Handbook for Student Organizations

Table of Contents

List Of EXNIDITS ..o 2
Welcome Message from the Associate Academic Dean............ccoevvvvvvicieieieeeeiiinnn, 3
ANNUAl REQISITALION .....ouiiiiii e e e e e e eeeeeanes 4
Alcoholic Beverages at Campus EVENES ...........vuiiiiiiiiiiiiiiieec e 4
AMPLIfIEA MUSIC ... e e e e e e e e e e e s 6
N L1 o 6
Athletic ActivitiesS and EVENTS........ooouuiiiiiiei e 7
Bake Sale GUIAEINES ......ccoceiieeeee e e 7
Blood Drives and Similar EVENTS .........cooiiiiiiiii e 8
o LU o [T o T 0 U = 8
Bulletin Boards and POStING NOUCES...........uuuuriiiiiiiiiiiiiiiiiiiiiiiiiieiiiieeeeeiiieennaes 9
Career Office Co-Sponsorship OPPOrtUNILIES.........cooveeeeeeieeeeeeeee e 9
CaALEIING SEIVICES ..uuuii i e e e e e e e e e et e e e e e e e e e et b e e e aaeeeeens 10
College Seal and LOGOS ......ccoooviiiiiieeeeeee e 11
Commercial OrganiZatioNS .........ccooveeeieiee e 11
(0001411 2= o1 £ TP PPPPT 11
P T Ao o T 11
Email MesSsages t0 STUAENTS ..........vviiiiiiiiiiiiiiiiiieeieieeee ittt 12
S0 (V1T o] 0 [=T 0 1M 1)Y= T 01 (] YA 12
FacilitieS/ROOM SEI-UPS ... oo e 12
Financial Accounting, Recordkeeping, and Reporting ................eeeevvvvviiieieeneiinnnnns 13
Fundraising/Sales/Raffles. .............uviiiiiiiiiiiiiiiiiiee e 19
INStrUCtioN@l MEdIa SEIVICES. ......eviiiiiiiiiiiieieiiieeeeeeeeetee ettt eeeeeeeeeeesseeeeennne 20
PrNtING & COPYING...etttttiitiiiiiieieeiie ettt se bbb eanenbennnnnes 20
RECYCHNG PrOGIaM .....coiiiiiiiiiiiiiiiieee ettt nenene 21
[TeTo] g RS T V= LA o] £ F N 21
SIC FOIUBIS e 24
SMOKING POICY ... 24
SUPPIIES o 24
BI=11=T 0] [0 1= 24
Travel Funding Requests for Student Organizations .............c.ceeeivieeiieeeiiiicnnneenn. 24
RV ] o= o 1 = | PSS 25
o] 26
I (=T =] g ToT I ox 1 o] o 59
I. U.C. Hastings College of the Law Policies and Regulations Applying
to College Activities, Organizations and Students...........ccccccceeeeiieeeeeenns 60
ii. Faculty Statement on PluraliSm...........ccooooiiiiiiiii e 71
iii. Computer Resources Acceptable Use POlICY .......cccoeeeevvvieiiiiiiiiiieieeeiiis 71
iv. Policy & Procedures on Sexual Harassment..............ccovvvvvvviiiiieeeeennnnns 72

Student Services Office
9/1/2010



TOZZIr X« —~ITOmMmMmMOOT®>

00

LIST OF EXHIBITS

Student Organization Registration FOIM............cooviiiiiiiiii e e e 27
License Agreement for Use of College Name.........ccooveeeiiiiiiiiiiii e, 28
BYIAWS MOAEL ... 29
Instructions and Forms for Obtaining Daily Liquor LICENSEe .........coevveiiiiiiiieeeeeeeeiiiinn. 32
ASUCH Reimbursement Check ReqUueSt FOIM ........cccooeeiiiiiiiiiiiieeecceee e, 35
Waiver of Liability (SAmMPIE).......ccoo i 36
Guidelines for Co-Sponsorship with the Career OffiCe...........cooviiiiiiiiiii e 37
(070]1[=To T3 M0 To [0 1S 39
Bar Review Course Company Access Regulations .............veeeiiieiiiiiiiiiin e, 40
Facilities Set-up Request Checklist and Information..............ccccoviieiiiiiiiiiiiiie e, 42
Student Organization Hastings Account Request FOrM...........ooevviiiiiieeivvceiiicee e, 43
Guidelines for Depositing Funds with Fiscal ServiCes..........ccccvvviiiiiieiiiiiiciei e 45
Request for DISBUIrSEMENL..........c.oiiii e 47
Room Reservation Rules and ProCedures. ..., 49
Student Request for Travel Funds and Release & Waiver of Liability ..................cc...... 50
Travel Reimbursement Form Instructions, Travel Reimbursement Form, and Travel

Reimbursement SChedule ... 52
Authorization to Use Privately Owned Vehicle FOrm...........ccoooiiiiiiiiniiiiieeeeeeeeeee 56
Voicemail INSITUCHIONS ..o e e e et e e e e e e e arree e as 57






ANNUAL REGISTRATION OF
STUDENT ORGANIZATIONS

Contact Information: Student Services Office; Room 254, 200 McAllister; (415) 565-4773,;
studentservices@uchastings.edu; http://uchastings.edu/student-services/student-orgs/

All new and continuing student organizations and journals must register each year with the Student
Services Office. Registration forms may be submitted throughout the year. However, only student
organizations who submit registration forms by 9/3/2010 will be eligible to request ASUCH funding for the
fall semester. The ASUCH Fall 2010 deadline to request funding is 9/9/2010. A general meeting of
student organizations is held within the first few weeks of each school year; the meeting place and time
are announced in the Hastings Weekly and by ASUCH email. Representatives from each organization,
preferably the President and Treasurer, should attend.

To register as a student organization, the following forms and materials must be completed each year and
submitted to the Student Services Office:

1. Student Organization Registration Form (Exhibit A),

2. License Agreement for Use of College Name (Exhibit B),

3. Bylaws of Organization (Exhibit C); reviewed, signed & dated by current year’s president.

Hard copies of the above forms and additional information are available in the Student Services Office
and online at http://uchastings.edu/student-services/student-orgs/index.html. In addition to submitting

hard copies of the above forms, please e-mail your organization’s bylaws to
studentservices@uchastings.edu.

Liability of Organizations

Hastings does not sponsor student organizations and therefore does not accept liability for the activities

of student organizations. Organizations are responsible for their own contracts and for damages to

person or property resulting from activities sponsored by the organizations.

1. Each organization must agree to comply with the requirement that it inform members and those doing
business with the organization that it is not College-sponsored and that the College assumes no
responsibility for its activities.

2. The responsibility of officers for the activities of their organizations includes the individual
responsibility of each officer for payment in full of debts incurred by the organization.

3. The accounts of all organizations are subject to inspection and/or audit by the College.
Officers
Registered student organizations and journals should notify Student Services of any change in officers

during the year. In order to maintain continuity, each student organization and journal must notify Student
Services by 5/1/2011 of the elected or proposed officers for the following year.

ALCOHOLIC BEVERAGES AT
CAMPUS EVENTS

Policies and Regulations:

1. In 1988/89, ASUCH passed a resolution requiring that all campus events where alcohol is served

4


mailto:studentservices@uchastings.edu�
http://uchastings.edu/student-services/student-orgs/�
http://uchastings.edu/student-services/student-orgs/index.html�
mailto:studentservices@uchastings.edu�

have an equal amount of non-alcoholic beverages available for participants.

2. If you wish to sell alcohol by individual servings, a one-day Alcoholic Beverage License is needed.
See instructions below.

3. If any alcoholic beverages are to be served at a campus event, it must be indicated in your Event
Request submitted online through Astra (see “Room Reservations on page 21). Please indicate in
the Event Description whether alcohol will be served.

4. Do not provide alcoholic beverages to individuals not associated with Hastings. It has been reported
that glasses of beer have been given to passersby. This causes problems with the security of your
event.

5. In advertising social events where alcoholic beverages are to be served, representations such as “All
you can drink” are discouraged. The presence of non-alcoholic beverages must also be mentioned.

6. Alcoholic beverages cannot be served on campus before 3:45 p.m.
7. Alcoholic beverages must remain in the location in which they are served.
Event Registration for Insurance Purposes

To ensure that insurance coverage is in place, the College needs to be formally notified of all
student-organized campus events at which alcoholic beverages are to be served. The organization
must also sign an insurance form with the Student Information Center. Please see the SIC if alcohol will
be served at your event.

