
 
# Of Sober Monitors:_______    (1 sober monitor for every 20 persons at the event) 
 
Names of Sober Monitors (at least 1 executive board member is required to be the non-
drinking representative for the event, please designate with an asterisk below): 
 
                                                                
 
                                 
 
                                 

 
List alternative food/beverages that will be available:        
 
              
 
DOES THIS EVENT CONFORM TO YOUR NATIONAL POLICY?       Y     /       N 
 
The participating chapters do hereby accept the responsibility for the event stated above.  By 
accepting the responsibility, the chapter will abide by All State and City laws, University Alcohol 
Policies and Guidelines, and that all inter/national fraternity or sorority policies are enforced.  The 
chapter(s) involved in this event understand that failure to abide by the rules given by the 
university may be grounds for closing the event and potential disciplinary action.  Finally, the 
chapter(s) understand that this event cannot take place without the required signatures below and 
the approval by the Activities Advisor for Greek Affairs. 

 
President:     Signature:    Phone #:   
 
Social Chair:    Signature:    Phone #:   
 
 
For office use only: 
Submitted by:_________________            Chapter____________________ 
Received by:_________________             Date _____________________ 
Greek Office Personal __________________ 
 
 

07/26/05 
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Rules and Regulations for Greek Row Security Task Force 

 

Objective 
 

Security guards are present on Greek Row to ensure security and protection for Northern Illinois 
University students, Greek Row chapter members, and their guests.  
 

Rules 
 

• Security guards are to patrol “Greek Row” Thursday, Friday, and Saturday nights from 
the hours of 11 p.m. to 3 a.m. 

o Greek Row begins on Greenbrier Road at 829 (Sigma Alpha Mu) to Hillcrest 
Road; 

o From the intersection of Hillcrest Road and Greenbrier Road eastbound on 
Hillcrest Road to 910 (Phi Kappa Theta); 

o From Hillcrest Road to Blackhawk Road. 
o Kimberly Drive preceding east towards 917 (Alpha Omicron Pi) and to 918 (Delta 

Gamma)  
o then preceding back to Blackhawk Drive to Ridge Drive  at 1019 Ridge Drive 

(Alpha Sigma Alpha). 
• If an altercation occurs on Greek Row, Security guards are expected to intervene.  If the 

altercation is too dangerous for the security guards, then they are to call the DeKalb 
Police Department. 

• In order for a security guard to enter a fraternity house, the security guard must witness 
an altercation, then gain consent from the individual working the front entrance. 

• Security guards are able to patrol the exterior of Greek chapter houses including parking 
lots. 

• If an incident occurs outside within the designated “Greek Row” area, security guards are 
expected to assist with all altercations. 

• Security guards may be asked to attend or give testimony that may be used at a judicial 
board hearing, related to the incident, if the security guard was present during the 
incident.  All incidents are to be reported to the Interfraternity Council Executive officer 
of Risk Management.   

• If a security guard sees an incident where an individual may potentially be in bodily 
harm, or in need of emergency care, they are required to ensure medical attention be 
directed to that individual. 

• Security guards are encouraged to try and act as a third party mediator for situations 
occurring on Greek Row and are present to serve as liaison officers between the DeKalb 
Police, University Police, Northern Illinois University students, and any NIU official. 

• Changes or updates to this document must be first approved by the Interfraternity Council 
before taking effect. 
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Parks and Outdoor Recreation Facilities Policy 
 

 Student Policies 
 (Effective August 18, 2000 – edited 01/2001) 
 
The parks and outdoor recreation facilities covered by this section of the policy include those areas 
which are or have the potential to be used for activities sanctioned by NIU.  These areas include, 
but are not limited to the East Lagoon, West Lagoon/Eco Park, Martin Luther King Mall, Oderkirk 
Property, Central Park and Anderson fields. NONE of the outdoor facilities are available during the 
regular university office hours for events utilizing amplified sound with the exception of noon to 
1:00 p.m. on the Martin Luther King Mall and Central Park.   
 
The following guidelines for use of these areas are established in accordance with NIU codes and 
regulations (including the facilities use policy and the alcohol beverage policy), all policies of the 
Board of Trustees and all applicable State and Federal laws. 
 

• The parks and outdoor recreation facilities of NIU may be used by recognized student 
organizations for organized events by obtaining permission from: 

o Student Involvement and Leadership Development, Campus Life Building, Room 
150, 753-1422 – for events of an entertainment nature (concerts, festivals, picnics, 
etc.) specifically at the Mall, East and West Eco Lagoons, Oderkirk Property, 
Central Park. 

o Office of Campus Recreation, 753-0231 for events of sports-recreation nature 
(games, intramural activities, etc.) specifically Anderson Fields and west campus 
dormitory areas. 

 
• Permission will be granted only to those organizations with a trust or local fund account, 

or an accounts receivable number. Requests from student organizations will be given 
priority over simultaneous requests by other university departments or qualified 
community groups. (See 2.0 Policies for non-student groups.) 
 

• In no case may an admission fee be charged, products sold, contributions solicited or 
funds otherwise raised on university property, except when permission is granted in 
accordance with these regulations.  Such permission may be given to recognized student 
organizations only when the proceeds are used to defray the expenses of the meeting or to 
generate a reserve to meet an organization's stated objectives.  In all such instances, 
written approval to undertake the meeting, event, or activity must be obtained from the 
Office of Student Involvement and Leadership Development. 
 

