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INTRODUCTION TO CONFERENCE POLICIES AND PROCEDURES

TheUni versity of North Carol i nafacéitesicChar | ot t e
compliance with the laws of the State of North Carolina and local laws and regulations.
The responsibility for enforcement of these laws and regulations rests with the conference

pl anner and organi zat i on onplyerrerdorca suéhttamy A CIl i en

will result in loss of the privilege to utilize University facilities.

University reserves the right to deny use of its facilities if that use is not in the best
interest of University or if the event conflicts with regular Warsity operations.

University reserves the right to schedule activities and events in the appropriate locations,
taking into account the size, accommodations, traffic and general nature of the event, and
to schedule the necessary support services staffdore safe operation of the event.

The Conference Agreemenalong with this documentfi Speci fi cati onso) ¢
the entire understanding between University and Client.
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PLANNING YOUR PROGRAM

The Conferences, Reservations and Event Servicestiepd (CRES) works closely

withtheCl i ent to coordinate conferences/ camps o0Cc
The office, |l ocated in the Bonnis¢oph. sGope& Un
for meeting and recreational facilities, housing,deervice, parking and other services.

CRES is dedicated to providing high quality services in an environment that meets the

needs of th€lient. Acting as representative agent of all reserved space on campus,

CRES will assist with every need from catting space to catering and event needs.

Estimated fees for all services are a part of the signed Conference Agreement with final

charges compiled on one invoice.

The University hosts numerous conference groups involving more than 16,000
participants eeh year in addition to supporting a large enrollment in its academic

program. Space on campus is at a premium; therefore early planning is a vital component
of the conference process.

Planning for a summer conference or camp should begin by cont@&®EBEg§10-12

months in advance. Conference scheduling for summer is generally done in October of
the year previous, with ne@ients added where space is available (returning customers
have priority status when scheduling space for summer conferences) reGoafe

requests should include program title and dates, meeting and recreational facility needs,
estimated attendance, housing preference including linen needs, equipment needs and
food service requirement€CRESwill then confirm by mail the request foates.

Clients should be aware, however, that the University makes no commitment to host an
event until both parties execute a cant. Conference Agreements are typically mailed

by late February.

All conference inquiries should be directed to one effthlowing persons:
Ann Benson, Director of Conferences, Reservations & Event Services
704.687.2390
aebenson@uncc.edu

Alicia Clapp, Assistant Director of Conferences
704.687.4994
anclapp@uncc.edu

Marie Rutherford, Conference Manager
704.687.2659
mruther7@uncc.edu

Meagan Flood, Administrative Assistant
704.687.2842
mflood3@uncc.edu

Mailing address:
Conferences, Reservations and Event Services

The University of North Carolina at Charlotte
Bonnie E. Cone University Center

9201 University City Boulevard

Charlotte, NC 28223
http://conferences.uncc.edu
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MEETING & RECREATIONAL FACILITIES

The University allows a variety of meeting/recreational facilities to be reserved by
conference groups and youth camps. The Bonnie E. Cone University Center offers the
most indoor meeting space campus followed by the James H. Barnhardt Student
Activity Center( i S A beje are other facilities that accommodate gramplscamps
such as academic classrogmexreational fields and athletic complexes. See Appendix A
for campus and facility maps.

Bonnie E. Cone University Center

The Bonnie E. Cone University Center serves as one of the primary meeting facilities on
campus, offering 30,000 square feet of conference sfdus space includes a 600 seat
lecture hall, the C.A. McKnight Auditorium, agell as a variety of rooms for breakit
sessions or meeting spaces for as few as 12 or as many as 190. The John Paul Lucas
Room seats 300 audience style or 200 banquet style and features parquet flibiemg.
reserving space in the Cone University @emtutside of normal operating hours, there

will be a charge assessed for a building manager to be on site. This includes early
openings and late closings. Regular operating hours during the summer are:

MondayFriday. 7am10 pm Saturday4 pm-10 pm
(These hours are subject to change without notice and are not valid when the University is closed for
holidays or semester breaks.

Sunday4 pm-10 pm

Aud Class | Class Class Class Round | Round Conf ConfU
Room Style | room room room room tables tables Square
18" w/2 | 18" w/3 | 3x6 w/2 | 3x6 w/3 w/6 w/7 # people | # people
chairs | chairs chairs chairs chairs chairs

109 16 FX
110 16 FX
111 Combined 60 30 45 24 36 42 49 30 30
111A 30 10 15 8 12 18 21 20 15
111B 30 10 15 8 12 18 21 20 15
112 Combined 90 44 66 34 51 66 77 40 40
112A 30 16 24 12 18 24 28 20 18
112B 60 28 42 22 33 42 49 30 30
113 Combined 60 28 42 20 30 42 49 30 28
113A 30 12 15 10 12 18 21 20 15
113B 30 12 15 10 12 18 21 20 15
207 12 FX
208 50 20 30 18 27 42 49 28 23
210 Combined 180 90 135 52 78 108 126 52 47
210A 60 32 45 22 33 48 56 28 27
210B 80 36 54 30 45 60 70 40 37
265 20FX
268 Combined 56 FX
268A 32 FX
268B 22 FX
AfterHours 250 FX
McKnight 600 FX
J.P. Lucas Room| 300 72 108 174 203
347 15 FX
348A 20FX
348B 24FX