Only in the most exceptional circumstances will the College approve the sale, distribution or
consumption of alcohol other than beer or wine on campus or at College sponsored events. If an
organization plans to charge for alcoholic beverages, the cost of the insurance is approximately $400.
For events where only beer and wine are served and not sold, there usually is not an extra charge for
insurance. If your organization wishes to sell alcoholic beverages at its event, please contact the SIC for
further instructions.

Procedures for Obtaining a Daily Alcoholic Beverage License

If a student organization wishes to sell alcohol at an event, it is required to obtain a one-day Alcoholic
Beverage License. The organization desiring the license is responsible for obtaining all documentation.
All of the following must be completed at least 30 days prior to the event.

1. Obtain and complete the Department of Alcoholic Beverage Control Daily License Application/
Authorization; Form ABC-221 (Exhibit D) or online at http://www.abc.ca.gov/forms/PDFall.asp.
Instructions for filling out the form are also included at Exhibit D and at
http://www.abc.ca.gov/FORMS/ABC2211.pdf.

2. Obtain the signatures of the Director of Student Services, Hastings College of the Law (Room
254, 200 McAllister (415) 565-4773) and the Chief of Safety & Security (Room B6, 198 McAllister,
(415) 565-4611) who will sign under “Property Owner Approval.”

3. If the event is to be held outdoors, a Supplemental Diagram; Form ABC-253 (Exhibit D;
http://www.abc.ca.gov/Forms/PDFApp.html) will need to be filled out.

4. Obtain a tax-exempt status document from the General Counsel's Office (Room M115, 198
McAllister). This includes the certification signed by the College’s General Counsel and also a
copy of the letter sent by the District Director of the IRS.
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5. Take the Department of Alcoholic Beverage Control Daily License Application/Authorization
(Exhibit D) to the San Francisco Police Department, Tenderloin Station, 301 Eddy St., (415) 345-
7341 (Mon.-Fri.; 6:00am-3:00pm). Present the form at the front desk; ask for the Permit Officer to
obtain the required Police Department signature under “Law Enforcement Approval.”

6. Take the following documentation to the State of California Alcoholic Beverage Control Board, 71
Stevenson, Suite 1500, San Francisco, 94105, (415) 356-6500 (NOTE: The application will
only be accepted if it is received not less than 10 days before the event, nor more than 30
days before the event.):

a. Department of Alcoholic Beverage Control Daily License Application/Authorization
(Exhibit D), with the signatures of the San Francisco Police Department, the Director of
Student Services, and the College Chief of Public Safety and Security,

b. If outdoors, a Supplemental Diagram (Exhibit D),
c. Tax-exempt status documents,

d. Bylaws of the organization sponsoring the event or articles of incorporation (available on
the  organization’s  website at  http://uchastings.edu/student-services/student-

orgs/index.html).

e. Cashier's check or money order for the license fee ($25/day for wine or beer or $50 day
for both).

7. Daily license must be displayed at the event in the serving area.

Procedures for Beer-on-the-Beach Events

All Beer-on-the-Beach (BOB) events held on the Beach shall end no later than 7:00 p.m. The beverage
vendor shall be required, as part of the contract, to remove the beverage kegs by 7:00 p.m. Facilities
staff will remove other items (tables, etc.) and will serve in a back-up capacity for removal of kegs in the
event that the vendor does not respond by 7:00 p.m. The Beach is the only location where beverage
kegs may be served. If the event on the Beach is followed by a cultural or social evening elsewhere on
campus, groups may serve bottled or canned alcoholic beverages. If there is inclement weather, BOB
may be moved to the Louis B. Mayer Lounge (LBML) in 198 McAllister if there are no kegs. If the LBML is
unavailable BOB must be cancelled. An equal amount of non-alcoholic beverages must be served at
BOB.

AMPLIFIED MUSIC

Amplified music is not allowed on the Beach. If a student organization wishes to have a band, D.J. or
other amplified music on campus, it should request use of the Clara Foltz Lounge.

ASSOCIATED STUDENTS OF U.C. HASTINGS (ASUCH)

2010-2011 ASUCH officers:

President: Derrick Tyler, pres@uchastings.edu

Internal Vice President: Sulma Guzman, intvp@uchastings.edu
External Vice President: Torch Sathienmars, sathienm@uchastings.edu
Treasurer: Kalev Kaseoru, treas@uchastings.edu
Director of Community Affairs: Max Norris, dirca@uchastings.edu

Director of Communications: Patrick Hogan, dircc@uchastings.edu
Secretary: George Tran, sec@uchastings.edu

The ASUCH President is responsible for overseeing the Executive Board and representing the student
body as a liaison to the Hastings Board of Directors and the Alumni Board of Governors. The President
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also appoints students to various standing committees and governs the biweekly General Council
meetings. If you have any questions about ASUCH, please contact Derrick at the email address above.

The ASUCH Internal Vice President (IVP) serves as a student organizations’ resource, plans the
student organizations faire and conducts two meetings a year of all registered student organizations. The
IVP assigns organization space and provides support and ideas. If you are planning a bake sale, you
may rent coffee-making equipment from the IVP for a minimal fee.

The ASUCH External Vice President (EVP) traditionally chairs the Community Service committee
(known as Hastings Helps!) and is responsible for leading any efforts by the student body and our school
that concern our relationship with the outside community. The EVP coordinates events with other law
schools, bar associations, the UCSA, and other organizations throughout the Bay Area and beyond.
Please contact the EVP if you or your group is interested in planning an event.

The Treasurer coordinates student organizations’ requests for ASUCH funding and subsequent
reimbursement. Only registered student organizations may request ASUCH funding. The deadline to
apply, application and procedures will be announced by ASUCH in the fall. A copy of the ASUCH
Reimbursement Check Request Form is provided in Exhibit E. Note that original receipts must be
provided; reimbursement requests should be submitted no later than 4 weeks following an event or
activity.

The Director of Community Affairs (DCA) plans social events that unite the campus community. As
Chair of the Student Life Committee, the DCA is responsible for BOBs, Barrister's Ball, Bar Review,
Hastings Hosts..., Intramural Sports, and events that highlight the greatest assets of living in the beautiful,
culturally diverse city of San Francisco.

The Director of Communications is responsible for sending ASUCH email correspondence to the
student body, informing the student body of pending and completed ASUCH resolutions, evaluating
student needs and concerns through polling and other methods, and updating the ASUCH website
(http://www.uchastings.edu/asuch/). = The Director of Communications also chairs the Outreach
Committee.

The Secretary is responsible for keeping the minutes of ASUCH meetings and maintaining the Campus
Calendar and Bulletin Board located outside the ASUCH Office. The Secretary also chairs the ASUCH
History Project, which allows for student organizations and students to obtain information about past
generations of Hastings students and gain a better understanding of the institutional background of our
campus.

ATHLETIC ACTIVITIES AND EVENTS

When planning an athletic event, on or off campus, student organizations should consult with the Director
of Student Services to determine whether individuals participating in the event must provide the College
with a signed waiver of liability. If a waiver is deemed necessary, waivers must be submitted to the
General Counsel’s office for review in advance. Refer to Exhibit F for a sample waiver of liability form.
Signed waivers must be submitted to the Office of the Chief Financial Officer.

BAKE SALE GUIDELINES

Contact Information: Student Information Center (SIC); Room 105, 200 McAllister; (415) 565-4602;
sic@uchastings.edu; http://uchastings.edu/information/room-reservations.htmi

1. One bake sale may be scheduled per day. A student organization may hold a maximum of 2
bake sales per week.
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2. Bake sales may be scheduled in the hours between 7:30 a.m. and 1:00 p.m. If your bake sale
needs to be relocated due to inclement weather, contact the SIC.

3. Reservation requests for a bake sale are the same as room reservations. The registered student
organization must sign up through the Astra schedule at http://uchastings.edu/information/room-
reservations.html. In the Event Description, state that the event is a bake sale. When the date is
approved, you will receive confirmation via email. Please refer to the “Room Reservations”
section on page 21 for more information.

4. You may request use of a 10’ by 10’ canopy.
5. Bake sales must be set up on the Beach.

6. Appropriate refrigeration (cooler or ice bowl) must be provided for milk products (e.g., coffee
creamer, cream cheese) and other items which may spoil.

