
COLLEGE SPONSORSHIP AND CO-SPONSORHSIP

Facility Users (Definitions and Criteria)
Mendocino College Hours of Operation:



Monday-Friday 
7AM - 11PM;



Saturday
  
7AM - 3:30 PM;




No Sundays or Holidays

1.
Mendocino College Event (Mendocino College)

Definition

(Program/activity that benefits Mendocino College)


Criteria

a.
Fully funded/supported by Mendocino College,


b.
Mendocino College is listed as the only sponsor on all publicity, and


c.
Allowable participation by other organizations or individuals, but they are not official sponsors.

2.
Co-sponsorhsip (C)

Definition

(Program/activity that benefits Mendocino College students and/or programs and that is 
joinlty sponsored by Mendocino College and one or more outside organizations.)


Criteria for Standard Co-sponsorhsip (CS)

a.
Program/activity benefits students and/or college programs,


b.
Mendocino College is listed first, or given equal billing, on any publicity for on campus activities/events,


c.
Outside cosponsoring organizations/agencies must have a governing board and operational by-laws,


d.
Direct/indirect costs are shared by all cosponsors,


e.
Faculty/staff full involvement in program planning and development, attendance at actual event(s), and official Mendocino College liaison with outside cosponsors, and


f.
Cosponsor(s) support for and adherence to all Mendocino College rules and operational policies.

Criteria for Host-only Co-sponsorhsip (CH)

a.
Provides beneficial professional association for Mendocino College, programs, and faculty/staff,


b.
Faculty/staff designee as official Mendocino College liaison with outside cosponsors and attendance at actual event(s),


c.
Mendocino College listed as host on all publicity,


d.
Minimal support from Mendocino College (e.g. provision of facilities, written press release and custodial services will be incidental), and


e.
Cosponsor(s) support for and adherence to all Mendocino College rules and operational policies.

3.
Non-District User (ND) - See Use of Facilities General Policy


Definition 
(Outside program/activity that is not affiliated with Mendocino College) 


Criteria



a.
Complies with allowances/requirements under Civic Center Act,


b.
Non-Mendocino College sponsored activity,


c.
Service agreement with Mendocino College for use of facilities/equipment and/or support staff,


d.
User reimburses Mendocino College for all services agreement costs to the college, and


e.
Non-District user's support for and adherence to all Mendocino College rules and operational policies.

Application/Approval Process
The following steps should be taken (in order listed) to use a facility:

Mendocino College Event (Mendocino College)
1.
Faculty/Staff Requestor:


a.
Obtains Application/Approval form from Facility Services (or Mendocino College Department),


b.
Completes and signs form, and


c.
Forwards form to appropriate Dean/Director


d.
Retains a copy of forwarded paperwork.

2.
Dean/Director:


a.
Consults with supervisor and other faculty/staff, as needed, and


b.
Approves and forwards form to Facility Services, or returns denied form to requestor (with explanation).

3.
Facility Services Director (or designee):


a.
Approves or denies (by signature) form, indicating reason it is denied, and


b.
Forwards form, indicating disposition, to:


1.
Faculty/Staff Requestor


2.
Public Relations


3.
Department (P.E./Theatre Technician, as applicable)


4.
Facility Services Events Coordinator


5.
Other as applicable


Modifications (if needed)

a.
Discusses needed modifications with Requestor and annotates/initials form, and


b.
Forwards modified and approved form to:


1.
Faculty/Staff Requestor


2.
Public Relations


3.
Department (P.E./Theatre Technician, as applicable)


4.
Facility Services Events Coordinator

Co-sponsorship  (CS or CH)
1.
Faculty/Staff Requestor


a.
Obtains forms from Facility Services (or Mendocino College Department):


-
Application/Approval Form


-
Co-sponsorship Agreement (outlines responsibilities of Mendocino College and cosponsor(s), including budget (if applicable) for cosponsors


-
Fees may be charged for Co-sponsorship events (if needed) to cover additional costs 


b.
Complete Forms


-
Completes and signs forms


-
Obtains Cosponsor(s) signature on Co-sponsorship Agreement (if applicable),


c.
Forwards completed paperwork to appropriate Dean/Director


d.
Retains a copy of forwarded paperwork.

2.
Dean/Director:


a.
Consults with supervisor and other faculty/staff, as needed, and


b.
Approves forms to Facility Services, or returns denied form to requestor (with explanation)


c.
Forwards paperwork on approved requests to Facility Services

3.
Facility Services Director (or designee)


a.
Approves or denies (by signature) Application/Approval form, indicating reasons if request is denied,


b.
Records required fees (if applicable) in "for office use only" portion of Application/Approval Form, and


c.
Forwards approved/denied Application/Approval form and Co-sponsorship Agreement to Faculty/Staff Requestor, with copy to each cosponsor.

Note:
Certificate of Insurance listing Mendocino College as Additional Insured may be required from Cosponsor(s).  Facility Services will make determination and obtain certificate from Cosponsor(s).


Modifications (if needed)

a.
Discusses needed modifications with Requestor and annotates/initials request form.


b.
Forwards modified and approved forms to faculty/Staff Requestor.

Non-District User (ND)
1.
Non-District Requestor:


a.
Obtains Application/Approval form and Fee Schedule from Facility Services (or Mendocino College Department)


b.
Completes and signs form


c.
Forwards completed paperwork to Facility Services, and


d.
Retains a copy of forwarded paperwork.

2.
Facility Services Director (or designee)


a.
Consults with supervisor and other faculty/staff, as needed,


b.
Records required fees in "for office use only" portion of form, and


c.
Approves or denies (by signature) form, indicating reasons if request is denied, and


d.
Forwards approved/denied form to:


1.
Requestor


2.
Public Relations


3.
Department (P.E./Theatre Technician, as applicable)


4.
Facility Services Events Coordinator

Note:
Certificate of Insurance listing Mendocino College as Additional Insured may be required from Cosponsor(s).  Facility Services will make determination and obtain certificate from Cosponsor(s).


Modifications (if needed)

a.
Discusses needed modifications with Requestor and annotates/initials form


b.
Forwards modified and form to Faculty/Staff Requestor.

Adopted:
June 2, 1992

Revised:
December 2, 1992











907.1








Admin Reg 907.1

Page 1 of 5