FX = Fixed setup (These figures do not reflect additional space needed to accommodate staging, projection equipment

4
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James H. Barnhardt Student Activity Center
The James H. Barnhardt Student Activity Celitdir S Ai€angther large space
frequently used for conference events. It features the Halton Arena with a seating
capacity of 00 and five hospitality salons that can be used individually fatlsm
meetings and meal functions or combined for larger events accommodating up to 500
audience style. In addition, the facility includesr recreational courts, aerobics studio,
climbing wall, game roonfjtness room, and food court. When reserving spadhe
Student Activity Center outside of normal operating hours, there will be a charge
assessed for a building manager and/or event manager to be on site. This includes early
openings and late closings. Regular operating hours during the summer are:

MondayFriday 7am-10 pm

Saturday 12pm-10 pm

Sunday 1 pm-10 pm

(These hours are subject to change without notice and do not reflect times when the University is closed for
holidays or semester breaks.

Aud | Class Class Class Class Round Round Conf ConfU

Room Style | Room room room room tables tables | Square

18" w/2 | 18" w/3 | 3x6 w/2 | 3x6 w/3 w/6 wi/7 # people| # people
chairs | chairs chairs chairs chairs chairs

1 Salon 100 28 42 20 30 60 70 36 36

2 Salons 200 56 84 40 60 120 140 n/a n/a

3 Salons 300 84 126 60 90 180 210 n/a n/a

4 Salons 400 112 168 80 120 240 280 n/a n/a

5 Salons 500 140 210 100 150 300 350 n/a n/a

(These figures do not reflect additional space needed to accommodate staging, projection equipment, etc.)

Belk Gymnasium

TheBelk Gymnasium houses classrooms, an indoor pool, three recreational courts, and a
weight room. When reserving space in the Belk Gymnasium outside of normal operating
hours, there will be a charge assessed for a building manager and/or event @auashager
porter(s)to be on site. This includes early openings and late closings. Regular operating
hours during the summer are:

MondayThursday 8 am10 pm Saturday 2 pm8 pm

Friday 8 am8 pm Sunday 4 pm8 pm

(These hours are subject to change withoutagoéind do not reflect times when the University is clésed
holidays or semester breaks.)

Recreational Playing Fields and Athletic Complexes

There are several recreational playing fields and athletic complexes throughout campus.
These multipurpose fids and facilities are able to accommodate a variety of sports and
events. A field manager and/or event manager may be necessary for certain events. A
charge will be assessed for a field manager and/or event manager to be bntisée.

event of inclemet weather or wet fields, it is the responsibility of the field/event

manager to maka rain call. Please see pddfor further information about rain sites.

Academic Space
Rooms may be reserved in academic buildings, based on availability. Acepeoe
includes tiered lecture halls that seat up to 230 and classroomsI8050
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HOUSING INFORMATION

The Department of Housing and Residence Life and the Office of Conferences, Reservations and Event
Services work closely together to provide confieeeguests a quality, safe and enjoyable experience in
University Housing. The entire staff of the Department of Housing and Residence Life is involved with
our conference program and is committed to assisting you during your stay on campus.

Housing Options
There are three types of housing available on the UNC Charlotte campus:

¢ Traditional Hgh-RiseHalls provide 25 2person bedrooms and 4 large bathrooms on each floor.
Depending on demand, single rooms maywalable.

e SuiteHalls are made up ainits with bedrooms, a living room and a bathroom. Suites can be
double rooms or single rooms; most suite units have 4 beds.

e ApartmentAreashave 4 iperson bedrooms, a kitchen, a living/dining area and bathraolitiés.
Linen service is provided for all apartment guests.

Youth camps are primarily housed in the traditional frigh buildings and adult groups housed in suite
or apartment areas. Not all residential areas are open to conference guests.

All rooms are akconditioned and have window blinds. Each bedroom usually contains a desk, single
bed and wardrobe/closet for each person. In the suites, a couch is provided in the living room. Each
apartment has a kitchen with appliances (no cooking uterdiitéig table with chairs, and a couch.
Trashcans and recycling bins are provided in each residential unit.

The University provides telephones in most residence hall rooms by special arrangements only.
Televisions are available in common area loungesost residence halls. Laundry, kitchen facilities

and vending machines are also available in every area. Deluxe apartments include linens, televisions,
alarm clocks and telephones. Clients should contract with CRES for such requests.

Conference guss are expected to leave their units clean and in good order when they leave. They are
responsible for removing the trash and recyclable items from their rooms as well.
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General Conference Housing Information

24-hour Information and Service Desk

The Howsing and Residence Life office staffs an Information and Service Desk 24 hours a day, 7 days a
week during the conference season. Clients or participants may call to report emergencies, request
housing or facilities repairs, inquire about businessesstaiueants in the local area, and leave urgent
messages for conference attendees.