7. Organizations must provide their own supplies. Do not ask the Law Café or AHA Café for
napkins, stirrers, cups, cream or sugar free of charge.

8. All areas involved must be cleaned up after sale.

BLOOD DRIVES AND SIMILAR EVENTS

Registered student organizations wishing to host blood drives or similar events must meet with the
Director of Student Services to discuss the proposed event at least 30 days in advance.

Occasionally, for example, registered student organizations have sponsored blood or bone marrow drives
on campus for charitable purposes. There are exacting insurance and indemnification requirements
attendant to such events, and it takes additional time to put all required elements in place. The
requirements vary with the nature of the event and other factors, but it is worth the time and effort!
NOTE: The Food and Drug Administration (FDA) restrictions regarding blood donation absolutely bar any
man who has had sex with another man since 1977 from donating blood. (For all restrictions, please see:
http://www.bloodcenters.org/blood-donation/am-i-eligible/.) Of course, the safety of the blood supply is
the number one priority, but UC Hastings recognizes that this restriction is broader than necessary to
protect our blood supply. HIV research has come a long way in the past 20 years and there are many
healthy HIV negative men who want to donate blood to save lives. Blood Centers of the Pacific, while
bound by the FDA policy, was the first blood center in the nation to publicly urge the FDA to revise its
policies, arguing that a 12-month deferral would adequately prevent transfusion-transmission of HIV and
is consistent with other high-risk activities that may exclude someone from donating blood, including
sexual contact with a prostitute, getting a tattoo, and traveling to a region endemic for malaria.

BUILDING HOURS

Activities must take place during normal building hours unless authorized by the Director of Student
Services. Normal building hours are: 6:45 a.m. to 11:00 p.m., Monday — Friday; 9:00 a.m. to 10:00
p.m., Saturday; and 9:00 a.m. to 11:00 p.m., Sunday. No one may be in the buildings after 11:00
p.m. (10:00 p.m. on Saturdays). Please coordinate events and the preparation and clean up of those
events to take place within the time limits. Changes in the building hours will be announced in the
Hastings Weekly.
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BULLETIN BOARDS & POSTING NOTICES

Contact Information: Student Information Center (SIC); Room 105, 200 McAllister; (415) 565-4602;
sic@uchastings.edu; http://uchastings.edu/information/

Students, student organizations, and administrative offices may post notices on designated boards. If
you wish to post a notice, please see the SIC. All notices posted on these boards must be stamped
by the SIC. The stamp indicates both compliance with College regulations and a removal date.
Unstamped notices or those posted in unauthorized locations will be removed. Only one notice per board
is allowed. Notices must be placed inside the perimeter of the board. Only one poster per organization is
allowed in the 198 McAllister and Hyde Street lobbies. Due to lack of space, poster size is limited to
19" x 27",

1. The bulletin boards in the basement of 198 McAllister are for student organizations. ASUCH has
a board near its office on the first floor of 200 McAllister.

2. Anindividual student may post flyers on designated bulletin boards if his/her name and class year
are legibly written on the paper and it is stamped by the SIC.

3. Commercial advertising by outside vendors must be stamped for approval and may be posted
only on the designated board.

4. Posting of non-administrative materials is prohibited in all college locations with the exception of
the designated bulletin boards described above. The following list provides examples of
locations where posting is prohibited, but it is not exhaustive:

a. Any glass surface, entry door, window, or other glass areas (except for class change
notices on Classroom doors),

b. Any marble surface regardless of location,

c. Any metal surface areas,

d. Any painted wall or surface area regardless of the type of tape used,
e. Any stairwell, or stairwell entry doors,

f.  All elevator walls and doors,

g. Any building entry door, regardless of type,

h. Any fire exit door or inner exit door leading to fire exit.

Any materials which are found to be posted in areas described above will be immediately removed
without notification to the posting organization or individual.

CAREER & PROFESSIONAL DEVELOPMENT OFFICE
CO-SPONSORSHIP OPPORTUNITIES

Contact Information: Rupa Bhandari; Room 230, 200 McAllister; (415) 565-4619;
bhandari@uchastings.edu

The Office of Career & Professional Development is eager to work closely with student organizations to
co-sponsor programs such as attorney panels, brown bag lunches, and receptions. They are also willing
to assist in other ways, for example, identifying potential speakers for events, finding alumni to serve as a
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club resource, or publicizing activities. Co-sponsorship also provides your event with an extra $35 from
ASUCH. The Career Office puts on numerous programs throughout the academic year and advises
organizations to confirm the timing of their programs with them to avoid potential schedule conflicts. To
apply for co-sponsorship, student organizations must make an appointment with Rupa Bhandari prior to
the ASUCH funding request deadline. For more information on what co-sponsorship entails and
complete instructions on how to apply, see Exhibit G. For more information, please contact Rupa
Bhandari at the Career Office.

CATERING SERVICES

The Law Café is available to student organizations for catering purposes. If a student organization wants
to have an outside caterer prepare and/or serve food on campus, the caterer must be pre-qualified.

The pre-qualification process provides that:
« Vendors meet College standards;
* Vendors are properly licensed;
« Vendors are properly insured;
< Conflict of interest requirements are met.

Catering services are defined as food and/or beverage prepared on-site and/or delivered to the College
by a vendor and served at an on-campus event. Such services generally include set-up and clean up.
Some vendors may also provide china, glass, and silver.

Below is a list of caterers who are pre-qualified to provide catering services to the College. Only these
caterers may be used for on-campus events (updated August 9, 2010):

Caterer Telephone E-Mail
Number

Alta Cuisine 415-468-2582 altacuisine@aol.com
www.altacuisine.com 415/898-3230
California Rose Catering 510-644-4473
www.californiarose.com Fax 510-644-4430
Cheshire Cat Catering 415-822-0400 Caterman44@aol.com
Creative Sushi Catering Svc. (DBA-Sushi 415-310-4196 www.Creative-Sushi.com
Hana) Fax 415-775-5801
Forks & Fingers Catering 415-883-1900
Gabriele Muselli Catering 415-334-3755
J&V Catering Company 415/821-7786 info@jandvcatering.com
Knights Catering 415-861-3312
La Meditterranee Fillmore 415-921-2956 Alicia@cafelamed.com

http://www.cafelamed.com/fillmore new/
LaMed Fillmore-home.html

Le Pettit's Kitchen 415-355-9404

Miraglia Catering 510-483-5210

MLVS' Catering Services 415-641-3720 jlopez@mlvs.org
www.floridastreetcafe.com

P’Nosh Catering 415-235-6518 p_noshcatering@comcast.net
The Law Café 415-565-4693 lawcafe@uchastings.edu
Wild Awakenings 415-255-1928

Willow Camp Catering 415-868-2452
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The Chief Financial Officer performs the prequalification process. Contact the CFO, (415) 565-4710 or
sewardd@uchastings.edu if you would like to add a caterer to this list. Please visit
http://uchastings.edu/site_files/Fiscal/Y-Caterers.pdf for more information.

Note: The pre-qualification requirement does not include the delivery of pizzas, sandwiches and food
platters by outside caterers and food vendors.

COLLEGE SEAL AND LOGOS

The College seal (as printed on the cover of this booklet) is used by U.C. Hastings’ administration and
faculty only for formal and official college purposes and publications. Student organizations may not use
the College seal. The official logos (Exhibit H) may be used as an alternative for events/banners/activities
officially sponsored by student organizations. ASUCH held a student competition in 2004, and a new
logo was selected using the Golden Gate Bridge. See Exhibit H for all logos. Student organizations may
obtain print-ready copies of the logos from Student Services. A visual identity program is being
developed for Hastings. Guidelines for its usage will be available in Student Services.

COMMERCIAL ORGANIZATIONS

Commercial entities (e.g., bar review courses, computerized legal research systems) have restrictions on
their participation in campus activities for advertising purposes. Please check with the Director of Student
Services for the regulations. For the list of Bar Review Company Access Regulations, see Exhibit I.
Registered student organizations may request funding from the bar review course (or similar) companies.
When a company co-sponsors an event, there may be sponsor acknowledgement on the publicity posters
and banners at the event. However, during the event there must not be any direct sales or marketing of
the course, and no materials about the course can be distributed. A small table with exhibit materials
about the company will be allowed.

CONTRACTS
All contracts entered into by student organizations for items such as reservations of party facilities, T-

shirts, mugs, or services, need to be cleared through the Director of Student Services. If contracting
with a disc jockey, student organizations must receive a copy of his/her license with BMI and/or ASCAP.

