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Background and Purpose                  
The primary use of any University of the District of Columbia (UDC) Facility shall be for purposes related 
to the University’s missions.  Except as provided by the District of Columbia, UDC property is not a place 
of unrestricted public access. The instructional, research, public assembly, student activities, recreational 
activities related to education and service needs of UDC shall take precedence over any other prospective 
use of University Facilities.  UDC does have facilities available for a variety of uses which are of benefit to 
the general public under the conditions set forth in these regulations if such general uses substantially 
relate to, and do not interfere with, the UDC mission. 
 
The purpose of this policy is to set forth the conditions under which UDC Facilities may be used by persons 

or organizations. This policy establishes regulations for the periodic, temporary, and contractual use of 

University Facilities by external users (Non-University Groups), University Groups, sponsored users, and 

University Affiliates in accordance with the University’s missions, goals, and policies. Note: There may be 

additional policies specific to certain facilities or for specific events, and they may include more restrictive 

provisions than this policy.  Persons or organizations seeking to use any UDC Facility are advised to inquire 

about the existence of any such additional policies at the time they reserve its use. 

 

Scope and Requirements for Facility Use 
Scope: This policy applies to any and all facilities owned, leased, or under the authority of UDC, including 

all Facilities located on the main campus, known as the Van Ness campus, Community College, School of 

Engineering and Applied Sciences, School of Business and Public Administration, College of Arts and 

Sciences, College of Agriculture, Urban Sustainability and Environmental Sciences, and the David A. Clarke 

School of Law.  

Key Definitions 

University Group – For the purposes of this policy, University Group means registered student 
organizations or a recognized employee group of the University, as well as individual members of these 
groups when acting on behalf of the group.   

Non-University Group – For the purposes of this policy, Non-University Group includes individuals or 
groups that are neither University affiliates, registered student organizations, or a recognized employee 
group.  

University Affiliates or Affiliated Entities – For the purposes of this policy, University Affiliates or Affiliated 

Entities means those entities that have formal relationships with the University, as well as those that serve 

as officers, agents or employees of the entity.  

University Facilities (or Facilities) – For the purposes of this policy, University Facilities (or Facilities) shall 

include all buildings and structures, grounds, sidewalks, parking lots, recreation areas, and roadways 

considered to be part of UDC.  University Facilities are divided into two general categories: Publicly 

Available Facilities and Non-Publicly Available Facilities. 

1. Publicly Available Facilities – For the purposes of this policy, Publicly Available Facilities 
are those facilities which UDC makes available for use by individuals and groups that are 
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not otherwise affiliated with UDC.  Publicly available facilities include, but are not limited 
to the Theater of the Arts, the Student Center Ballroom, Heritage Hall, the Moot 
Courtroom, Dennard Plaza, Bertie Backus Auditorium and Windows Lounge.  

2. Non-Publicly Available Facilities – For the purposes of this policy, Non-Publicly Available 
Facilities are those facilities of UDC which are not publicly available and are only available 
to UDC students, faculty, staff, and officially recognized University organizations. Non-
Publicly available facilities include, but are not limited to the Student Organization Suite, 
the Student Government Suite, Fitness Centers, Cable Television Studio and Urban Food 
Hubs.   

Fronting – For the purposes of this policy, fronting is the practice of having a student organization or 
University department cosponsor an event for the sole purpose of securing a University Facility or service 
for free or a discounted rate.  Such a practice in any form is strictly prohibited. Student organizations or 
University departments that participate in this practice will lose the right and privilege to schedule 
University Facilities. Internal or external customers and organizations that violate this policy will be 
prohibited from using University Facilities and services for a period determined by the Space Reservation 
and Event Management Office.  

Use – For the purposes of this policy, use refers to any events or activities, including an individual’s or 
group’s presence or occupancy, in or upon the University’s Facilities when such event, activity, presence, 
or occupancy is not organized or conducted by the University itself or does not involve a service.  

Publicly Available Facilities 
Any individual or group, including UDC students, faculty and staff, may reserve and use these Facilities for 

any lawful purpose.  A reservation is required for any use by individuals or groups whether affiliated or 

not with the University.  Fees are associated with the reservation and may differ for affiliated vs. 

nonaffiliated individuals and groups.  Fees shall be objectively determined based on (but not limited to) 

the following criteria: the anticipated attendance and maintenance, staffing, cleaning, and equipment 

requirements. While fees are subject to change without prior public notice, a base-level fee schedule, 

along with reservation process for these facilities, may be obtained by contacting the Space Reservation 

and Event Management Office.   

Non-Publicly Available Facilities 
Use of these Facilities shall be restricted to activities related to the education, research, and service 

missions of the University.  A reservation is required for any use by individuals or groups whether affiliated 

or not with the University. All arrangements must be made through the Space Reservation and Event 

Management Office. 