Prewalk of Rooms

Residential groups are required to participate in anadé& of their assigned residence hall space before

the arrival of the participants. Clients andfwir representative and a member of the housing

conference staff will tour the residential areas to orient the conference to the space and to agree on the
condition of the space at cherrk

A pre-walk should be scheduled during the chetkime for arly arrivals, if any. If no early arrivals
are planned, the pmgalk should be arranged no more tharh®dirs before the regularly scheduled
registration; or, if registration is scheduled for a weekend date, thegbkeshould be scheduled for the
Friday before arrival. Arrangements for the pralk must be made through CRES no later than the
estimated attendance deadline as specified in the Letter of Agreement.

Registration and Checkout Times

So that rooms may be readied for the next group, cheplkeoiaids will conclude at noon and

registration periods will begin no earlier than noon. Any participants who extend their stay past noon on
their scheduled checkout day could be billed for an additional day at their contracted rate.

If the same rooms ateeing used for consecutive conferences, there is a minimum of 4 hours after
checkout of the first group before the second group may register for housing. The Housing Office must
review requests for exceptions to these guidelines at least 30 days priorgor oup 6s ar r i val
the summer schedule may prevent exceptions from being granted.

Registration and checkout times shall be fixed as stated in the Letter of Agreement. The University will
provide staffing for registration and checkout adong to the following schedule:

¢ Residential attendance ofsD participants: 1 hour registration and 1 hour checkout;
Residential attendance of A00 participants: 1% hours registration and 1 hour checkout;
Residential attendance of 2250 participants2 hours registration and 2 hours checkout;
Residential attendance of 2200 participants: 22 hours registration and 2 hours checkout;
Residential attendance of 201+ participants: 3 hours registration and 2 hours checkout.

Additional hours can be arrangédequested in advance. There is an additional hourly charge for this
service.

Housing and Residence Life will provide up to 3 tables and 6 chairs for-ocheclcheckout.
Additional tables and chairs are available at an additional charge and bhoekkerved through CRES.

Staff

The Department of Housing and Residence Life prowdésnsive staffing for the conference program.

Each conference will have a falime staff member assigned to manage the conference and provide on
site customer respsea. Additionally, two Conference Assistants (student staff members trained
especially to work with the conference program) arealwaysenl | t o respond to gu
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The Department of Housing and Residence Life also has a-kangohg oncall system of residence
life professionals, maintenance and housekeeping staff to respond to after hours emergencies.

Guests should contact the-Bdur Service and Information Desk.

Accessibility
The Department of Housing and Residence Life is committed tadomg accessible housing for all its
guests. It is the responsibility of the Client to notify CRES of any special needs.

Assignments
The University pr ef erassighdpaceintbeoresilence bafittiear gr oup s 0

participants. The University will provide housing rosters to the Client. The completed roster is due in
CRES at least 10 calendar days before the early registration date for the conference. Clients must assigr
all available space on one flooedinning with the lowest floor, before moving to the next. Failure to

do so may result in the conferenceds being char
rooms are used.

Conference staff from Housing and Residence Life managegassits made esite. Assignments
are made on a firstome, firstserved basis filling each room and floor before moving to the next.
Participants who have roommate request(s) should register for housing together. Due to the high
demand for residentiapace, the Housing Office reserves the right tasssgn any unused rooms
remaining on a floor.

As noted Clientmust provide to University a typed roster of participants, along with the guarantee
participant numbers for housimg fewer 10 calendar daysior to the event, The University cannot

guarantee housing services for any participants whose attendance exceeds the guaranteedfpatnbers.

the time of the event, actual attendance exceeds the guarantee numbers prov@esht thest receive

prior approval from the University before the University accepts the additional participants.

Uni versityds approval to increase the guarantee
University reserves the right to increase the cost @eson for housing for approved attendance of
participants exceeding the guarantee numbeHsctual attendance varies froGlient s guar ant e e
numbers by more than 5%, the University may adjust the rates up to a maximum of 20% to cover costs
associateavith lost business opportunity or additional labor/supplies required to provide contracted
services, based on the Universityods availabilit

Room changes cannot be permitted after clie@xcept when there are extenuating circuncsta.
Any room changes must be coordinated with the Housing and Residence Life conference staff through
the Client.

For privacy reasons, men and women will generally not be assigned to the samsehiiglor, or

within the same suite/apartment uritlease consult with CRES for specific guidelines and/or to request
exceptions. Housing and Residence Life may not allow more persons to occupy a room than is the
roombébs specified capacity.

Damage Charges
The University reserves the right to seek compgmsdérom the Client for damages caused by
participants6 abuse, neglect or any deliberate
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Elevators

Conferenceparticipants are expected to use the elevators properly, and the Clientrabattta the
behavior of participantis the elevators Participantstsould not misuse or abuse the elevators

including overloadingt and/or tampering with or dismantling any equipment. Participants found to be
misusingor abusingan elevator will forfeit theihousing immediately. Conference Staff may, in
consultation witithe Client | i mit a groupo6és el evator use |if

Fire Equipment and Safety

Each residence halbom is alseequipped with a smoke detector, aird filarm pli stations, and fire
extinguishersre located on or near edbbor. The fire alarm system in each building is connected
directly to the Charlotte Fire Department and the University Police Department. If an alarm sounds, all
persons in the building aexpected to evacuate immediately.