EMAIL ACCESS

Contact Information: Information Technology; Eric Noble, Director of Information Technology; Room 375,
200 McAllister; (415) 565-4784; noblee@uchastings.edu

Registered student organizations may request an e-mail address from Eric Noble, Director of Information
Technology. College resources such as the email system are not to be used for commercial,
religious or political purposes. Use of the Hastings Network, including email services, computers, etc.,
constitutes acceptance of the Computer Resources Acceptable Use Policy, which is included in the
“Reference Section” and on the Internet (http://uchastings.edu/infotech/policies.html).

Student organizations may send mass email to students through either Next Week’s Events at Hastings
or the Hastings Weekly (see “E-mail Messages To Students” below). Non-official, unsolicited emalil
messages constitute spam and are unacceptable under the above policy.
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E-MAIL MESSAGES TO STUDENTS

Contact Information: Student Services Office; Room 254, 200 McAllister; (415) 565-4773,;
studentservices@uchastings.edu

A registered student organization may submit an announcement for an activity/event it is sponsoring to
Student Services. Student Services sends two emails per week to the student body: Next Week’s Events
at Hastings and Hastings Weekly.

Next Week’s Events at Hastings is sent every Friday and includes a calendar listing of events
sponsored by student organizations, offices, departments, and faculty for the following week. The format
for each event must be brief. Calendar items are limited to those planned by or which involve Hastings
registered student organizations, administrative offices, and faculty. Graphics and attachments will not be
included, but URLs are ok. Please include Hastings email addresses only. Listings may be edited and
will not be sent more than once. The deadline to email calendar items to
studentservices@uchastings.edu is noon each Thursday. Please see prior issues for the preferred
format: http://uchastings.edu/student-services/events-calendar.html.

Hastings Weekly is sent each Monday includes announcements, updates, student campus jobs, and
other information. Announcements can only be submitted by Hastings registered student organizations,
administrative offices, and faculty. Graphics and attachments will not be included, but URLs are ok.
Please include Hastings email addresses only. Listings may be edited and will not be sent more than
once. The deadline to email announcement to studentservices@uchastings.edu is noon each
Thursday. Please see prior issues for a sample format: http://uchastings.edu/student-
services/weekly.html.

EQUIPMENT INVENTORY

All equipment (e.g., answering machines) purchased by registered student organizations with funds
raised by the organization, including ASUCH allocations, becomes the property of the College. All such
equipment, when acquired, must be immediately reported to the Director of Student Services for the
purpose of obtaining proper insurance and establishing identifications and College inventory. Once
inventoried, the equipment can be serviced by the College service contracts.

FACILITIES/ROOM SET-UPS

Contact Information: Sunny Dhamrait, Facilities Operations Manager; Room 115, 200 McAllister; (415)
565-4688; dhamrait@uchastings.edu.

The Facilities Department will set up events and provide janitorial service, if requested. Make
arrangements for event set ups at least ten working days prior to the event; equipment and personnel for
event set ups are scheduled on a first-come, first-serve basis. It is the responsibility of the applicant to
leave the facilities in a clean and orderly condition. A clean-up fee may be assessed if the facilities are
not left as found.

After receiving a tentative reservation date/room from the SIC and discussing room set-ups, Facilities
should be contacted if a special set-up is required (Refer to Exhibit J, Facilities Set-Up Request Checklist
and Information). Most meetings do not require special arrangements. If the weather looks inclement
for a Beach event, contact SIC and Facilities early to work out the details of moving the event
indoors if space is available or rescheduling it. NOTE: The only indoor alternative for Beer-on-the-
Beach (BOB) is the LBML. If the LBML is unavailable, BOB must be canceled for that date.

Labor charges for set-up and clean-up which require additional personnel or which occur outside of the
normal hours (specified below) will be made on an hourly wage basis. An estimate charge must be
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prepaid before an event. The Facilities representative will sign the request and estimate the charge, if
any, on the Facilities Set-Up Request Checklist.

Charges:
1. Janitorial Services: $31.50/hour/custodian for set-up, clean-up
Base charge: minimum 1 hour charge = $31.50

2. Maintenance Services: $40.00/hour/technician for implementation of special requests
Minimum 1 hour charge = $40.00

3. Typical charges for special set-ups
(1 hour minimum)
Total Hrs.* Charge

Full set-up/full stage - 8 hrs. $269.00
LBML (400 chairs)
Stage set-up 2 hrs. $80.00

All of the above charges are for normal hours (Janitorial: Monday-Friday 8:00am-3:30pm; 5:00pm-
12:30pm. Maintenance: Monday-Friday 8:00am-4:30pm). Overtime charges are 1.5 times normal rates.

* Payment of the estimated charge is due before the event; any remaining charges must be paid within
30 days of the event.

These charges are made to registered student organizations and outside organizations. The official
journals and Moot Court are academic programs, and charges will be waived unless the event is purely
social.

FINANCIAL ACCOUNTING, RECORDKEEPING, AND REPORTING

All funds and gifts, in kind or otherwise, received by Student Organizations are properties of the College.
As such, financial accounting standards have been established to ensure that these funds are accounted
for properly and in compliance with established College policies and procedures. This section of
Handbook describes the financial accounting standards with which student organizations must comply.
Specific information on methods organizations may use to manage funds is also included.

Organizations who fail to meet these financial accounting standards are subject to loss of status as a
registered student organization. The College reserves the right to review the organization’s financial
transactions at any time.

Refer to University of California Hastings College of the Law Policies and Regulations Applying to College
Activities, Organizations and Students in the “Reference Section” of the Handbook for more information.

A. Fiscal Services Information

The Office of Fiscal Services oversees the financial accounting standards for student organizations.
Students responsible for the financial transactions of their organization are encouraged to meet with
Associate Director of Fiscal Operations to ensure that they understand the standards upon which they are
expected to comply.

Location: 198 McAllister, Room 111
Office Hours:  8:15 a.m. to 4:00 p.m.

Contact: Associate Director of Fiscal Operations: Eva Lim, lime@uchastings.edu, (415) 581-4899
Controller: Deborah L. Tran, trand@uchastings.edu, (415) 565-4740

13


mailto:lime@uchastings.edu�
mailto:trand@uchastings.edu�

B. Financial Accounting

Organizations have two options to choose from for processing and accounting for their financial
transactions. This section of the manual describes these options. If the organization’s fund sources
include a combination of ASUCH activity fee funding and funds generated from their own fundraising
efforts, the ASUCH reimbursement method is not applicable.

1. ASUCH Reimbursement
If the organization has been authorized an allocation from ASUCH of student activity fees, the
organization may operate on a reimbursement basis. With this method, members of the organization
purchase the goods and/or services required to sponsor their event(s) and submit ORIGINAL receipts to
ASUCH for reimbursement. The organization may also submit an original vendor invoice directly to
ASUCH for payment. By using this method, the organization relies solely upon ASUCH activity fee
funding to sponsor its activities and events.

With the reimbursement method, the organization is not required to handle any funds or keep any
financial records.

2. Hastings’ Account
Registered student organizations may, at no charge, open a Hastings account with the Office of Fiscal
Services. The account is the organization’s general operating fund where all income is deposited and
disbursements are recorded. The Office of Fiscal Services, on behalf of the organization, will issue
payments to vendors and students. The Office of Fiscal Services will process paper checks on the
second and fourth Fridays of the month and E-checks twice a week.

The benefits of maintaining a Hastings account include:

< Organizations with a Hastings’ account are permitted to use Hastings’ Federal Employer
Identification Number;

< Investment income can be earned on available cash balances. The organization’s funds will
be invested with the Treasurer of the University of California, along with the funds of the
College. Investment income is distributed quarterly;

< No monthly reporting of deposits and disbursement transactions are required;

< No monthly reconciliation of the cash account balance is required;

e The organization continues to use the same account number year after year. This allows for
the organization to maintain a history of activity, which is archived by the Office of Fiscal
Services for seven years;

< Authorized signers are designated;

« Monthly transaction activity reports are available upon request from Fiscal Services;

* Use of the College’s petty cash fund to reimburse students for low value purchases ($20.00 or
less). Petty cash forms are available in Fiscal Services.

Minimal deposit and disbursement procedures have been established to aid organizations in processing
their financial transactions. To read more about the account procedures or learn how to open a Hastings
account, refer to and complete the Student Organization Hastings Account Request form, Exhibit K
(available online at http://uchastings.edu/fiscal/forms.html).