• Consumption of alcoholic beverages and possession of open containers of alcoholic 
beverages in campus parks and outdoor recreation facilities is prohibited. 
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Primary responsibility for the enforcement of this policy shall be assumed by the sponsoring user-
organization, with support from the University Police, and either the Office of Student 
Involvement and Leadership Development or the Office of Campus Recreation.   Persons acting in 
a destructive manner to the surrounding environment, disturbing the crowd, or violating the alcohol 
regulations will be subject to arrest, and prosecution under State law and/or the University Judicial 
Code. 
 

 
User-organization responsibilities 
 

• At least three (3) weeks before the event, a completed Space Requisition Form must be 
submitted with one of the above designated offices. By reserving the facility the user-
organization agrees to abide by all applicable university regulations, Board of Trustees 
policies, and State and Federal laws. 
 

• The user-organization assumes the following "policing" responsibilities for the event: 
o enforcing the alcohol regulations policy; 
o overseeing the audience, maintaining order, and discouraging irresponsible 

behavior; 
o making certain that litter is disposed of properly;  
o contacting the University Police in case of any emergencies or disturbances. 

 
• At the conclusion of the event, the user-organization will be responsible for returning the 

area to its pre-event appearance.  Failure to do so will result in denial of future requests for 
outdoor events and/or additional clean-up charges by the Grounds Department. 
 

• Motor vehicles are prohibited on these facilities except for official business in connection 
with the event (e.g. transporting equipment, University Police, Ground's Department, etc.). 
 

• The municipal code will be used as a guidelines for sound levels at all outdoor events 
except in special cases where prior approval has been granted. 
 

• Bonfires will be allowed only in designated areas of NIU's parks and outdoor recreation 
facilities following written approval from the Office of Student Involvement and 
Leadership Development. 
 

• All events held at NIU's parks and outdoor recreation facilities must be completed by 
midnight. Amplified sound will be allowed at the following hours: 

 
   Martin Luther King Mall:   Weekdays - Noon to 1 pm 
        Fridays  - 4 pm to sunset** 
        Weekends - 10 am to sunset** 
 
   East Lagoon:    Fridays  - 4 pm to sunset** 
        Weekends - 10 am to sunset** 
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   West Lagoon:   Weekdays - 4:30 pm to sunset** 
        Weekends - Noon to sunset** 
 
   Central Park:   Sun.-Th. − noon to 10 pm 
        Fri.-Sat. − noon to 11 pm 
        (set up as early as 10 am) 
 
**These times may be extended to 10:00pm with prior approval from the Director of Student 
Involvement and Leadership Development. 
 
 FAILURE TO ADHERE TO THIS POLICY WILL RESULT IN THE LOSS OF  
 PRIVILEGES AND/OR SERVICES 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



65 
 

Policies for Non-Student Organizations 
 
The parks and outdoor recreational facilities covered by this policy include those areas which are 
or have the potential to be used for activities sanctioned by NIU.  The areas include but are not 
limited to the East Lagoon, West Lagoon/Eco Park, Huskie Stadium and adjoining fields, Martin 
Luther King Mall, Central Park, and the Anderson fields. 
 
The following guidelines and procedures for use of these areas are established in accordance with 
NIU codes and regulations, all policies of the Board of Trustees, and all applicable State and 
Federal laws. 
 

• Qualified university departments, faculty groups and community organizations with 
accounts receivable numbers or trust or local fund accounts may request permission to use 
NIU's parks and outdoor recreational facilities if such areas have not otherwise been 
reserved by recognized student organizations.  Non-student group requests will be subject 
to the approval of the Associated Provost for Student Services and the Associate Vice 
President of Finance and Facilities.  Business Affairs, in accordance with NIU's Premises 
and Facilities policy. 
 

• University premises and facilities are not available to non-university organizations for 
presentation of public events when any part of the admission fee or funds otherwise raised 
is sought to accrue to the benefit of such organizations or any individual, even though such 
funds may also be used for charitable  or public purposes. 
 

• All exceptions to these policies will be made on an individual basis by the President of the 
University.  

 
 
 
 
 
 
 
 FAILURE TO ADHERE TO THIS POLICY WILL RESULT IN THE LOSS OF 

 PRIVILEGES AND/OR SERVICES 
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READING DAY FACILITY USE POLICY  
Reading Day should be considered as the first day of the spring examination period (spring semester only), 
on which no examinations are scheduled. The facilities covered by this section of the policy include those 
areas, which are or have the potential to be used for activities sanctioned by NIU.  These areas include, but 
are not limited to the Holmes Student Center, East Lagoon, West Lagoon/Eco Park, Martin Luther King 
Mall, Oderkirk Property, Central Park, Anderson fields and west campus recreation space (basketball, 
hockey courts, etc). 
The following guidelines for use of these areas are established in accordance with NIU codes and 
regulations (including the parks and outdoor recreation facilities use policy and the alcohol beverage 
policy), all policies of the Board of Trustees and all applicable State and Federal laws. 
 

• The parks and outdoor recreation facilities of NIU and the Holmes Student Center may be used by 
recognized student organizations for organized events by obtaining permission from: 
o Student Involvement and Leadership Development, Campus Life Building, Room 150,753-1977 - 

for events of an entertainment nature (concerts, festivals, picnics, etc.) specifically at the Mall, 
East and West Eco Lagoons, Oderkirk Property, Central Park. 

o Office of Campus Recreation, 753-0231 for events of sports-recreation nature (games, intramural 
activities, etc.) specifically Anderson Fields and west campus recreation space. 

 
• A written request must be filed with Student Involvement and Leadership Development Office or Office 

of Campus Recreation at least six (6) weeks before the event. 
 

• At least three (3) weeks before the event, a completed Space Requisition Form must be submitted with 
one of the above-designated offices. By reserving the facility the user-organization agrees to abide by all 
applicable university regulations, Board of Trustees policies, and State and Federal laws. 
 