For fire safety reasonsandles, oil lamps, incense, grills or any other device with an open flame are
prohibited.

Because of the dangers and risks to residents and fire fighters associated with false fire alarms and
intentional fires, there are criminal and civil penalties for intentionally setting any fire; for intentionally
causing any false fire alarm; and for vandalizing or tampering with any fire alarm or fire protection
equipment.Probable sanctions for these laittons are removal from campus housing and/or criminal
prosecution.Conference participants found pulling a false fire alarm and/or tampering with any fire
safety equipment will be immediately removed from campus houdhaijure to evacuate in the easf

an alarm could also result in removal from housifigey will al be subject to civil fines @500

charge and/or six months in jail.
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Housekeeping
Members of the Housing and Residence Life housekeeping staff provide cleaning to common areas and

highrise bathrooms daily MondayFriday. They will not clean within apartment or suites units except

by special arrangement and only for guests whose stay exceeds 10 days. There will be additional fees
for such service. Housing and Residence Life willve cleaning kits for longerm guests by request.

All guests are expected to leave their units clean and in good order when they leave.

IDs

All participants will be issued a conference nametag and/or conference wristbarmibstes

identification and should be worn at all times. In addition, participants and/or conference leaders will be
issued access cards to use in the electronic card readers at the front entrance afisdl anghsuite

buildings. It is crucial thatnly authorized residential participants enter buildings by using their own
cards; access cards are not to be lent to anyone. Access cards will not be issuedsiol el

conference participants, except with special permission of CRES and HousiRgsidence Life. Lost

ID cards should be reported immediately to the Service Desk.

This ID card could also be programmed to allow access inside the cafeterias to traditional line service or
debit/credit for meal costs depending on the meal plan selec&e@ngements can be coordinated
through CRES prior to the event.

Keys/Key Cards

All participants will be issued one key or key card to their room that should remain in their possession
throughout their stay. If a participant is ked out of his/her room, contact the-@dur Information and
Service Desk immediately. A member of the Housing and Residence Life Conference Services staff
will meet the participant at his/her room to let him/her into the room. If a key/key cardas tossing

for more than three hours after notification to then®dr Information and Service Desk, the lock must

be changed, and a fee for the lock change will be charged to the conference group.

Some camps or conferences may collect a key depasittfreir participants. Those deposits are the
sole responsibility of the camp or conference.

Keys/key cards not returned during the regularly scheduled checkout time are subject to an immediate
lock change. Such keys, if found, will be accepted folloveimgckout. However, lock changes may
have already been completed and the group will incur the appropriate charge.

These guidelines are enforced both to enhance c

contract with its lock and key vead The fee for each lock change ranges from $603&#0.00, with
possible additional labor charges, and will be billed directly to the Client.
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Laundry
Laundry rooms are located in each residential area. Occasionally, one afrin@mse areas may not be

available due to maintenance so guests will be directed to the next closest laundry facility. Change
machines are not available in the laundry areas.

Current cost to operate washers and dryers:
Washers $.75
Dryers $.50 perd4 minutes

Refunds for malfunctioning laundry machines are available at the 49er card office in the Auxiliary
Services Office, 704/682492.

Linen

The University offers conference groups linen service, which includes 2 sheetsw] pitltlowcase, 2
towels, 1 washcloth, and 1 blanket or comforfelinen exchange service is available once per week,
for an additional fee, for groups whose stay exceeds one week (6 nights) unless additional service is
requested In such cases, it the responsibility of each participant to place the used linen in the living
area of the suite/apartment on the specified day. Conference staff will collect used linen and leave a
fresh linen packetLinen service in the highrise space is available onraindividual basis. Groups

using suite areas have the option of declining linen service

Maintenance

Maintenance problems such as overflowing toilets, lights out, malfunctioning air units, stalled elevators,
etc. should be reported to the-Bdur Infomation and Service Desk. In most cases, Housing and
Residence Life staff can address the problem immediately. If not, they will forward the work order to
the appropriate office. If the problem has not been addressed within an appropriate timefrdmae, anot
call to the 24hour Information and Service Desk is encouraged.

Meeting/Community Space

Each residential area includes lounge space that may be used by conference groups for small meetings
and informal gatherings. Lounge areas differ in size anddifenishings available and may not be
adequate to suit all meeting needs. Specific room set up or space needs are coordinated through CRES.
Additional charges may apply to reserve and use specifically designated space and to prepare any space
for a paticular need (i.e., placing additional tables/chairs in public areas).

Pets

Animals are prohibited in the residertals except for approved service animals for the disabled. This
prohibition includes, but is not limited to, cats, dogs, snakes, tusttds, hamsters, mice and other
rodents. Conference guests who bring animalstireagesidence halls could forfeit their housing.

36



Safety
The University of North Carolina at Charlotte has and accepts the obligation to providenpgrso

equipment, and procedures to promote safety on campus. The University believes that an effective and
successful approach to campus safety includes prevention, education, and the ability to respond. All
members of the community and all visitors aneouraged to take an active role in maintaining a safe
environment.