The Student Organization also controls the account’s authorized signers. Annually, upon submission of
the organization’s registration with Student Services, or upon the election of new officers, the Student
Organization designates at least two officers who are authorized signers. The Director of Student
Services can serve as an alternate signer when one of the two is unavailable. NOTE: Unless otherwise
noted, the current signers’ authority expires on June 30th of each year. Only actively enrolled students
may be authorized signers.
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Transaction activity reports are available upon request from the Office of Fiscal Services. It is the
responsibility of the organization to periodically review transactions for accuracy and to report any
discrepancies immediately to the Associate Director of Fiscal Operations.

C. Sources of Funds
Student Organizations can acquire funds in a variety of ways to support their activities and events. These
include:

e Charging membership dues.

e Holding noncommercial  fundraising events (e.g. bake  sales). Refer to
“Fundraising/Sales/Raffles” on page 19.

e Soliciting private donations.

« Student activity fees — Organizations must apply to ASUCH for an allocation of student activity
fees. Once allocated, these funds are not issued to the Organization directly; rather they are
held by ASUCH until a reimbursement request is made.

Since all funds are acquired in the name of University of California, Hastings College of the Law, they
must be accounted for in the manner described herein.

D. Uses of Funds

All funds acquired by the organization must be used for purposes which are in furtherance of the
organization’s stated bylaws and within the mission of the College. To ensure that the organization’s
expenditures are in compliance with all State and Federal laws and regulations governing the College’s
tax-exempt status, all funds acquired by the Organization must be used as follows:

1. No funds can be used to benefit individual members of the organization. An example of
inappropriate and excessive use of funds would be an organization-officer dinner at a four star
restaurant. This standard, however, does not prohibit ordering pizza for work meetings, serving
refreshments at activities, etc.

2. Donations to political causes of any kind are prohibited.

3. No gift or gratuity, including entertainment, may be purchased for College employees,
administrators, faculty or directors of the College with funds of the organization.

4. All equipment purchased with funds of the organization shall be reasonably related to the
business of the organization.

5. All equipment purchased with funds of the organization shall be deemed property of the College;
it shall be inventoried by the College and is to be used exclusively by the organization.

6. Parties funded by the organization must be open to all members of the organization and shall be
reasonably related to the business of the organization.

7. At no time shall the funds of the organization be used for personal expenses, and at no time can
personal IOU’s be made from the organization’s funds.

E. Recordkeeping
Organizations raising and distributing funds must keep and maintain adequate and accurate records
which include:

» Showing the means by which funds were acquired and under what circumstances;

e The amount of funds spent on each transaction;
e The purpose for which the funds were spent.
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These records must be kept current and maintained in an orderly manner. They must be available for
inspection and audit by the College. If the College determines an audit is required, it may be ordered at
the organization’s expense.

Following are the specific recordkeeping requirements (note that the requirements vary depending upon
the method the organization selects to handle their financial transactions).

1. ASUCH Reimbursement

If an organization’s only source of funding is from student activity fees, no additional recordkeeping or
reporting requirements are necessary. Organizations must, however, make reimbursement requests in
accordance with the procedures and processes that have been established by ASUCH. The
reimbursement request is first submitted to ASUCH for approval; the request is forwarded by ASUCH to
the Office of Fiscal Services which will make the disbursement. Students signed up to receive their
financial aid proceeds electronically via direct deposit will also receive their reimbursements electronically
through a UC Hastings credit to their designated bank account. Students must indicate the method of
disposition on the ASUCH reimbursement form. If it is left blank, the check will be mailed to the payee.

2. Hastings Account
Following are the deposit and withdrawal procedures for organizations with a Hastings account. The
Hastings account is used to manage the organization‘s non-ASUCH funds.

Depositing Funds
The Treasurer of the organization is responsible for handling checks or cash, with another officer
designated as an alternate. Funds should be deposited as follows:
« Checks received by the organizations should be deposited into their Hastings account as soon
as possible. Deposits are made in the Office of Fiscal Services at 198 McAllister, Room 111.
e Checks awaiting deposit should be placed under lock and key. Locked cash boxes are
available from the Office of Fiscal Services for the organization’s use.
e Checks received by the Student Organization should be made payable to UC Hastings College
of the Law.
< The name of the student organization should be written as a reference in the memo field of the
check.
» Post-dated checks will not be accepted for deposit.
< Gift checks (donations) in support of the student organization should be delivered to the Alumni
Center, where they will be recorded, deposited, and acknowledged.

Refer to Guidelines for Depositing Funds, Exhibit L, for additional information.

Withdrawing Funds
Following are the procedures that organizations shall follow to withdraw funds from their Hastings
account.

Submit all disbursement requests to the Office of Fiscal Services. Funds may be disbursed to:

1) Individuals as a reimbursement, or an advance;

2) Directly to the vendor; or

3) As an inter-fund transfer to reimburse another student organization which has a Hastings account.

All disbursement requests should be made with a Request for Disbursement form, Exhibit M (available
online at http://uchastings.edu/fiscal/forms.html).

Disbursement Guidelines
e The amount being disbursed cannot exceed the organization’s cash available balance.
< Original receipts must accompany all reimbursement requests except for an advance.
< Upon receipt of an advance, the recipient is responsible for ensuring that a vendor invoice
and/or original receipts are submitted to the Office of Fiscal Services to clear the advance
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within 30-days of the advance. A subsequent advance will not be made until the outstanding
advance is cleared. A hold will be placed on the student’s records if the advance is not
cleared. If the advance is not cleared by the end of the calendar year, the advance will be
treated as income to the payee and a 1099-Misc will be issued by the College. The hold will be
removed from the student’s record.

< In the event one of the authorized signers is unavailable for signature, the Director of Student
Services may sign in his/her absence.

< Fiscal Services processes paper checks on the second and fourth Fridays of the month and E-
checks twice a week. Paper checks can be picked up Monday through Friday, 8:15am to
4:00pm in the Office of Fiscal Services, Room 111, 198 McAllister.

* No personal IOUs can be made from the organization’s funds.

« Students who are signed up for direct deposit of their financial aid proceeds will receive their
disbursements via a UC Hastings electronic credit into their designated bank account.

F. Reporting
Following are the specific reporting requirements student organizations must follow depending upon the
method the organization selected to manage their financial transactions:

1. ASUCH Reimbursement
If the organization operates solely via the ASUCH reimbursement process, there are no financial
reporting requirements.

2. Hastings Account
If the organization manages its funds through a Hastings account, there are no financial reporting
requirements.

Student organizations with a Hastings’ account can, upon request to the Office of Fiscal Services, receive
a financial transaction report. Organizations can request this report by contacting Accounts Payable at
(415) 565-4748 or via e-mail at anderson@uchastings.edu. Organizations are responsible for requesting
and reviewing their transactions periodically (twice per year is recommended) to ensure accuracy. Any
guestions or discrepancies should be reported immediately to the Associate Director of Fiscal Operations
at (415) 565-4899.

G. 501(c)(3) Organizations

Student Organizations with 501(c)(3) status must report their financial transactions to the Office of Fiscal
Services at least annually. They may satisfy this requirement by submitting the most recent copy of the
organization’s Federal 990 and State 199 form.

H. Applicable Exhibits

Exhibit K — Student Organization Hastings Account Request Form
Exhibit L — Guidelines for Depositing Funds

Exhibit M — Request for Disbursement Form

These forms are available online at http://uchastings.edu/fiscal/forms.html.

I. The Office of Fiscal Services- Frequently Asked Questions (FAQ’s)
Hastings Accounts

Q. Are all registered student organizations required to open a Hastings account?

A. No. Student organizations receiving funding solely from ASUCH do not need a Hastings account.
Student organizations conducting their own fundraising events (e.g. bake sales) must establish a
Hastings account to deposit and withdraw such funds.

Q. What are the benefits of setting up a Hastings account?
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A. A Hastings account is like having a checking account without a checkbook and without all of the
responsibilities associated with a checking account. Hastings will issue disbursements on behalf
of the student organization and maintain an accounting of all of the organization's financial
transactions.

Will funds held in the Hastings account earn investment income?
Yes, if the account contains a balance at the end of the quarter when investment income is
calculated and distributed.

