SOCIAL FUNCTION REQUEST FORM

For Registered Student Organizations

For events with alcoholic beverages
EVENT _______________________________________________________________________________________________

SPONSOR(S) __________________________________________________________________________________________

DAY AND DATE _____________________________________________________ TIME ______________________________

LOCATION ____________________________________________________________________________________________

TIPS TRAINED INDIVIDUALS: _____________________________________ AND __________________________________

EXPECTED ATTENDANCE _________________________

EVENT IS 
CLOSED __________
OPEN __________

ADMISSION CHARGE  __________

THEME/OTHER INFORMATION ___________________________________________________________________________

I have read and agree to comply with all sponsor's responsibilities as stated and implied in this document and understand them to be binding.

Sponsor(s):


_______________________________________________________________________________________________

(signature)









(date)


_______________________________________________________________________________________________


(signature)









(date)
Approved: 

_______________________________________________________________________________________________


Director or Assistant Director of Student Activities





(date)


_______________________________________________________________________________________________


Residence Director (if Community Board event)





(date)

· Sponsor agrees to schedule a meeting with the Director or Assistant Director of Student Activities to complete and submit this form at least two weeks prior to the event.

· Sponsor agrees to comply with the Juniata College Alcohol Policy and the laws of the Commonwealth of Pennsylvania. 

· No one under 21 years of age is permitted to possess, consume, or transport alcoholic beverages.

· Event sponsors may not in any way furnish alcoholic beverages for the function.  College funds may not be used for the purchase of alcoholic beverages and the sponsors may not participate in the purchase and/or delivery of alcoholic beverages for attendees.  The only approved format is "bring your own beverage" for those persons 21 years of age and older.
· When alcoholic beverages are permitted, non-alcoholic beverages and food must be provided.

· All guests must provide proof of age in the form of a driver’s license before entering the function.

· All guests who are 21 years or over must be visibly identified by means such as a hand stamp or wristband (supplied by the Office of Student Activities).

· Attendees over 21 years of age are permitted one 6-pack or equivalent per person.
· When alcoholic beverages are permitted at a function (or when required by the Director or Assistant Director of Student Activities), the sponsor agrees to have at least two (2) TIPS trained individuals (Event Management Team) present.  The TIPS trained individuals (Event Managers) must be arranged through the Office of Student  Activities; volunteers are not permitted to assume the responsibilities of the Event Management Team.
· TIPS trained individuals (Event Managers) reserve the right to refuse drink distribution to any attendee.

· TIPS trained individuals (Event Managers) reserve the right to ask anyone to leave the event at any time due to inappropriate behavior.  If an attendee refuses to leave, the Juniata College Public Safety will be contacted.

· If an attendee is cut off from consuming alcohol, the attendee may not take their alcohol with them that evening.  They may pick it up at the Office of Student Activities on the next business day.

· If event is sponsored by a Residence Hall C Board, the residence director of the building MUST be present for entire event.

· Event staff members may not be RAs from the building in which the event is taking place.

· Sponsor agrees to have ______ representatives present at all times during the event.  (Must have one RSO representative for every 50 people in attendance, or a minimum of two representatives for each event under 50 people). Representatives are responsible for set-up, clean-up, collecting admission fees (when applicable), monitoring exits, and enforcing college policy.  Representatives and Sponsors are to arrive no later than 30 minutes prior to the event.
· Representatives of the RSO must remain sober from the start of the event through clean up.

· One representative must be present at every door to ensure that open containers are staying in the designated area.

· RSO must provide two 8 ft. tables and a minimum of two chairs for Event Staff.

· The RSO is responsible for providing coolers and ice for the beer check.  The Office of Student Activities does not provide coolers.
· Sponsor agrees to ensure that attendance at the event does not exceed the room capacity stated below:

· Baker Refectory




200 people
· Cloister Lounge




50 people

· East Houses Lounges



50 people
· Lesher Basement Lounge



100 people

· Lesher Carpeted Lounge



50 people

· Sherwood Carpeted Lounge


50 people

· Sunderland Hall Lounge



50 people

· South Carpeted Lounge



100 people

· Tussey-Terrace Lounge



300 people

· Other ____________________


____ people

· Sponsor agrees to register all guests who are not affiliated with Juniata College, naming their student sponsor.

· At every event, a guest sign-sheet must be used.  This sheet can be obtained from the Office of Student Activities; it names the guest, requires their signature, driver’s license number, sponsor name, and sponsor identification number.

· Sponsor agrees to clean the facilities and return them to their original condition.

· Sponsor agrees to report and/or be responsible for any and all damages that occur on or about the premises as a result of the social function.  Sponsor is financially responsible for restitution for damages that occur as the result of negligence on the part of the sponsor.

· The function will be open to Residential Life, Public Safety, and/or Student Services staff.  The sponsors are not to interfere with any college officials in their attempts to monitor the function and enforce College policy.  

· The event is not to conflict with or disrupt any other Juniata College activity.

· If there are violations of this agreement or of Juniata College policy, the function will be terminated. 

· For outdoor social functions:
· Sponsor must contact the Director/Assistant Director of Student Activities at least two weeks in advance.

· Sponsor must use yellow “CAUTION” tape (or something similar) to section off appropriate parameters for the event as determined by the Director/Assistant Director of Student Activities.  *Parameters determined by the outdoor location.
· Sponsor must section off a beer check area for the storage of alcoholic beverages.

· For private social functions:

· The sponsors will provide a complete guest list to the Office of Student Activities by 5:00 p.m. on the Wednesday preceding the function.  The list is not subject to changes.  The maximum number of persons permitted on the guest list is ________ persons.

· The sponsors are NOT permitted to charge admission to the function.

· Advertisement of the event is NOT permitted.
· All advertisements for open social functions should have the following on them:

· All Driver’s Licenses will be checked at the door

· All guests over 21 must wear a wristband

· Attendees over 21 are permitted one 6-pack or equivalent per person

· The following must be posted on a sign at the entrance to the event, and a minimum of three signs must be placed on the walls of the room:

· Alcohol must be checked at the beer check upon entering the venue.

· TIPS trained individuals (Event Managers) reserve the right to refuse drink distribution to any attendee.

· TIPS trained individuals (Event Managers) reserve the right to ask anyone to leave the event at any time due to inappropriate behavior.

· Alcohol will only be served to people wearing a wristband.