Participants will be residing in a highly populated environment and need to exercise basic precautions to
enhance their safety. The University encourages all persons to keep roornoclkeExsat all times,

travel in groups from location to location, ensure outside doors are secure, use lighted sidewalks at

night, and report any and all suspicious happenings/persons, etc. to the Conference Staff and/or Campus
Police.

All residence hallsare locked 24 hours a day, and are equipped with card access readers. The card
access reader is a computerized method of gaining entry into a building. Participants assigned to high
rise buildings or suite areas will be required to use access cardsardsdidentification cards) to gain
entry into their assigned residential facilities.

Security Coverage

One 8hour front desk coverage shift is included for conferences located in thaseghand suites.
Typically thisis from 11 pm until 7 am. Additional (optional) shift coverage is available on a per shift
rate.

Televisions/Telephones

In most residential areas, there is a television in the lounge area. However, this is not guaranteed nor is
the University responiie for upkeep of such units. Groups needing a television or other audio/visual
equipment are encouraged to request this service through CRES well in advance. There will be a charge
to place a television in a residence hall room. The group is respofwilslupplying any coaxial cable

to connect to local cablevision.

Telephones may be rented throl@RESprovided a minimum notice of 2 weeks is given. There is a
charge for telephone service (restricted to local and calling card calls) and an additawgalfor voice

mail. Overnight conference groups are required to have at least one telephone in service at all times for
the group leader in case of emergency. Phone contact information is to be @g\BS0

Trash Remova@Recycling

Conference partipants are expected to empty their own trabfash chutes and trash bins are located
in each residential area. Trash and recyclingoisters aralsolocated near each residence facility.
For information about the closest dumpster, contact tHeoR4Information and Service k.
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Vending
Vending Services provide snack and drink vending machines in each residential area.

Refunds for malfunctioning vending machines are available at the 49er card office in the Auxiliary
Services Office, 704/682492.

Visitation

For the safety of all participants, visitation by those individuals not living in the residence halls, or who
are not conference participants, is strongly discouraged. Visitors who are permittéx acsirted at

all times by a conference parti pant . Clients agree to comply wi
(guests and escort policy), although may require stricter guidelines for visitation. All conference groups
sharing conference dates must respect the visitation preferencesrajraoiinps. Finally, Clients should

be aware that the conference staff cannot allow persons other than those assigned to a room into a
residence hall room.

The above Housing information pertains especially to groups using housing during the summer months.
The Department of Housing and Residence Life provides apartment housing during the fall and spring
semesters. Contact Anne Cavett, Assistant Director for Operations, Department of Housing and
Residence Life (704/68//539) for more information about acamhic year conference housing.
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FOOD SERVICE INFORMATION

Food Service
All food consumed on campus must be prepared by the University food service provider who is
committed to providing quality food products served in a clean and pleasant facility.

Meal Programs

A variety of food and dining options are available. Theserangefra one pri ce fall y
meal plan in our resident dining cafeteria to cash meals in other dining and fast food facilities. Your
CRES contact will work with you to establish a meal program to best suit the needs of your group.

Summer conferemcgroupsmay choose a meal plan or balance card option. Those selentieg plan

(all you care to eatyill be assigned a mealtime ihe resident dining facility It is vital that the group

adheres to its assigned mealtime as several groups nueyngehe dning facility at the same time

Times and/or location of meals are subject to change based on the total number of participants on
campus at any given timé conference ID badge or wristlet that can be easily viewed is required at all
meals. Groups choosing thiealance cardption for meal service may choose the location of their meals

but should be vigilant about the balance on their card. When a participant has used all of his/her balance
or reached its limjtthe participant must use cash.

Guarantee numbers are required for groups utilizing the meal @aarantees are due to CRES no

fewer than 1@alendadays before the conference begififie University cannot guaranteesal

services for any participants whose attendance exceedadhenteed numbersf, at the time of the

event, actual attendance exceeds the guarantee numbers providdritraust receive prior approval

from the University before the University accepts the additional participbhtsi ver si t yds apf
increase the guarantee will be based on its ability to accommodate the redpiestsity reserves the

right to increase the cost per personrnf@alfor approved attendance of participants exceeding the
guarantee number(s)f actual attendance variesfincClient s guar ant ee number s b
University may adjust the rates up to a maximum of 20% to cover costs associated with lost business
opportunity or additional labor/supplies required to provide contracted services, based on the

Un i v esragailabiljgy@d accommodate reque&roups will be billed for the guarantee number, as
indicated at the Estimated Attendance (EA) deadline in the Conference Agreement or the actual number
whichever is greaterThe group leader will be required to \fgrdaily counts with the dining manager

at each meal.

Catering
CRESwill guide theClient through the entire process from initial menu discussion to final presentation.