Deposit

Q. Where can | find the Student Organization seven digit account number?

A. The account number is available:

0 On the Student Organization “Transaction Activity Report” which is placed in the Student
Organization’s SIC Folder each month;

o From the Office of Fiscal Services, 198 McAllister, Room 111, fiscal@uchastings.edu or
415-565-4704;

o From the previous student organization officers; or From the Student Organization
Account Request Form.

Q. How can | find the cash balance available in the Student Organization’s account?

A. The cash balance is available from the Office of Fiscal Services.

Q. Who should checks collected by the Student Organization be made payable to?

A. Checks received by the Student Organization should be made payable to “UC Hastings College
of the Law”.

Q. How do | deposit gift checks (donation) from sources other than bake sales or similar fundraising
events?

A. Gift checks (donations) in support of the Student Organization should be delivered to Alumni
Center, where they will be recorded, deposited, and acknowledged.

Q. Where do student organizations deposit funds collected if they have a Hastings account?

A. All monies collected should be deposited with the Office of Fiscal Services.

Q. How soon should | deposit the money?

A. By the next business day.

Q. Does the Student Organization get a receipt for the deposit?

A. Upon request.

Disbursement

Q.
A.

How do | get reimbursement for expenses related to a student organization activity?

Complete the Student Organization Disbursement Form, attach the original receipts; secure the
authorization of the Student Organization’s authorized signer(s) and submit the form and the
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original receipts to the Office of Fiscal Services.

Q. How soon can | receive the disbursement?

Paper checks are processed on the second and fourth Fridays of the month and E-checks twice a
week. The Disbursement schedule can be located at http://uchastings.edu/fiscal/accounts-
payable/pay-schedule.html.

Q. Can | receive my reimbursement via electronic deposit to my designated account?

Yes. If the payee is a student who is signed up for the direct deposit of financial aid refunds, he
or she can be paid electronically. Be sure to indicate “direct deposit” on the disbursement form.

Why is my disbursement request returned without processing and whom should | contact?

The most common reasons the disbursement requests are returned include:

0 The disbursement amount exceeds the organization’s cash available balance. In this
case, contact the officers of the Student Organization.

o Original receipts are missing. Attach the original receipts and resubmit the request.

o Signatures from the authorized signers are missing. Secure the signatures of the student
organization’s authorized signers and resubmit the form. (Note: Two (2) signatures
required. Payee cannot authorize his/her own request. In the event one of the
authorized signers is unavailable for signature, the Director of Student Services may sign
in his/her absence.)

0 Signatures on the disbursement request must match with signatures on the Student
Organization Account Request Form.

0 The disbursement request form is incomplete. Be sure to complete all sections of the
form including payee name, student ID number (if applicable), purpose of expenditure,

etc.
Q. If | still have guestions about my disbursement, whom can | contact?
A. Contact the Disbursement Supervisor at (415) 565-4748.

FUNDRAISING/SALES/RAFFLES

The traditional fundraisers sponsored by organizations are bake sales, outline sales, mug and T-shirt
sales, and the HPILF auction. These do not need prior approval from the Director of Student Services.
You must reserve space and tables by contacting SIC and submitting a reservation request.

Sales may only be held on the Beach. Each day of the sale, the organization must clean up afterwards.
If Facilities needs to clean up or move furniture, the organization will be charged accordingly. The
organization must understand that the sale is not a College-sponsored activity and that the
College assumes no responsibility for the activity and must be indemnified in the event of liability.

California law mandates that the method of distribution of raffle tickets must be by donation rather
than by sale. Therefore, a student organization distributing raffle tickets is required to disclose that the
event is a fundraising activity and that anyone can participate, whether they pay or not. The phrase
“suggested donation” must also appear on raffle tickets to clearly indicate that donations are not required,
but they are suggested. The drawing has to be by someone 18 or older, and at least 90 percent of the
gross receipts generated have to be used for the designated beneficial or charitable purposes.

A registered student organization using the College facilities to raise funds must keep adequate and

accurate records showing the means by which funds were raised, the uses for which the funds have been
or will be spent, and the amounts thereof. These records must be kept current. They must be available
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for inspection and audit by the College. If an audit is required, it may be ordered at the organization’s
expense.

The Alumni Center is eager to provide guidance for your fundraising efforts with alumni, law firms and
corporations. Please contact the office at (415) 565-4615.

INSTRUCTIONAL MEDIA SERVICES

Contact Information: Room B27, 198 McAllister; (415) 565-4609; media@uchastings.edu;
http://uchastings.edu/media/
Hours: Monday-Friday 9:00 a.m.-5:00 p.m.

Instructional Media Services provides audio-visual services for the campus. The primary purpose of the
department is to support classroom and instructional activities.

Services available for student organizations:
< Public Address (PA) system: 2 microphones, audio cassette playback, connection of one user
furnished playback device (CD, audio cassette),
< Video Playback Cart (VHS/DVD): for indoor use only
e Equipment in classrooms: see Student Guidebook for more information

NOTE:
« All equipment will be set-up and taken down by Media Services personnel; Media Services
does not provide operators for events.
e Outdoor use of PA equipment until 5:00 p.m. only.
* No video or audio recording.
+ No musical act/band PA set up or operation.
e The PA system may not be used for live music or a DJ.

Requesting services and equipment:
< A 2-day working notice is required, but requests will be filled subject to equipment and
personnel availability.
e There are two ways to request services:
1) By phone: Dial 565-4609, select option number 1 and leave a request on the automated
voicemail request system.
2) Use the Online Request Form, available on the Media Services webpage.

Instructional Media Services will make every effort to fulfill requests; however, we encourage submittal of
requests as early as possible in order to ensure the availability of both equipment and personnel.
Submitting a request does not guarantee services. If we are unable to fulfill your request, we will notify
you as soon as possible.

PRINTING & COPYING

Contact Information: Room 103, 200 McAllister; (415) 565-4882; businesscenter@uchastings.edu;
http://campuslifeservices.ucsf.edu/hastings/.
Hours: Monday-Friday 8:00am-5:00pm

The UC Hastings Business Center exists through an alliance with UCSF- Campus Life Services
Department. The Business Center will gladly assist student organizations with all of their printing and
copying needs. The UC Hastings Business Center services are priced to be competitive in the local copy
and print market. Student organizations may pay for printing jobs with cash, credit card, or their Hastings
authorized account. ASUCH has an account with the UC Hastings Business Center. Student
organizations may not charge to the ASUCH account. With a Hastings account, student organizations
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may ask the Business Center to estimate the cost of printing and prepay the amount for the job at Fiscal
Services. Many organizations also use nearby copy services.

For more information or to find out if your student organization has an account, contact the UC Hastings
Business Center.

RECYCLING PROGRAM

The recycling program at Hastings has been in place for a number of years. We have added cans, glass
and plastics to our ongoing program of recycling newsprint, books, cardboard, mixed paper and white
paper. To facilitate the separation and collection of all items, we have augmented the total number of
recycling containers on campus by over the last several years. The participation, support and cooperation
of the entire Hastings community are needed to ensure the success of the recycling program. Comments
or suggestions about the recycling program may be directed to Sunny Dhamrait, Manager of Facilities,
dhamrait@uchastings.edu, (415) 565-4688.

ROOM RESERVATIONS

Contact Information: Student Information Center (SIC); Room 105, 200 McAllister (next to the SIC
folders); (415) 565-4602; sic@uchastings.edu; http://uchastings.edu/information/room-reservations.htm|

Procedures
Registered student organizations may reserve campus facilities to hold meetings and activities. Room
reservation requests are submitted online via Hastings’ Astra Schedule application:

1. Go to http://luchastings.edu/information/room-reservations.html and follow the instructions for
reserving a room.

2. You will receive an e-mail from AstraAdmin@uchastings.edu acknowledging your request and
another e-mail from the same address when your request is processed. If you do not
receive confirmation within two business days, please call (415) 565-.4602 or e-mail
sic@uchastings.edu. Please wait until you receive your room reservation confirmation before you
advertise your event.

If your event requires a special set-up, please contact Sunny Dhamrait in Facilities, (415) 565-4688,
dhamrait@uchastings.edu. Refer to the “Facilities/Room Set-Ups” section on page 12 for more
information. If your event requires AV equipment, please contact Instructional Media Services, (415) 565-
4609, media@uchastings.edu. Refer to the “Instructional Media Services” section on page 20 for more
information.

