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Facility Usage Policy
101 Wilder Hall
221 Stockbridge Road
Amherst, MA 01003
413.545.2517 [W]
413.545.3382 [F]

Our Mission 
The Center for Multicultural Advancement and Student Success (CMASS) is comprised of four integrated functional areas: Academic Support, Student Development, Cultural Enrichment and Institutional Diversity. Using a student centered approach which values collaboration, dialogue and action, the programs and services offered engage first generation  multicultural students and  colleagues in courageous, inclusive and supportive learning experiences. We aim to create partnerships and collaborative possibilities, provide resources and advocate for students of color and other underrepresented constituencies to ensure academic success and personal growth.
CMASS is actively engaged in the following:

· Diversity , multiculturalism and Social Justice

· Transformative Learning

· Leadership that respects the individual,  group and the community

· Collaboration
We welcome students, student organizations, faculty and staff to use our spaces so long as they are available for purposes that enforce our mission and values.
General Rules:

1. Personal Use:  The Center may not be used for personal gatherings, storage, housing, establishing residency or other personal activities.

2. Minors:  Minors have to be accompanied by parent/guardian unless already enrolled at the University. 
3. Cleaning:  Groups and individuals using the center are responsible for cleaning their own assigned spaces and all common spaces used by the group or individual following an activity.
4. Alcohol:  The sale, distribution, consumption, or possession of alcohol at the Center is expressly prohibited.  
5. Food:  Food may be served but not prepared at the Center.  No cooking allowed at the Center.
6. Misconduct:  Disputes, violations, or misconduct must be reported to the Center’s Director for resolution and/or disciplinary action pursuant to the applicable University rules, policies and procedures.
7. Illegal Activity: Violations of local, state, and/or federal statutes on facility property are expressly prohibited.
Facilities
The capacity for each available room, per the state fire codes, will be observed at all time;
· Room #201 Maximum capacity: 40-50 people.  Couches and tables with chairs are available.

· Room#102 – Maximum capacity: 30 people.  Tables and chairs are available
· Room #005- Maximum capacity: 30 people.  Tables and chairs are available

· Room #008- Maximum capacity: 15 people.  Conference room table with chairs are available.
Requester needs to bring own laptop and projector if giving a presentation is part of the event/activity.  Wilder Hall is Wi-Fi equipped.

Reservation

Request to use common space at CMASS requires a period of 5 days prior to planned meeting /activity and must adhere to the following procedure:

Procedure for requesting usage of a CMASS facility:
1. Requester [RSO/non-CMASS staff, faculty and administration] calls/emails the Office manager at
413.545.2517/ (o) with the information for the meeting/activity (time, date, room #)
2. If requested date/time/room is open, Administrative staff/Office Manager will contact the Requester and send the official Use of Space Request Form and Contract for Use of Space.
3. The Requester fills out both forms and returns these to Administrative staff/Office Manage before the date of the event. These can be dropped off in 101 Wilder Hall.
4. CMASS Administrative Staff/Office Manager emails Requester with confirmation that room has been reserved for their usage.
5. If request is denied, an email will be sent to Requester indicating request is denied.

Providing Access to Wilder Hall for Weekend Events (by CMASS Staff)
RSO/non-CMASS staff, faculty and administration can hold events at Wilder Hall on weekends.  Access to the building will be arranged by CMASS staff.
Requester will follow the procedure for requesting usage of a CMASS facility as detailed above.

Accountability

1. No tape, nails, staples, etc. may be used on facility walls, ceilings or windows.  Candles are not permitted. 
2. Equipment and furnishings at CMASS cannot be removed from the premises for any reason.

 No unauthorized use of CMASS equipment or supplies (e.g., copier, fax machine, etc.) is permitted.  Storage is not available for any purpose either before or after the event/meeting.
3. Student groups, RSOs, faculty and staff must adhere to the agreement stated in the Contract for Usage and are responsible for set-up of the room and that the furniture must be placed in the original arrangement as detailed in the diagram located on the back of the room door. 
4. Student groups, RSOs, faculty and staff is  responsible for making sure that the room is left clean by placing ALL trash from the event including recyclable items into the main trash/recycling bins located in the entrance hallways as well as wiping down all tables.
5. Student groups, RSOs, faculty and staff who reserved the room and participated in the event agree to pay for any damages to any CMASS furnishings or equipment used and/or the meeting space itself (furniture, walls, etc.)
The cost incurred to repair any damage, replace any damaged property or for any special clean-up or maintenance resulting from the event or activity will be charged to the requester who reserved the facility.  Compensation for repairs expected within 30 days after the event.

Accessibility

Rooms 102, 005 and 008 are handicap accessible.  Requests for reasonable accommodation should be made at the time of the reservation request or as soon as accommodation is known to be needed. 

Cancellations

Event sponsors should notify CMASS at least 24 hours in advance if an event is cancelled or postponed.  Failure to use the room without advanced notification may result in the loss of reservation privileges.

CMASS is not responsible for any lost, stolen or damaged property belonging to users of the facilities. CMASS disclaims responsibility for injuries occurring in the use of or preparation for the use of the reserved space at the Center.



Center for Multicultural Advancement & Student Success

USE OF SPACE REQUEST FORM

WILDER HALL

Date of Application:




Name of Group(s):______________________________________________

Contact person:



          Phone:________________

E-Mail:_____________________

Speed Type_______ Account Number________ Fund Code_____
Name of event:











Date(s) Requesting:










Details of event:________________________________________________

_____________________________________________________________

Time set up:











Time of event:











Time Clean up:











Food at event:     No______
Yes______ 


Total Attendance: 





Items needed:











(ex. tables, chairs, restrooms)

*Please give details on what you will do to provide protection to the furniture/ space. 

*If using it for arts or crafts when the furniture may need protection

Space Configuration

Type of Event

 ___Meeting

___Workshop

___Arts/Crafts

___Class


___Dance/Exercise/Movement

Need of Space

___One Time

___Weekly

____Bi-Weekly
___Monthly

Center for Multicultural Advancement and Student Success
CONTRACT FOR USE OF SPACE

WILDER HALL

I






 requested to use      Room            
 

                Person in charge/ organization                                                                    space #

space in Wilder Hall on 


 from 


to
            
. 




   Date of event
                      Start                       End

I agree to be present during the event and maintain use of only the space that our group has requested and no other space within the Center, except for the restrooms.  I understand that I’m responsible for set-up of the room and that the furniture must be placed in the original arrangement as detailed in the diagram located on the back of the room door. I also agree to be responsible for making sure that the room is left clean by placing ALL trash from the event including recyclable items into the main trash/recycling bins located in the entrance hallways as well as wiping down all tables.  I agree to pay for any damages created in the space that our group has requested by those attending and provide compensation for repairs to CMASS within 30 days.
Please keep in mind that CMASS will not be able to supply paper goods.  If your group is bringing in refreshments, you will need to bring paper goods and other supplies that are needed for your event.

                   PRINT                                 

          SIGN          

          DATE

----------------------------------------------------------------------------------------------------------------------------------------

(For CMASS use only)

Registered organization/ person using this space has contacted me and I am aware of their use of the space.

PRINT                                 

          SIGN          

          DATE
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