The Universityfood service providetan meet any conference neeffom box lunchefor a few
people to served meals for hundreds. Sample menus can be obtained on the web at
http://conferences.uncc.edu/caterorga Catering Guide can be providedCRES For catered events,
groups will be billed for the guarantee number, due thustnesslays in advance of the event, or the
actual number whichever is greater.
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GENERAL CONFERENCE INFORMATION

The folowing information is provided to answer basic questions concerning the University and its
policies. For more information or clarification, please cOnERES

Accessibility

Physical facilities provided by the University under a @oafce Agreement are required to meet the
architectural accessibility guidelines associated with Section 504 of the Rehabilitation Act, or of the
Americans with Disabilities Act. All other accommodations to permit the participation of persons with
disabilties in the conference are the sole responsibility ofdient; the University shall have no
responsibility to provide such special accommodations. It is the responsibility@feheto notify
CRESof any and all persons who might require speaabenmodations before the early registration
date for a conference.

Advertising
Client agrees that no advertisement or other public statement made by Client or its agents in connection

with the Agreement, in any manner or medium, shall assert or implytinadrsity supports, approves

or endorses any product, service, interest, position, or ideology of Client. Client shall not appropriate or
make use of University6s name or any of Univers
or otherwig, without prior written consent of the University.

Audio/Visual Equipment

While it is not mandatory to use the University
overhead projector, TV/VCR, etc.) is included in the cost for all Cone Wity&enter and Student

Activity Center rooms. CRES will assist with the renting of all University equipment and applicable
charges will be listed in the Agreement and on the final invoice. In some cases, where higher end
equipment is rented, a technicis required and th€lient will be billed an hourly rate for this service.

Computer Labs
TheUniversity does not rent its computer labs.

Conference Agreement/Billing

Confirmation of space and estimated charges appear on ther@ud Agreement signed by both

parties (the University and the Client). This agreement is executed early in the planning process. It
outlines all space needed and the times reserved as well as equipment, personnel, parking, insurance,
and catering needsThe agreement also contains the estimated charges for the event. In most cases,
payment of charges is dbeforethe event with a final invoice being completed no later than 10 days
after the event. All monies are due within 30 days of invoice.

Copies/Faxes
CRESwill make available its services to photocopy informationGlients provided sufficient notice is

given. There is a cost per sheet for copies. Fax services are also available for a per sheet charge.
ContactCRESfor further irformation.

Damage Charges
Any damages to residential or meeting facilities are the responsibility of the Client. In every case, all
charges will be specifically itemized and documented on the final invoice.
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Directional Signage

All conference groups are required to have a si
entrance on Highway 49. Cost for this sign is listed as a direct charge in the Agreement. Additional
signage of typeeanibapeaded fer anteatrta eharget All requests for signage must be
made at least 10 working days prior to the beginning date of the confetegosup would like to

provide additional directional signage around campus, all signs must-bppgoged by CRES and

must be professionally made "real estate” type sigioshandwritten signs allowed. CRES reserves the

right to determine the location for all signs.

Emergency Notification

In the event of an emergency, carigce participants should locate the nearest phone and call Campus
Police (x2200 orcampus or 704/682200) or 911. Blue lights are noticeable throughout the campus
and indicate emergency phone locations. Calls from these phones are answered by tsePCbrepu
Dispatch Office.

Inclement Weather
In the event of inclement weather, please call@842877 for information about closings or delays.
The following television and radio stations also broadcast closing or delay information:

WBTV Channel 3BS) WBT-AM (1110 AM) WWMG-FM (96.1 FM)
WCNC-TV Channel 6 KBC) WBT-FM (99.3 FM) WKKT-FM (96.9 FM)
WSOGTYV Channel 9 (ABC) WDAV-FM (89.9 FM) WRFX-FM (99.7 FM)
WCCB-TV Fox 18 WFAE-FM (90.7 FM) WLYT-FM (102.9 FM)
WCHH-FM (92.7 FM) WSOGFM (1037 FM)

No events may be held on campus if the University is closed due to inclement weather. However,
whenever possible, we may be able to delay andi@schedule your event.

Insurance

All non-affiliated Clients are required to provide comprehensigaeayal liability insurance with a

minimum coverage of $1 million for bodily injury and property damage, but such insurance limits shall
not | imit Client 6s oerbficategfansurance samittge Urivarsityasrami f y . A
additional insure@nd specifyinghe event will be attached to the Agreement by Client prior to

execution Agencies of the State of North Carolina must provide a letter from their legal officer noting

that they are selhsured by virtue of their State agency status.

Medical Emergencies

The University has a campus health service, Brocker H&&thter, whichs available 8:0@m to 5:00

pm, Morday through Friday. Conferenceaeasts may select Brocker Health Center or any médic

facility for medical servicesSeriously ill guests and emergency cases are referred to University

Hospital, an independent agency adjacent to the University. In all é@se$or such services are the
responsibility of the conference guest rathantthe University.Guests/participants are urged to review
personal insurance plans to be sure adequate coverage for emergency treatment and/or hospitalization is
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available. The Health Center staff does not process insurance claims; information pertmsmance
claims will be given to the pi@nt at the time of service.

PLEASE NOTE: An adult must accompany University guests under the age of 18 for any medical
treatment, and provide a signed parental/guardian consent form permitting treatment.
Parent(s)/guardian(s) will be notified by Health Center staff to verify permission to treat.