Rental Fees
« Reqistered Student Organizations: Subject to availability and the completion of the appropriate
reservation form obtained from the SIC, registered student organizations may reserve Hastings
facilities free of charge.

< Non-College Rentals: Subject to availability, College rooms and facilities may be rented for a fee
by non-College organizations which are law related, educational, community-based, etc.
The schedule of charges is available in the SIC. Contact SIC for further information.

Room Reservation Rules

Public Safety: (415) 565-4843. Reservation requests must be in compliance with building hours (Refer to
the “Building Hours” section on page 8). Organizations must adhere to the times designated on the
request/approval form. If events run longer it disrupts the next activity, cleaning the area and securing the
building.
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An Officer may need to be scheduled, if the event:
e isin 198 McAllister after 6:00 p.m.,
< is on a weekend or holiday,
« has live music,
* has an expected attendance of over 200 people,
» alcoholic beverages will be served,
+ money will be collected or
« students will need access to the building outside of regular operating hours.

The need for additional security will be assessed when the room reservation request form is submitted.

Alcoholic Beverages: Requests to serve alcoholic beverages must be made at the time of room
reservation request. A temporary liquor license from the California Department of Alcoholic Beverage
Control will be required if alcohol is sold by the serving. See the “Alcoholic Beverages at Campus
Events” section on page 4 for information.

Barrels: Students and/or student organizations may request barrels to collect donations. Unless
placement of the barrel(s) will cause disruption, one barrel may be placed in each of the following
locations: 1. the main lobby of the 198 building; 2. near the vending machine on the first floor of the
Tower; and 3. the main lobby of the 200 building. Signs identifying the sponsoring student organization
and purpose of the collection should be placed on the surface of the barrels. The barrels can be reserved
for a maximum of two weeks, and they must be checked daily to insure that the contents do not overflow.
To reserve space and the barrels, please visit the SIC.

Food: If food is served at the event, everything must be cleaned up and placed in recycling bins or
garbage cans after the event. If Facilities is called to clean up, the organization will be charged.

Signs/Easels: Posters and signs are not allowed on walls, doors, or windows. Refer to the “Bulletin
Board & Posting Notices” section on page 8. Easels may be reserved in the SIC for posting signs; these
signs will be located in areas approved by the SIC.

Tables: Tables are not allowed in the Hyde Street Lobby of 198 McAllister (without written authorization).
Tables in other areas must not block corridors, aisles, and doors. Because of their strength, LBML tables
are always recommended.

Weekend and Evening Events: Details of these events must be planned carefully. Staff availability is
limited during these times, and it may not be possible to comply with last-minute change requests.

Americans with Disabilities Act: Applicant must identify accommodation needs for those attendees with
disabilities no later than 72 hours in advance. The College will attempt to satisfy those needs which can
be reasonably met. Please contact the Hastings Disabilities Accommodations Hotline at (415) 565-4848
or e-mail your request to DAH@uchastings.edu.

Cancellation: If a student organization needs to cancel a confirmed reservation, e-mail a cancellation
request to sic@uchastings.edu as far in advance as possible.

Clara S. Foltz Student Lounge: The Clara S. Foltz Student Lounge is located on the lobby floor of the 100
McAllister Bldg (Tower). The Lounge is intended to be open 24 hours a day, seven days a week for all
Hastings students.

Registered student organizations may request to reserve the Clara S. Foltz Student Lounge for an event
Monday through Thursday. Events can last no longer than three hours and must end by 11:00 p.m. at the
latest. Requests to reserve this student lounge for an event will be considered on a case-by-case basis.
If attendees are not Hastings students, they must be accompanied by Hastings students or the requesting
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organization must provide an alphabetical guest list to the Tower security guard or staff a check-in station
for guests in the Tower lobby. Student organizations will be responsible to clean up & restore the order of
the Lounge after an event.

Skyroom: Registered student organizations may request the use of the Skyroom for catered evening
receptions. The guidelines for reserving the Skyroom are as follows:

1. Complete the online room reservation request at http://uchastings.edu/information/room-
reservations.html (See the “Room Reservations” section above for more information). You will
receive confirmation via e-mail.

2. Use of the Skyroom requires a minimum of 20 persons and a maximum of 120.

3. Receptions may be for a maximum of 3 hours. Monday through Thursday, between 5:00-10:00
p.m. Fridays will be considered on a case-by-case basis.

4. Once the contact person receives an e-mail indicating that the request has been approved, the
student organization should contact the Law Café: (415) 565-4693 or a pre-qualified caterer
(Refer to the “Catering Services” section on page 10) to arrange for catering. The Law Cafe
needs two weeks notice to cater an event.

All food and beverages must be brought in by the Law Café or a pre-qualified caterer. In
order to make the use of the Skyroom viable for student organizations, when the Law Café is
used the organization will be charged only for the cost of the consumables. Hastings will
be billed separately for the labor and overhead. Contact the Director of Student Services for
more information.

5. Beer and/or white wine may be served by the Law Café staff. No red wine may be served. No
kegs are allowed. Alcoholic beverages may not be sold at the event; however, admission may
be charged in advance or at the door. If alcoholic beverages are served, non-alcoholic
beverages and food or snacks must also be provided. The amount of alcoholic beverages must
be proportionate to the anticipated number of attendees.

6. Only furniture in the North Lounge may be rearranged for serving purposes, and it must be
returned to order at the end of the event. No other furniture can be moved.

7. ltis the responsibility of the requesting organization to leave the Skyroom in a clean and orderly
condition.

8. If attendees are not Hastings students, they must be accompanied by Hastings students. The
requesting organization must provide an alphabetized guest list to the security guard or the
organization must staff a check-in station in the Tower lobby.

9. Usage of the Skyroom is designated for receptions. No media equipment is allowed (e.g.,
microphone, projection screen).

No smoking is allowed in the Skyroom.

Note: The Skyroom is open Monday through Thursday from 10 a.m. to 6:00 p.m. and Friday, from
10:00 a.m. to 5:00 p.m. for general student use. Student organizations may hold informal
meetings in the Skyroom during these hours; however, the Skyroom must remain open for all
students.

Off-Site Event Locations: Student organizations may request the use of off-site facilities to hold events.
Information about possible off-site locations can be obtained from the Student Information Center.
Reservation requests for use of off-site facilities should be submitted at least 30 days prior to the event
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date. Requests can be e-mailed to sic@uchastings.edu. After a request has been submitted to the SIC,
the requestor is required to schedule a meeting with a SIC staff member to discuss date, time, and
availability of the requested facility.

For more information, refer to Room Reservation Rules and Procedures (Exhibit N).

SIC FOLDERS

Contact Information: Student Information Center (SIC); Room 105, 200 McAllister (next to the SIC
folders); (415) 565-4602; sic@uchastings.edu

All registered student organizations are provided SIC folders. The student organizations are grouped
together. These SIC folders are an important means of communication. Please designate someone to
check your folder regularly.

SMOKING POLICY

The College is strongly committed to maintaining and improving the health and well-being of all students
and employees and in providing a safe and healthy work and study environment, free from potential
health hazards. Smoking is prohibited throughout Hastings’ buildings, facilities, and other properties,
including the exterior areas, stairwells, and balcony areas of all three buildings; signs will be posted in
accordance with this policy.

SUPPLIES

Currently, only ASUCH may order supplies through Hastings purchasing department.  Other
organizations typically use such vendors as Office Depot, Costco, Smart & Final, etc.

TELEPHONES

Contact Information: Student Information Center (SIC); Room 105, 200 McAllister; (415) 565-4602;
sic@uchastings.edu

For those registered student organizations that have telephones in their office spaces, it is suggested that
each phone call be documented. The organization is financially liable for all the calls made on the
telephone, whether for College/organization business or not. The phone bills include a complete printout
of phone numbers called, day, time and minutes talked. Telephone access, for on-campus and off-
campus calls, can be limited; check with the Facilities Manager. If an organization has a Hastings
account, they will be invoiced by the College for the amount owed; payment is due within 30 days of the
invoice date. The invoice will be SIC dropped to the organization. Non-payment of calls will lead to
discontinuance of service. If calls are not school business, a personal check must be submitted to cover
the amount of the phone call. Checks should be made payable to U.C. Hastings College of the Law and
submitted to the Office of Fiscal Services. See the “Voicemail” section below for information regarding
voicemail service.