Procedures for the Use of University Facilities 
Requests for the use of the UDC facilities shall be submitted to the Space Reservation and Event 

Management Office, following the outlined Events Scheduling Process in accordance with the designated 

time frames.  Submission of designated forms does not guarantee permission for use of the facilities 

requested if the time, place, or manner of the requested use is not compatible with the 

facility.  Competing requests for use of a facility will be resolved on a “first come, first served” basis, with 

preference given to individuals or groups affiliated with the University. 
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UDC may deny a request to reserve space for an event or activity if: 

a. The applicant has not followed the Events Scheduling Process; 
b.  The request to reserve space contains a material misrepresentation or materially false statement; 
c. The request is not received sufficiently in advance of the proposed event or activity to permit 

necessary evaluation and to determine the appropriate location; 
d. The applicant has damaged University Facilities or grounds in the past in violation of University 

rules, regulations, or policies, and has not paid for repairs; 
e. The applicant has an outstanding balance for previous reservations or services with the University; 
f. The request to use University Facilities or grounds conflicts with a preexisting reservation; or 

g. The use or activity would present an unreasonable health or safety danger. 

 

Limitations on Use 
The following limitations apply to all uses of any University Facilities: 

UDC Facilities may not be used: 

• In ways which obstruct vehicular, bicycle, pedestrian or other traffic, or otherwise means that 

obstruct or disrupt educational activities or other lawful activities on UDC grounds, University-

controlled facilities, or UDC-sponsored events. 

• In ways which interfere with educational, research, or public service activities that prevent UDC 

from fulfilling its missions and achieving its primary purposes. 

• For the purpose of campaigning regarding a ballot proposition or by, for, or against candidates 

who have filed for public office, except that: UDC departments, student government 

organizations, or registered student organizations may sponsor candidate forums. 

• In ways that create safety hazards or pose unreasonable safety risks to students, employees, or 

invitees or general public, or that may result in damage to UDC facilities. 

• In ways that may create undue stress on University resources 

 

Responsibility to Comply with Laws and Policies 
Each individual or group that uses UDC facilities assumes a responsibility to comply with all applicable 

laws, regulations, and policies. All events and activities must comply with all applicable UDC policies and 

rules. Failure to adhere to these requirements is a basis for revoking permission to use facilities and space 

and may result in disciplinary action. 

 

Scheduling Priorities  
Generally, facilities will be reserved on a first come, first served basis; however, official activities of the 

University itself have precedence over all extracurricular events and all activities of other users. Activities 

of recognized student organizations and groups have scheduling priority over those of other users except 

the University. Occasions may arise when, in order to accommodate official University activities and 

functions, an official University activity takes precedence for use of an already scheduled space. In the 
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event rescheduling is necessary, the Space Reservation and Event Management Office will work with the 

sponsors or organizers of the displaced activity to find suitable alternative locations and times, and 

otherwise to provide all assistance that is reasonable under the circumstances. 

While reasonable effort will be made to allow each individual or group to use the space at their desired 

time, if the space cannot reasonably accommodate such use, the University reserves the right to require 

one or more individuals or groups to use a different permissible space or to use the space at a different 

time.   

 

Alcohol 
UDC is committed to complying with all federal and District laws concerning alcohol. In general, the 

University’s alcohol policy governs the consumption and use of alcohol on campus.   

General requirements for the consumption of alcohol within University Facilities or on campus include 

(but are not limited to): 

• Alcohol may be served in designated areas for special events. The sale of alcohol requires the 

approval of UDC’s President. The service of alcohol requires the approval of the University’s Chief 

Operating Officer. Alcohol must be available at no cost and no tickets sold or entry charged for 

alcohol to be considered served versus sold. All documented designations and/or approvals will 

be kept on file and recorded in the Space Reservation and Event Management Office. 

• The Request to Serve Alcohol form must be submitted for approval at the time of application.  

• Alcohol may not be served unless nonalcoholic beverages (in addition to water) and food also are 

served. Food and nonalcoholic beverages must be available without cost if alcohol can be 

consumed at no cost.  

• When events last two hours or more, service of alcoholic beverages must stop thirty (30) minutes 

before the close of event.  

• It is the sole responsibility of those in charge of an event, including any independent contractor 

or caterer, to assure that no one who is underage is served any alcoholic beverages, and to bear 

the expense to ensure compliance of this policy. Any server must act in accordance with all 

pertinent laws, regulations, and policies regarding the serving of alcohol, including the 

requirement that clear evidence of legal age be presented. Where there is any question as to 

whether a person is of legal age, no service will be provided. Any person serving alcohol must be 

at least 21 years of age. UDC will not be liable for any act or omission of any independent 

contractor or caterer.  

• Alcohol may not be consumed or carried in open containers in the common or public areas (as 

defined by law and UDC policies) or any building or grounds, except as provided for activities or 

events where a liquor license or permit has been obtained and the scheduling officer has 

approved the event. All events where alcohol may be present require prior consent.  
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Smoking and Use of Tobacco 
Possessing a lit tobacco product or other tobacco type substance anywhere inside a UDC Facility is strictly 

prohibited.  Failure to adhere to the UDC smoking policy is a basis for revoking permission to use facilities 

and space and may result in disciplinary action. 