• Permission will be granted only to those organizations with a trust or local fund account, or an 
accounts receivable number. Requests from student organizations will be given priority over 
simultaneous requests by other university departments or qualified community groups.  

 
• The Parks and Outdoor Recreation Facilities Policy and the Alcohol Regulation Policy and all other 

policies pertaining to student organizations must be followed.  Primary responsibility for the 
enforcement of these policies shall be assumed by the sponsoring user-organization, with support from 
the University Police, and either the Office of Student Involvement and Leadership Development or the 
Office of Campus Recreation. Persons acting in a destructive manner to the surrounding environment, 
disturbing the crowd, or violating the alcohol regulations will be subject to arrest, and prosecution under 
State law and/or the University Judicial Code. 
 

• All events held at NIU's parks and outdoor recreation facilities must be completed by 10:00 p.m. 
Amplified sound will be allowed at the following hours: 

  Martin Luther King Mall:   Noon to 1:00 p.m.  
Approval must be grant by SILD for amplified sound before or after the stated hours. 

 East Lagoon, West Lagoon, West Campus recreation space, and Central Park**  9:00 a.m.- 10:00 p.m. 
    Student Housing and Dining Services must approve these times. 
 

• All events held at Holmes Student Center must be completed by midnight. 
 

• All food and beverages purchased for activities/events or programs using NIU facilities must be 
purchased through Student Housing and Dining Services and the Holmes Student Center.  Purchasing and 
using food and beverages through other vendors must have written approval of Student Housing and 
Dining Services or Holmes Student Center. 
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• Notification of the cancellation of an event must be made to the office originating the facility agreement 
as soon as possible, but at least 48 hours before the event.   

  
 FAILURE TO ADHERE TO THIS POLICY WILL RESULT IN THE LOSS OF  

 PRIVILEGES AND/OR SERVICES    
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Campus Life Building  

Banner Policy 
 

Departments and Organizations eligible to hang banners or sponsor banners to be hung are: 
  
 Student Involvement and Leadership Development  Northern Star 
 Campus Activities Board     Retention and Majors Advising 
 University Honors Program     Cooperative Education 
 Career Planning & Placement     Student Association 
 Career Services       University Judicial Office 
 

• Scheduling a time for displaying a banner may be done in the Holmes Student Center General 
office between 8:00 am – 4:30 pm, Monday-Friday. 

 
• Banners are limited to promoting all-campus events or events that are in-house in nature. 

 
• The display banners shall be limited to seven (7) calendar day period prior to and including the 

time of event. 
 

• The designated area for a banner to placed will be on the balcony overlooking the atrium.  
Banners will not be permitted in any other locations including on the grounds outside the 
building. 
 

• Banners or signs in windows on the exterior of the Campus Life Building are not permitted 
 

• Banners are to be of canvas nylon or other fabric and should have a professional look to them. 
 

• Banner size will not exceed three foot by ten foot. 
 

• The banner must be removed within 24 hours of the end of the activity or event.  Failure to 
comply may cause the loss of privilege for putting up future banners. 
 
The department or organization agrees to all of the above. 
 
Name of Department of Organization ____________________________________________ 
 
Event________________________  Date(s) Requested ______________________________ 
 
Signature of Person Responsible_________________________________________________ 
 
Today’s Date____________________________________________________ 
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BANNER POLICY 
for 

MARTIN LUTHER KING MALL 
 
Banners in the Mall area are basically used only in the promotion of all-university events (such 
as Homecoming, Springfest, Greek Week, New Student Welcome Days and Unity in Diversity) 
as opposed to the sales of products, tickets, etc.  Any exceptions to this must be requested in 
writing from the Director of Student Involvement and Leadership Development.  Banners may 
remain up for a maximum of seven days.  Size of banners must conform to the posts. 
 
Banners may ONLY be hung from stakes which have been placed by University Grounds Crew.  
Request this service through the Reservationist in the Student Involvement and Leadership 
Development office, Campus Life 150.  Other banners will be removed.  (Request for placement 
of tents also through Grounds) 
 
Requests must be made ten working days prior to the first date requested for posting. 
 
Up to six sets of posts may be requested.  There is an approximate $25.00 charge from Grounds 
for this service and organizations will be responsible for the costs incurred. 
 
Stakes may not be requested from November 15 – March 15 due to weather conditions and 
conditions of the ground. 
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Hanging of Banners 
 

• The Director of the Holmes Student Center determines which events are considered “all 
campus” events.  Banners are limited to events of this type. 

 
• The display of banners shall be limited to a fourteen (14) calendar day period prior to and 

including the time of the event.  The organization will schedule the use of banner hanging 
through the General Office. 
 

• Banners must be removed within twenty-four hours following the event.  Failure to do so 
may result in sanctions in future banner displays and a charge for building service to 
remove the banner. 
 

• The two designated areas where banners will be permitted are by the computer lab and on 
the south steps. 
 

• The hanging of banners will be done at a time when hallway traffic is at a minimum 
preferably after working hours. (8:00 AM – 4:30 PM). 
 

• HSC Building Service Staff will provide a ladder. 
 

• For events sponsored by CAB, banners may be placed that do not necessarily coincide 
with traditional all campus events.  The Director of HSC with CAB representatives will 
determine the legitimacy of whether banners are appropriate. 
 

• Banners should be a size that does not impede traffic or cause safety problems. 
 

The organization agrees to all the above. 
 