Parking
Parking for visitors is available in Visitor Parking Decks or metered sp&ag&ing is enforced from

8:00 am until midnight Monday through Thursday and& until 5:00 pm on Friday (except when
the University is closed). There is no charge for parkirtese locationsn the weekendParking at
reserved spaces) campus are enforced 24 hours 7 days a week.

The prices for parking on campus Monddyriday are as follows:

Visitor Parking Deck Fees$1.00 per half hour $6.00 maximum per day per visit
Parking Meter Fees $.25 for 20 minutes

There arehreevisitor decks on camputlnion Visitor Deck,Cone Visitor Deck and East Visitor Deck
Parking tokensr permitscan be provided for conference guests at a chargé@d $er vehicle per

day. Tokens allow parking in visitor decks only and permits allow parking in residential/commuter lots
only. TheClient must notify CRES on or befotiee guarantee date the number of parking tokens
permitsrequired. Tokenand permitsvill be available for distribution at registration timé&nused

tokens can be returned to CRES at the end of the &weintl credit The final cost for parking Wibe
included on the final invoice. Fees for parking are subject to change without prior notification. Visitors
are responsible for any parkicgations received on campus.

Visit the University website dtttp://www.parking.uncc.edufor more information

Pool Guidelines

When renting the pool, the number of participants determines the number of lifeguards required.

Lifeguards will request participants to clear the pool 5 minutes prior to thewdetdezhding time.

Following is a list of pool rules.

¢ No more than 75 individuals may be in the pool at one time.

e Swimmers must shower before entering the pool area.

e University lifeguards have the right and duty to close the pool at anytime there istiargoéshe
safety of the swimmers.

¢ No diving fromside into pool is permitted whedepth is less than 10 feet of water.

e Swimmers must be able to swim 25 yards in a comfortable manner in order to go in water over their
heads. The pool ranges in depibnir4 feet to 13 feet.

¢ No running or horseplay is permitted.
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e Smoking, food, beverages, and any glass or breakable containers are strictly prohibited in the pool

area. No street shoes are permitted on the pool deck.

Do not talk with lifeguards while they@on duty except in case of an emergency.

Pets, except for service animals, are not allowed in the building.

Only appropriate swimming attire is allowed. (no-offs, etc.)

Children not meeting height requirements (50 inches) and who do not know howntaassvnot

allowed in the pool without an adult in the water with them.

e For youth groups, at least one adult supervisorthe group must remain in the pool area while
group is swimming. This person should identhgmselveso lifeguards.

¢ No individualis permitted to take a floatation device (kickbogrdll buoy, etc.) into deep water
without first swimming 25 yards in a comfortable manner.

Rain Sitefor Outdoor Activities

Conferences using outdoor facilities are strongly encourgadange for a rain site. In the event of
inclement weather or wet fields, groups may be asked to discontinue use of playing fields to prevent
damage to the field. It is the responsibility of €lgent to request a rain site 2 weeks prior to the sfart
the eventspace based upon availabilitifailure to do so may result in the cancellation of the event due
to inclement weather.

University Access Fee

University Access Fee will be applied to groups conducting programs/events on campus withhbvernig
accommodationer use of recreational facilitiesThe cost is $1.00 per participant per daje
encompassing fee allosa r t i @dcgsmta thesUdiversity as well as usage of some recreational
facilities duri ng (tThese&dgltes inchudeshe swimming pmol (dwiegperp u s .
swim hours only), unreserved outdoor space (sand volleyball court, basketball court, tennis courts
located along Highway 49, etc.), basketball court located in Belk Gym (dunneg freeod flay hours

only), Atkins Library, SAC Gameroom (game fees appiynd SAC Fitness Center (access to Fitness
Center available only to participants 18 years or dldéness classes are not available for conference
participants) While utilizing these facilities, all parfigants must have proper conference identification

In some instancephoto identification may be require&or youths (under age 18), adult supervision
must be present at all times when participants are using these facilitieago p e n  ffiofirs,yewtho
groups are allowed up to 5 participants at any one time to use thelpbol. t he gr oup desir
pool time in their program, they are required to reserve the pool outsigemfiours and pay for

lifeguards.

University Mugs

For all nonaffiliated youthgroups, an insulated UNC Charlotte logo sports butilldbe given to each
participant by the CRES staff at registration. The sports bottle is a useful tool for campers during their
stay on campus and allows them to have something to telke s a remembrance of their camp
experience at UNC Charlotte. The cost for the sports bottle38 gibject to change)Quantity
charged wil |l be based on the groupo6s final guar
greater.

Other typs of mugs are available for an additional charge. Contact CRES for more information.

Venture Activities

The Universityoffers teambuilding activities through the Venture prografanture is a highly
developednationally recognized prograaffering indar and outdoor challenges including the Team
Challenge Course, High Team Course, and an Indoor Climbing Weliture activities allow team
members to focus on the process of teamwork by accomplishing challenging tasks in a new
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environment.A number of aitdoor and indoor activities are available and can be tailored to the specific
needs of the groupProgram rates vary depending on the size of the group and the type of activity so it
is easy to fit a Venture outing into any budget.

Youth Groups

Clients are expected to inform all participants of all policies and procedures contained in this document.
To assist with policy communication, a conference guide will be givéretgroup leadeat checkin.