 

Facility Charges 
Fee charges ranging from no fee, discounted fee, or full fee will be charged in accordance with the 

following group descriptions for those individuals and/or organizations that have access to University 

Facilities: 

• Student Activities or Programs (including regularly scheduled academic classes, exams, special 

academic presentations). Recognizing that University Facilities are primarily here to benefit and 

support student activities and interests, UDC provides students groups the first opportunity to 

schedule space at no charge as related to classrooms, conference rooms, ballrooms, auditoriums, 

and athletic facilities.  The person making the reservation must be the current advisor of the 

student organization. All communication regarding event plans and preparation must be 

completed by the advisor and the student organization must be listed as a sponsor on all publicity. 

• Faculty/Staff conducting University business. Recognizing that University Facilities are primarily 

here to benefit and support University activities and interests, UDC provides faculty and staff 

groups an opportunity to schedule space at no charge as related to classrooms, conference rooms, 

ballrooms, auditoriums, and athletic facilities.   

For all no-charge reservations, the Space Reservation and Event Management Office reserves the right to 

closely monitor the time allocated for the scheduled event to ensure we are maximizing the use of all 

University Facilities. 

• University Affiliates or Affiliated Entities: Standard facility fees will be made available at the time 

of facilities use agreement, and will apply to all University Affiliates and Affiliated Entities, with 

the exception of those associated with the Mayor’s address, which typically occurs at a University 

Facility.  Individuals and organizations listed under affiliated groups will be charged hourly costs 

for the respective auxiliary department, services, and facilities provided. Hourly costs include the 

labor for setups and breakdowns, housekeeping, utilities, etc. 

There are three basic user types included in this group: 

o Cosponsored events - Activities or programs which are provided through the 

University, but involve non-University clients. 

o Adjunct organizations - Programs which are sponsored by a University-sanctioned 

group directly related to the mission of the University. 

o Government Agencies – Activities or programs sponsored by DC government- or 

federal government-related agencies.  

In special circumstances, courtesy adjunct organization status will be extended to individuals and 

organizations with which the University has significant educational and strategic relationships. 

The UDC President or her/his designee may grant this status.  
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• Non-University Group: All Non-University Groups, for profit and not-for-profit, using University 

Facilities and/or services category will be charged market rates adjusted annually for facility 

rentals and other services.  Market rates will be provided at time of facilities use agreement. 

A not-for-profit organization must be a corporation, trust, or unincorporated association which 

meets the following requirements: 

1. Organized and operated exclusively for a charitable purpose; 

2. Net earnings may not inure to the benefit of any private individual or shareholder. 

3. No substantial part of its activity may be attempting to influence legislation. 

4. No action of the group may intervene in political campaigns. 

5. No part of the purposes or activities may be illegal or violate fundamental public policy. 

No exceptions to rate charges will be granted.  In addition, fronting is prohibited at UDC. 

Fee Waivers 
UDC reserves the right to reduce or waive facilities and property charges where a compelling public need 

or interest is served; an example is using a designated facility as an emergency shelter for hurricane 

evacuation or other disasters.  Fee waivers are for space rental only and do not apply to certain direct 

costs, including janitorial and/or public safety services.  Such related costs cannot be waived. 

All requests for fee waivers must be submitted in writing to the Space Reservation and Event Management 
Office and must be reviewed and approved by UDC’s President. 

Service and Fee Rates 
Facilities and service fee rates are reviewed and set annually. The current schedule of fees is available 
through the Space Reservation and Event Management Office. 

Damage Fee  
UDC reserves the right to charge any internal or external organization or individual for damages occurred 
to any University Facility or equipment. This includes damages caused by members of sponsoring 
organizations, individuals attending events/activities (audience members), or guests of those associated 
with sponsoring organizations or audience members.  

Cancellation 
All cancellations must be submitted in writing to the Space Reservation and Event Management Office.  
Events and activities cancelled less than seven (7) days prior to the actual event will be subject to a facility 
rental charge. 

Sale of Merchandise  
The sale of merchandise, souvenirs, or goods of any kind (including program books) is subject to the 
approval of the Space Reservation and Event Management Office.  
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Facilities Use Agreement  
A Use of Facilities Agreement is required for all University and Non-University Groups, individuals, and 
organizations sponsoring events on the campus.  The agreement includes the provisions for liability 
insurance and conditions that govern overall use of the reserved facility.   

Liability Insurance  
Special event insurance coverage is necessary when UDC rents or loans its facilities to private individuals, 
groups, or organizations for meetings, weddings, conventions, seminars, banquets, receptions, concerts, 
dances, shows, plays, pageants, etc.  DC government agencies are exempt from this insurance coverage 
requirement.  With the exception of DC government agencies, each non-University organization or 
individual utilizing UDC space must assume the associated risk exposure for their event. Non-University 
applicants for use of University Facilities must comply with the liability insurance guidelines provided at 
point of facilities use agreement. 

Changes to Policy and Failure to Comply 
All policies and guidelines presented in this document are subject to review and change without notice. 

Facilities and services fees will be reviewed annually to assess and establish fair and reasonable costs and 

charges. 

Failure to comply with the policies described may result in the assessment of charges to recover the costs 

of services scheduled and/or performed, the suspension or revocation of scheduling privileges, and/or 

the closing of an event requiring restitution for expenses or damages. 
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