Name of the Organization_________________________________________________________ 
 
Event______________________________________  Date(s) requested____________________ 
 
Location Approved______________________________________________________________ 
 
Signature of Person Responsible___________________________________________________ 
 
Date_______________________________________ 
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Poster Policy and Chalk Policy 
 

• The Student Involvement and Leadership Development Office must approve any and all posters 
before they are placed on campus bulletin boards.  Only Student Association (SA) recognized 
student organizations and university departments may place posters on campus bulletin boards.  
Posters receiving approval from this office must have the Student Involvement and Leadership 
Development Office stamp placed on them by the individual submitting them for approval.  Each 
poster must also be numbered in conjunction with the poster sign in log.  A copy of the poster 
must be given to Student Involvement and Leadership Development for their records.  If posters 
are to be reproduced in quantity, an organization or department should get the original copy 
stamped before copies are made.  (An item is considered a poster if it is one page, and it’s size 
is no larger than 24" x 24"). 
 

• The sponsoring organization or university department must be clearly identified on the face of the 
poster.  For an organization to be identified as a sponsor on a poster, there must exist a direct 
relationship between that organization's/department's general function and the event being 
advertised.  The length of time for poster approval is generally no more than two - weeks, or the 
date that appears on the Student Involvement and Leadership Development stamp. 
 

• Organizations sponsoring candidates during elections may receive temporary recognition from 
the SA for the duration of the campaign period.  An individual wishing poster or flyer approval 
for SA elections needs SA somewhere on the flyers ("SA allocated, Open to All"), but does not 
need election committee approval.  Students wishing to run for office and hand out flyers must 
have SA somewhere on the flyer. 
 

• Any poster or flyer indicating in writing or by illustration the serving of alcoholic beverages must 
contain a statement that "no one under 21 years of age will be served; ID's will be checked." No 
reference to alcohol abuse will be allowed (all you can drink, drinking contests, etc.). 
 

• Any poster or flyer printed in a language other than English must either include an English 
translation on the face of the poster or have an English translation on file in the Student 
Involvement and Leadership Development office.  No posters or flyers can be stamped if they are 
using any US securities, reproduction, or a likeness (i.e., dollar bills).  These posters violate the 
law. 
 

• The relative size of the print advertisement or logo of the commercial sponsor shall be one third 
or less in size of the event program, campus agency, or recognized organization being advertised.  
In addition, where feasible, such commercial advertising or logo (i.e., restaurant, bar, etc.) shall 
be positioned in lower one-third of advertisement.  
 

• Approved posters (with the Student Involvement and Leadership Development stamp visible) 
may be placed ONLY on bulletin boards or kiosks provided for this purpose in university 
buildings.  Any poster attached to bare walls, elevators, sidewalks, glass, bus shelters, artwork, 
garbage cans, or floors will be removed.  Posters are not to be attached to the sidewalks in the 
mall, nor to the light poles, or other objects.  Not only is this an eyesore, but a safety issue.  Only 
one type of each poster may be posted on each bulletin board.  A poster may not be placed 
covering other posters. 
 

• Table Tents: Holmes Student Center Food Service Director must be contacted and will advise 
regarding the table tent policy.  
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• Users of meeting rooms in HSC may affix materials to walls inside meeting rooms using only 

masking or drafting tape, but will be assessed charges by HSC if damage occurs. 
 

 
• In residence halls, approved posters are to be delivered to the main desk of each hall at least 

twenty-four hours prior to the day the materials are to be posted.  The main desk will further 
advise you on that particular residence hall's posting policy - this policy differs from hall to hall.  
Please abide by each policy since the halls receive many unapproved posters and flyers. 
 

• For the Huskie Busline, approved posters may be posted only within the overhead advertising 
frames on the inside of any bus.  Item 7, above, also applies to buses. 
 

• Failure to obtain approval for posters or flyers or the posting of materials on objects other than 
appropriate bulletin boards and kiosks or indiscriminately leaving approved poster(s) on 
tables, floor, etc. may result in the loss of an individual's/organization's privilege of poster 

or flyer approval. Any posters deemed inappropriate must be removed by the 
individual/organization in question, within 24 hours of notification.  Repeated violations of this 
policy may result in loss of the organization's status and the adjudication of individuals. 
 

• The Director of Student Involvement and Leadership Development  may withhold approval for 
any poster deemed to be obscene, lewd, or potentially offensive to a portion of the university 
community, or which advertises an event which is illegal or unlawful.  The decision of the 
Director may be appealed to the Associate Provost for Student Affairs. 
 

• Recognized student organizations are allowed to chalk on concrete sidewalks ONLY.  A 
washable non-toxic chalk must be used; no permanent materials are allowed, including but not 
limited to paints, markers, crayons, etc.  Chalking is not allowed on a) university buildings, b) 
stairs, c) decorative bricks, d) walls/ledges or e) any other area not identified as a sidewalk.  
Failure to follow these guidelines may result in the loss of privileges. 
 

• If for any reason poster privileges have been lost or revoked, this also applies to the 

organization’s privilege to chalk sidewalks, use display cases, etc. 
 

• Unauthorized removal of posters/fliers is in direct violation of the University’s Student Judicial 
Code 3-2.1.  Violators will be forwarded to the University Judicial Office.   
 

• Other ways of informing the student body and exercising free speech without posting:. 
 

o Free speech area (MLK Mall Area) 
o Reserve hallway space in classroom buildings and Holmes Student Center 
o Electronic message board 
o Northern Star 

 

1/05 
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Display Window Rules 
 
Group/Dept_____________________________  Date(s) Reserved_____________________ 
 
Window #_________________ 

 
• Display windows may be reserved in the Holmes Student Center General Office by 

Student Association recognized organizations or University Departments for 
announcements, promotions or organizational activities. 