It is advised that eadjroup lea@erreview with the campers the information contained in the brochure.
Youth group leadersvill be notified of any policy violations or problem situations involving youth
participants for whom thgroup leaders responsible.

Clients will appoint and wilhave in attendance throughout the conference at least one adult chaperone

or advisorfor each twentyfive participants One such chaperowe advisorshall be appointed to serve
asgroup leader One chaperone or advisor per twefig participants wl reside on each residence

hall floor occupied by that conferenceds partic
presence at all times that youth participants are in a University residence or meeting facility and will, on
anighttybasis noti fy designated University staff memb
advisors who are on duty for that period.

The University encourages clients to establish
out 0o pol i cy feokkedachwightito dontrol the abndechand insure the safety of all
residents. Nightly checks to insure that room doors have been locked are also recommended. Such
safety measures are the sole responsibility oCtreant.

GENERAL FACILIT Y GUIDELINES

Facilities authorized for use by conference groups may not be transferred, assigned or loaned to another
organization without prior written approval from CRES.

Regulations for crowd control, healtmdhsafety as well as other reasonable time, place, and manner
restrictions may be imposed upon a group utilizing University facilities at the discretion of a University
official.

Furnishings and equipment must be kept in original layout. Equipment daremoved, with the
exception of that equipment specifically designated fecampus usage and approved for such use in
advance by CRES.

No scotch tape, staples, masking tape, or thumbtacks are to be attached to walls, desks, cabinets or
doors. Groupsaping up flyers will be subject to charges for the removal of flyer, repair of the surface if
necessary, and may be required to forfeit use of space.

Gamblingis not permitted in University facilities.

Possession and consumption of alcoholic beverages allowed in any space unless space is
designated for such use and appropriately reserved, an Acknowledgment of Responsibility Form is
completed, and use is in accordance with all applicable State Laws and University policies.

Failure to comply with genal operating rulethat have been set to facilitate the proper operation of the
building physical plant may result in action to deny privileges to any individual or group. Examples
include tampering with thermostats, failure to maintain adequate enaad@cess to building, etc.
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It may be necessary to relocate a functmbest use the facilities available. This determination will be
made by thd®irectorof CRES. If this is necessary, all parties will be notified as far in advance as
possible and eary effort will be made to find suitable alternate facilities.

Routines that involve stacking and/or pyramids are not allowed in the Lucas Room, Aerobics Room or

Gym 025.

Persons using space are responsible for leaving the room in a neat andstatke(iye., straighteng

chairs and pick up trash). Persons who leave a disorderly room may be liable to a service charge for

resetting the room in addition to any normal charges that would be applicable.

All sales, assemblies, solicitations of charitable gbations and distributions of information and

materials on campuare governed by state and federal laws and University Policy Statement #21.

Use of pyrotechnics or other fireworks in any room or open space is not permitted without advance

approval.

Due D the inherent safety and fire hazards that can be created, the following guidelines apply to

decoratiorof University facilities:

¢ All decorative materials shall be intrinsically flampeoof, fireretardant or so rendered by treatment
with solutions. Fresh cut trees are not permitted. Door decorations should not exceed 50% of the
door space.

¢ Do not block passageways, exits or fire protection equipment with any decoration.

¢ Electrical devices, lights, etc. shall be U.L. approved. Alttical cords shall be checked for frayed
parts, loose connectors, etc.

e Candles, gas or oil fired lanterns, etc., producing an open flame are not allowed, with the exception of
food service events where candles are placed in approved protective cont@iREIS must approve
usage of candles in writing.

e Decorations must be removed immediately following an event.

CAMPUS POLICIES

To make conferences safe and enjoyable for all participants, the University expects all participants to
abide by all applicable federal, state and local laws, as well as all University policies. Guests or their
visitors who violae policies will be asked to leave the University. Guests will also be held responsible
for the behavior of their visitors. Repeated violations may result in removal of the group. It is advised
that every contracted conference group review the followaligies located on the University website:
http://www.legal.uncc.edu/policies/

Policy #21 Scheduling University Facilities
http://www.legal.uncc.edu/policies/g&l.html

Policy Statement #57 Alcoholic Beverages
http://www.legal.uncc.edu/policies4a .html

Additional Policy Information :

Controlled Substances
University will not tolerate the illicit and improper use of certain drugs including cannabis,
amphetamines, barbiturates, opiates and hallucinogenics. Furthermore, the illicit possession or transfer
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of these drugs is a State and/odé&@l offense and will be handled accordingly by the appropriate law
enforcement authorities.

Elevators

Flagrant abuse or misuse of any elevator and/or its emergency apparatus will result in removal of the
individual(s) from campus.

Fire Safety
Because of the dangers and risks associated with false fire alarms and intentional fires, there are

penalties for intentionally setting any fire; intentionally causing any false fire alarm; and for vandalizing
or tampering with ay fire alarm or fire protection equipment.

Smoking
Smoking is prohibited at all times in University classrooms, conference/seminar rooms, building
corridors, restrooms, and all public areas of the library.

Weapons
It is a violation of $te criminal law and University policy to possess or carry any weapon on the
University campus.
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