 
• Organizations are limited to 14 total days per semester with a one-window limit.  The 

14-day period may be consecutive or may be divided into two 7-day periods 
throughout the semester. 

 
• In an effort to minimize congestion and reduce installation time, it is recommended 

that organizations prepare their displays beforehand, to the greatest extent possible.  
Only two persons from each organization will be allowed inside the General Office 
to install a display.  Installation must be completed within one hour, although 
additional time may be allowed at the discretion of the HSC staff. 

 
• If an organization or department reserves a window space, but fails to utilize it within 

2 days the window may be reassigned to another group, as need merits. 
 
• HSC reserves the right to remove and discard a display, which is deemed 

inappropriate to the philosophy and mission of the Holmes Student Center or 
Northern Illinois University. 

 
• Window display reservations will be for a period of 7 or 14 consecutive days and will 

begin and end on a Monday.  Installation or removal of window displays must take 
place during the normal hours of operation of the HSC General Office (8:00 am -4:30 
pm), but not prior to 12 noon on the first Monday of the reservation and no later than 
12 noon on the last Monday of the reservation.  In the event Monday is a scheduled 
holiday, Tuesday will be considered the first/last day of the reservation. 

 
• HSC will not be responsible for lost, stolen or damaged items used in a display 

window.  Further, HSC does not provide supplies for the installation of window 
displays.  Organizations are reminded to bring tape, scissors and other items needed 
to properly install their display. 

 
• Paint is not permitted on windows and only masking tape may be used for 

attaching materials to windows or to the window casing.  A $10 charge will be 

assessed to organizations that use a tape other than masking!!! 

 

• Damages, as a result of the installation of a display, are the responsibility of the 
organization or of the department sponsoring the display.  Any damages to HSC 
property may result in suspension of window display privileges. 
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• Display windows may not be used to promote any candidates for student elections or 
for any individual political candidate.  However, a display may be used to promote 
non-partisan voting. 
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Display Case Policy  
 

Only recognized student organizations are eligible to sign up for scheduling the display cases.  
Only one display case at a time can be scheduled by an organization. 

 
The displays are for on-campus events or promotions. 

 
The organization promoting the display should be mentioned/noted somewhere within the 
display. 

 
Organizations are allowed to reserve the display case for one week at a time to promote an event 
or provide information for historical impact. 

 
The display case is not to be used for “selling” or “vending.” 

 
Any reference to alcohol (implied or specific) is not appropriate and not approved for display. 

 
Any display that is deemed to be obscene, lewd or potentially offensive to a portion of the 
university community, or which advertises an event which is illegal or unlawful, will not be 
approved. 

 
Please make cancellations at least 2 working days in advance of the scheduled use. 

 
Student Involvement and Leadership Development will open the case for your organization to 
assemble your display.  The display case will then be locked and reopened for your organization 
to disassemble when the schedule is completed.  If your organization has not come to 
disassemble at the end of your scheduled display, Student Involvement and Leadership 
Development will disassemble for you, but are not responsible for the safety nor inadvertent 
damages that may occur to the items.  The items will be boxed and kept for a maximum of two 
days only. 

 
 

______________________________________________       __________________ 
Organization          Date 
 
___________________________________  ____________________________________ 
Date/week Requested     Type of Display 
 
______________________________________________________________________________
Signature of Requestor     Phone 
 
______________________________________________________________________________ 
Student Involvement and Leadership Development Approval 
 
______________________________________________________________________________ 
Advisor Signature       Date 
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Holmes Student Center 

Table Tent Policy 
March 1998 

 
• A registered student organization or University department as determined by Student 

Involvement and Leadership Development will be eligible to place table tens on tables in 
the Center Café and Blackhawk Cafeteria. 

 
• Once stamped by SILD, the group must submit three copies of the stamped table tent for 

review by the Food Service Director or designee no less than five (5) business days prior 
to placement on the tables.  Holmes Student Center management reserves the right to 
reject or edit table tent materials. 

 
• Organizations may put only one table tent per table per event.  No more than two table 

tents will be permitted at the same time in the Center Café and only one at a time in the 
Blackhawk Cafeteria. 
 

• Departments or organizations are responsible for the placement and collection of their 
table tents.  Those not removed after the designated date will be discarded by the Holmes 
Student Center Staff. 
 

• Each table tent must be folded so it stands on its own and may be no larger than 4” x 6”.  
Tri-folded tents work the best.  Tents are allowed on tables only, not dividers, garbage 
cans, walls, etc.  The use of scotch tape or masking tape to post or attach table tents to 
anywhere is prohibited and such tents will be discarded by the Holmes Student Center 
Staff. 
 

• The Holmes Student Center is not responsible for lost, damaged or destroyed table tents.  
Any tents that are torn, dirty or otherwise damaged will be removed and discarded. 
 

Barsema Hall Building Policy 

Regarding University-Related Announcements 
 

Barsema Hall building policy states that paper-based announcements (i.e. flyers, posters, etc.) are 
NOT to be taped or displayed on walls, posts, tables, desks, and other furniture in Barsema Hall.  
All announcements must be posted tot eh College of Business electronic messaging system.  To 
post an announcement, complete the online form located at 
http://www.cob.niu.edu/barsema/announce.html.  An image may be added to the announcement 
by emailing barsemahall@niu.edu.  Images must be in jpg or gif format.  A lead time of 48 hours 
is needed in order to post announcements.  Organizations violating this policy will lose all 
privileges to the building. 
       

-Dean, College of Business 
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Holmes Student Center Hallway Posting 

“All Campus” Activities 
 

• The Director of Student Involvement and Leadership Development determines which 
events are considered “all campus” events.  Hallway posting is limited to events of this 
type.  Posters shall be 14” x 22”. 

 
• The display of posters shall be limited to a seven calendar day period including the time 

of the event.  After Student Involvement and Leadership Development approval, the 
organization will schedule the use of hallway posting through the General Office. 
 

• The organization must provide an account number so that if posters are not removed 
within twenty-four hours after the permitted schedule posting time, HSC staff will 
remove and discard materials and the organization will be charged $25.00. 
 

• The hanging and removing of posters will be done after normal working hours, preferably 
when hallway traffic is at a minimum. 
 

• HSC maintenance staff will provide the ladder.  A waiver must be signed that holds the 
HSC harmless if injury should occur from use of the ladder. 
 

• For events sponsored by CAB-Posters may be placed that do not necessarily coincide 
with traditional all campus events.  The Director with CAB representatives will 
determine the legitimacy of whether posters are appropriate. 
 

The organization agrees to all of the above. 
 
Name of organization____________________________________________________________ 
 
Event________________________________ Date Posting Requested________________ 
 
Approval by Students Involvement  
and Leadership Development _____________________________________________________ 
 
Account #____________________________________________ 
 
Signature of Person Responsible___________________________________________________ 
 
Date____________________________________ 
 
     
     ___________________________________________ 
     Director 
 
     ____________________________________________ 
Revised 2005    Date 
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Holmes Student Center 

Art Display Policy 
 
 

Faculty and Students may request to display art in the HSC in the glassed in area of the Gallery 
Lounge.  Exhibitors must do the following: 
 
 

• Furnish a sample of the art to Holmes Student Center for approval to exhibit 
• Accept Holmes Student Center guidelines specifying how the art can be exhibited 
• Exhibits can be booked for no longer than 2 weeks 
• The Holmes Student Center reserves the right to deny exhibit space for material 

deemed inappropriate or offensive 
 
 
________________________________________  ______________________________ 
Name        Today’s Date 
 
________________________________________  ______________________________ 
1st Day of Exhibit      Last day of exhibit 
 
 
Description of Exhibit: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
_____________________________________________________________________________ 
 
Approved by:________________________________ Date:_________________________ 
 
Guidelines:____________________________________________________________________ 
 
______________________________________________________________________________ 
 
Exhibitor’s Signature:____________________________________________________________ 
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Policy Statement: 

Solicitation – Free Speech Area 
 

 
University Policy prohibits solicitation of leafleting anywhere on our campus with the exception 

of the free speech area on the Martin Luther King commons between the Holmes Student Center 

and Founder’s Library.  Leafleting and solicitation can be conducted on the concrete covered 

area in the Northwesterly corner of the mall immediately adjacent to the Student Center.  Care 

should be taken not to interfere with entrances or exits or pedestrian traffic.  All wishing to use 

the free speech area should notify the office of Student Involvement and Leadership 

Development at 815-753-6706. 

 
 
 
Issued by NIU Legal Counsel 
June 1985 
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Vehicle on Mall Policy 
 
 

• Group must be a recognized student organization or department. 
 

• Purpose of vehicle show must be related with the organization’s mission and/or goals. 
 
 

• Vehicles are limited to available space. 
 
 

• Location of vehicles must not limit or obstruct walkways. 
 
 

• Vehicle must be removed at dusk each evening. 
 
 

• There is a two day limit for the show. 
 
 

• If any banners are requested, organization is responsible to insert and remove posts. 
 
 

• University accepts no responsibility for damage to vehicles, persons or property as a 
result of this promotion. 
 
 

• Liability for any damage rests with the organization(s). 
 
 

• Reservations must be made a minimum of 10 working days prior to date requested. 
 
 

I, duly authorized representative of _________________________________________________ 
_________________________(organization), herby sign the above with full understanding of 
my responsibilities. 
 
 
 
 
 
__________________________________   ______________________________ 
  Student      Advisor 
 
__________________________________   ______________________________ 
  Date       Date 
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Student Involvement and Leadership Development 

Guidelines for the Preparation and Handling of Food 
 

• Before starting to work, hands and arms must be washed with soap and water and again 
during preparation of food, or as often as may be required, to remove soil and 
contaminations as well as after visiting the rest room.  Adequate facilities must be 
provided, including a sufficient amount of clean, warm water, soap and paper towels.  No 
common-use or reusable towels are allowed.  Picnic jugs with faucet-type (not push-
button) dispenser equipped with warm water are encouraged, providing that a method for 
catching run-off is provided and the catch bucket is emptied frequently into an approved 
treatment area. 
 

• Hands must be washed after touching any part of the face or hair.  Hair restraints are 
required.  Outer clothing shall be clean.  Smoking, eating, and drinking are prohibited in 
the food preparation areas. 
 

• Persons with cuts, boils, respiratory infections and communicable diseases shall not be 
allowed to work with food.  Hands must be washed after any possible contamination.  
Work with clean hands and fingernails, clean hair and clean clothing. 
 

• Avoid sneezing or coughing near food.  Cover nose and mouth while coughing.  Wash 
your hands afterwards. 
 

• If foods containing dairy products or those which spoil easily are offered, they should be 
kept refrigerated until the time of display.  All potentially hazardous foods (meats, milk, 
milk products, poultry, eggs, fish, etc.) must be maintained at proper temperatures.  
COLD foods must be maintained below 41°F.  (A stem thermometer could be used to 
monitor temperatures).  Hot holding devices must be sufficient to hold hot foods at a 
minimum of 140ºF at all times. 
 

• Keep all foods covered to avoid contamination and drying out, and to prevent 
contamination from insects or dust.  Plastic wrap allows the food to remain visible while 
being protected.  Food must be stored off the ground.  Toxic items must be stored below 
or away from food products to avoid possible contamination. 
 

• All food should be handled with proper utensils and/or plastic gloves.  Ice used for 
beverage storage shall not be used for consumption.  Ice must come from an approved 
source and be stored in single use bags.  Scoops or dippers must be used to dispense ice – 
hand dipping is not approved. 
 

• Multi use utensils should have facilities for washing, rinsing, sanitizing and air drying.  
Single use plates, table service, and cups should be used for serving the food. 
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I have read the above and agree to follow these guidelines 
 
_______________________________________ ______________________________/_____ 
Organization      Representative    /date   
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Raffle Tickets Policy 
 
 
University regulations allow for recognized student organizations to conduct raffles and to sell 
raffle tickets on campus with the following criteria: 
 
Since a raffle is a form of gambling, the City of DeKalb requires that a permit be obtained.  Raffle 
permits are obtained by making application to the City Clerk, at the DeKalb Municipal Building, 
200 South 4th Street. 
 
If the drawing for the winner or winners of a raffle is to be held on campus, the university 
regulations for on campus raffles apply.  A copy of these regulations may be obtained upon request 
from the Student Involvement and Leadership Development Office.  Briefly, under these 
regulations the organization must use the net proceeds from the raffle to benefit the university 
through the N.I.U. Foundation as specified in the regulations.  If the drawing for the winner or 
winners is held off campus those policies will not apply. 
 
Recognized student organizations selling raffle tickets on campus must observe established 
procedures for reserving appropriate space to sell such tickets.  Sale of raffle tickets may only be 
conducted in areas approved for fundraising activities.  Contact the general office of the Holmes 
Student Center for such locations in the Holmes Student Center and contact Student Involvement 
and Leadership Development for such fundraising space in all other campus facilities where 
allowed. 
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NIU on Campus Vendor Solicitation Policy 
 

Northern Illinois University encourages vendors to acquaint the University Community with new 
products and other products within their sales line. 
 
Since the University is made up of many departments and individuals some guidelines must be 
followed by vendors calling on the University. 
 
While it is not mandatory that all vendors who visit the University call on the Purchasing 
Department located in Lowden Hall.  It is strongly recommended that vendors who are on campus 
for the first time stop at the Purchasing office before calling on department offices. 
 
Vendors desiring to demonstrate equipment to various campus offices may do so provided the 
University department requests such a demonstration and the equipment is NOT left on campus 
overnight. 
 
If the University desires a longer demonstration period which requires equipment to be left on 
campus overnight the University Purchasing Department will arrange for such demonstrations. 
 
Northern Illinois University requires that all purchasing commitments be made by the University 
Purchasing Department.  No other University staff or faculty members are authorized to commit 
University funds or to obligate the University in any way. 
 
During visits on campus vendors should only quote prices that are contractually agreed upon by the 
University Purchasing Department or the current retail price excluding discounts. 
 
Vendors should not solicit free trial periods with staff and faculty members of the University 
unless contractual agreements have been approved through the University Purchasing Department. 
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Rules and Regulations 

Governing Commercial Advertising/Sponsorships 
The use of commercial advertising on the campus of Northern Illinois University, the 
sponsorship or co-sponsorship by commercial organizations of campus events, programs, 
agencies or recognized organizations and the use of off-campus commercial advertising or 
co-sponsorship or sponsorship of off-campus events or programs when a campus agency or 
recognized organization is the beneficiary and/or co-sponsor shall be subject to the following 
rules and regulations: 
 

• The University has final authority in all matters pertaining to commercial advertising, 
sponsorship or co-sponsorship and the use of the University’s name, seal, logo or 
official symbols. 

 
• Approval of commercial advertising or commercial sponsorship or co-sponsorship of 

events, programs, agencies or recognized organizations does not imply an 
endorsement by the University of commercial products or services. 

 
• Applicable federal, state and local statues and regulations as well as University rules 

and regulations shall be observed at all times.  No advertising or commercial 
sponsorship or co-sponsorship shall be acceptable which in itself is illegal or which 
encourages members of the University community to engage in an illegal activity. 

 
• Rules and regulations established by professional organizations, governing boards, 

regulatory bodies and accrediting agencies to which the University itself or individual 
campus agencies or recognized organizations subscribe shall be observed at all times. 

 
• Commercial advertising or commercial sponsorship or co-sponsorship shall not be 

acceptable if the standards of good taste that exist within the University are not 
observed at all times. 

 
• University policy and procedure shall be followed in considering contractual 

agreements in the name of the University. 
 
• Commercial products shall not be sold or given away at University events or function 

except in accordance with University policy. 
 
• Commercial products which are illegal for segments of the University community 

shall not be offered as prizes, bonuses, or promotional gifts. 
 
• The relative size of print advertisement or logo of a commercial sponsor shall be one-

third or less in size of the event, program, campus agency or recognized organization 
also being advertised.  In addition, where feasible and appropriate such commercial 
advertising or logo shall be positioned in the lower one-third of the advertisement. 
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• In the broadcast media, the amount of time allocated to commercial sponsorship 
should not exceed that generally accepted in media practice. 

 
• The President or the President’s designee shall be responsible for the implementation 

and interpretation of these rules and regulations. 
35 

• Alcohol beverage marketing programs specifically targeted for students and/or held 
on campus should conform to the code of student conduct of the institution and 
should avoid demeaning sexual or discriminatory portrayal of individuals. 

 
• Promotion of beverage alcohol should not encourage any form of alcohol abuse nor 

should it place emphasis on quantity and frequency of use. 
 
• Beverage alcohol (such as kegs or cases of beer) should be provided as free awards to 

individual students or campus organizations. 
 
• No uncontrolled sampling as part of campus marketing programs should be permitted 

and no sampling or other promotional activities, should include “drinking contests.” 
 
• Where controlled sampling is allowed by law and institutional policy, it should be 

limited as to time and quantity.  Principles of good hosting should be observed 
including availability of alternative beverages, food and planned programs.  The 
consumption of beer, wine or distilled spirits should not be the sole purpose of any 
promotional activity. 

 
• Promotional activities should not be associated with otherwise existing campus events 

or programs without the prior knowledge and consent of appropriate institutional 
officials. 

 
• Display or availability of promotional materials should be determined in consultation 

with appropriate institutional officials. 
 
• Informational marketing programs should have educational value and subscribe to the 

philosophy of responsible and legal use of the products represented. 
 
• Beverage alcohol marketers should support campus alcohol education programs that 

encourage informed and responsible decisions about the use or non-use of beer, wine 
or distilled spirits. 

 
• If permitted, beverage alcohol advertising on campus or in institutional media, 

including that which promotes events as well as product advertising, should not 
portray drinking as a solution to personal or academic problems of students or as 
necessary to social, sexual or academic success. 

 



87 
 

• Advertising and other promotional campus activities should not associate beverage 
alcohol consumption with the performance of tasks that require skilled reactions such 
as the operation of motor vehicles or machinery. 

 
• Local off-campus promotional activities, primarily directed to students, should be 

developed in consultation with appropriate institutional officials. 
 

11/1/87 
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Bonfire Policy 
07/11/1991 

 
The following policy has been developed to deal with bonfires on the NIU campus. 

 
• All requests for burning permits (bonfires) shall go through the DeKalb Fire 

Department. 
 

• One water pressure fire extinguisher shall be provided at the bonfire site by the 
user organization for emergency purposes.  Student Involvement and Leadership 
Development may borrow a spare extinguisher from the Holmes Student Center 
janitorial area. 

 
• No bonfires shall be constructed during prolonged dry periods.  During a dry 

period (2-3 weeks) approval must be obtained from the Office of Environmental 
Health and Safety. 

 
• Grounds will be responsible for building all fires.  Only wood supplies by 

Grounds can be used.  When the wood made available by Grounds is used up, the 
fire should be put out.  (No outside wood or flammables are to be brought in to 
prolong the fire.) 

 
• All bonfires will be at one of two locations: 

 
o Fire pit at stone bench- East Lagoon 
o Designated fire-burning area- Northwest of West Lagoon 

 
• The user organization is fully responsible for putting the fire out.  The advisor for 

each group will be held responsible for fire extinguishment. 
 

• The user group will be responsible for all incidents of damage or injuries related 
to the bonfire.  The group will be responsible for all costs incurred if Grounds or 
the DeKalb Fire Department has to be called out. 
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Fireworks 
 
In order to have a Fireworks display on campus, the sponsoring organization must adhere to the 
following guidelines.  Paper documentation must be supplied to the office no less than one (1) 
month prior to the event. 
 

• All City and State requirements must be followed.  A checklist by the City of DeKalb can 
be obtained at City Hall.  (A copy of this checklist must be filed in the Student 
Involvement and Leadership Development Office.) 

 
• The supplier of the firework devices must be licensed and insured in the State of Illinois.  

(A copy of the license and certificate of insurance must be supplied to the Student 
Involvement and Leadership Development Office.  Additionally, any contracts between 
the University and firework’s vendor should indemnify and hold the University harmless 
from any damages and injuries resulting from the use of the firework devices.  Copies of 
said contract must be supplied to the Student Involvement and Leadership Development 
Office.) 
 

• The fireworks operator must be licensed and insured in the State of Illinois and should 
indemnify and hold harmless the University for any damages and injuries resulting from 
his/her behavior.  (Again, written documentation must be supplied for all of these points.) 
 

• The University’s safety office must be contacted no less than four (4) weeks prior to the 
event. 
 

• The Fire Department of the City of DeKalb must approve the event, and any necessary 
provisions outlined by the Department must be followed. 
 

• The sponsoring organizations must have sufficient funds and agree to pay any and all 
expenses resulting from the display.  Expenses will include, but will not be limited to:  
Necessary emergency vehicles and personnel, grounds crew, security, firework devices, 
and operator costs. 
 

• The University retains the right to determine the time, date and place for the display.  The 
University also retains the right to cancel and/or stop the event at any point – due to 
reasons of safety or inclement weather. 
 

Additional requirements may be necessary for certain events and will be determined on an 
individual basis. 
 
By signing below, the sponsoring organization agrees to follow and abide by all the points listed 
above. 
 
________________________________________  ______________________________ 
Name        Date 
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_________________________________________ 
Name of Organization 
 
_________________________________________ 
Name of Advisor 
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Bomb Threat Recommendations 
 

• Consult Bomb Threat Policy in Holmes Student Center manual (TAKE ALL THREATS 
SERIOUSLY). 

 
• Upon arrival at facility of threatened event, officers will seek out and notify staff member 

and/or student programmer in charge of the event. 
 

• Staff member or student programmer will notify officer(s) if an alternate facility has been 
prearranged.  If not, together they will attempt to identify a facility where program can be 
moved. 
 

• Police will notify audience of situation and assist with crowd control as facility is vacated 
to new site. 
 

• Police will send one officer to unlock and remain at new facility. 
 

• One officer should accompany group to new site.  At that time, one officer will remain 
until program is finished. 
 

• Staff member should perform follow-up with Student Involvement and Leadership 
Development first working day after the occurrence. 
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