TRAVEL FUNDING REQUESTS FOR REGISTERED STUDENT ORGANIZATIONS

Contact Information: Student Services Office; Room 254, 200 McAllister; (415) 565-4773;
studentservices@uchastings.edu

When funding is available, the Student Services Office oversees the administration of a limited travel fund
for registered student organizations. The fund is intended to assist student leaders with travel expenses
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to national and regional conferences and meetings for organizations related to the requesting student
organization.

Application Process for 2010-2011 Travel Fund Requests

Funding requests will be considered for registered student organizations only, and the students seeking
funding assistance must be members of the sponsoring registered student organization, as well as
current UC Hastings students in good academic standing, i.e., not on probation.

Complete the Student Request for Travel Funds Form and Release and Waiver of Liability, Assumption of
Risk and Indemnity Agreement (Exhibit O). Hard copies are available in the Student Services Office or
online (http://uchastings.edu/student-services/student-orgs/travel-funding.html). On the form, explain the
type of meeting, importance of attendance, and the estimated expenses. The request should be
submitted to the Director of Student Services by October 1, 2010. Decisions regarding allocations will be
made shortly after that date. Generally student organizations are limited to travel for one
conference/event per academic year.

Eligible expenses are limited to registration fees, transportation and/or lodging. In recent years the
funding amounts have ranged from $50 to $500, with most in the $100-200 range.

Students must use their own funds to travel and apply for reimbursement in conformity with College
policy. Original receipts are required for any expenses to be reimbursed. See the Travel
Reimbursement Form Instructions, Travel Reimbursement Form, and Travel Reimbursement Schedule
(Exhibit P). Forms can be printed from the Fiscal Services webpage (http://uchastings.edu/fiscal/travel-
forms.html) or picked up in Student Services. Completed forms and receipts for approved travel must be
submitted to Student Services no later than thirty days after the dates of travel.

If a student wants to use his/her own car to travel to a conference or meeting for which travel funds have
been allotted, the student must complete the form Authorization to Use Privately Owned Vehicles on
State Business (Exhibit Q; http://www.documents.dgs.ca.gov/osp/pdf/std261.pdf) and submit it to the
Director of Student Services at least 2 weeks prior to the date of travel.

VOICEMAIL

Contact Information: Student Information Center (SIC); Room 105, 200 McAllister; (415) 565-4602;
sic@uchastings.edu

Voicemail boxes are available for all registered student organizations, whether they have telephones or
not. There is a $60.00 one-time voice mail box activation fee. Please note that the fee does not apply to
new student organization officers simply changing their names from year to year. This should be paid to
Fiscal Services or charged to the organization’s Hastings account. Contact staff in the SIC for further
information. Please refer to Exhibit R for voicemail instructions.
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	ALCOHOLIC BEVERAGES AT
	CAMPUS EVENTS
	AMPLIFIED MUSIC
	Amplified music is not allowed on the Beach.  If a student organization wishes to have a band, D.J. or other amplified music on campus, it should request use of the Clara Foltz Lounge.
	ASSOCIATED STUDENTS OF U.C. HASTINGS (ASUCH)
	2010-2011 ASUCH officers:
	President:      Derrick Tyler, pres@uchastings.edu
	Internal Vice President:    Sulma Guzman, intvp@uchastings.edu
	External Vice President:    Torch Sathienmars, sathienm@uchastings.edu
	Treasurer:      Kalev Kaseoru, treas@uchastings.edu
	Director of Community Affairs:   Max Norris, dirca@uchastings.edu
	Director of Communications:   Patrick Hogan, dircc@uchastings.edu
	Secretary:      George Tran, sec@uchastings.edu
	The ASUCH President is responsible for overseeing the Executive Board and representing the student body as a liaison to the Hastings Board of Directors and the Alumni Board of Governors.  The President also appoints students to various standing commit...
	The ASUCH Internal Vice President (IVP) serves as a student organizations’ resource, plans the student organizations faire and conducts two meetings a year of all registered student organizations.  The IVP assigns organization space and provides suppo...
	The ASUCH External Vice President (EVP) traditionally chairs the Community Service committee (known as Hastings Helps!) and is responsible for leading any efforts by the student body and our school that concern our relationship with the outside commun...
	The Treasurer coordinates student organizations’ requests for ASUCH funding and subsequent reimbursement.  Only registered student organizations may request ASUCH funding.  The deadline to apply, application and procedures will be announced by ASUCH i...
	The Director of Community Affairs (DCA) plans social events that unite the campus community.  As Chair of the Student Life Committee, the DCA is responsible for BOBs, Barrister’s Ball, Bar Review, Hastings Hosts..., Intramural Sports, and events that ...
	The Director of Communications is responsible for sending ASUCH email correspondence to the student body, informing the student body of pending and completed ASUCH resolutions, evaluating student needs and concerns through polling and other methods, a...
	The Secretary is responsible for keeping the minutes of ASUCH meetings and maintaining the Campus Calendar and Bulletin Board located outside the ASUCH Office.  The Secretary also chairs the ASUCH History Project, which allows for student organization...
	ATHLETIC ACTIVITIES AND EVENTS
	BAKE SALE GUIDELINES

	CAREER & PROFESSIONAL DEVELOPMENT OFFICE
	CO-SPONSORSHIP OPPORTUNITIES
	CATERING SERVICES
	The Law Café is available to student organizations for catering purposes.  If a student organization wants to have an outside caterer prepare and/or serve food on campus, the caterer must be pre-qualified.
	The pre-qualification process provides that:
	Vendors meet College standards;
	Vendors are properly licensed;
	Vendors are properly insured;
	Conflict of interest requirements are met.
	Catering services are defined as food and/or beverage prepared on-site and/or delivered to the College by a vendor and served at an on-campus event.  Such services generally include set-up and clean up.  Some vendors may also provide china, glass, and...
	Below is a list of caterers who are pre-qualified to provide catering services to the College.  Only these caterers may be used for on-campus events (updated August 9, 2010):
	The Chief Financial Officer performs the prequalification process.  Contact the CFO, (415) 565-4710 or
	sewardd@uchastings.edu if you would like to add a caterer to this list.  Please visit http://uchastings.edu/site_files/Fiscal/Y-Caterers.pdf for more information.
	Note: The pre-qualification requirement does not include the delivery of pizzas, sandwiches and food platters by outside caterers and food vendors.
	COLLEGE SEAL AND LOGOS
	CONTRACTS
	EMAIL ACCESS
	EQUIPMENT INVENTORY
	FACILITIES/ROOM SET-UPS
	FINANCIAL ACCOUNTING, RECORDKEEPING, AND REPORTING
	G. 501(c)(3) Organizations
	Student Organizations with 501(c)(3) status must report their financial transactions to the Office of Fiscal Services at least annually.  They may satisfy this requirement by submitting the most recent copy of the organization’s Federal 990 and State ...
	H.  Applicable Exhibits
	Exhibit K – Student Organization Hastings Account Request Form
	Exhibit L – Guidelines for Depositing Funds
	Exhibit M – Request for Disbursement Form
	I.  The Office of Fiscal Services- Frequently Asked Questions (FAQ’s)
	Hastings Accounts
	A. A Hastings account is like having a checking account without a checkbook and without all of the responsibilities associated with a checking account.  Hastings will issue disbursements on behalf of the student organization and maintain an accounting...
	Deposit
	Q. Where can I find the Student Organization seven digit account number?
	A. The account number is available:
	Q.  How can I find the cash balance available in the Student Organization’s account?
	A. The cash balance is available from the Office of Fiscal Services.
	A. Checks received by the Student Organization should be made payable to “UC Hastings College of the Law”.
	A. Gift checks (donations) in support of the Student Organization should be delivered to Alumni Center, where they will be recorded, deposited, and acknowledged.
	A. By the next business day.
	Disbursement
	A. Paper checks are processed on the second and fourth Fridays of the month and E-checks twice a week. The Disbursement schedule can be located at http://uchastings.edu/fiscal/accounts-payable/pay-schedule.html.
	A. Yes.  If the payee is a student who is signed up for the direct deposit of financial aid refunds, he or she can be paid electronically.  Be sure to indicate “direct deposit” on the disbursement form.
	A. Contact the Disbursement Supervisor at (415) 565-4748.
	FUNDRAISING/SALES/RAFFLES
	ROOM RESERVATIONS
	Procedures
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	Exhibit E- ASUCH Reimbursement Check Request Form.pdf
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	Exhibit J- Facilities Checklist.pdf
	Organization :  ______________________________________________________________________
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	Office Use Only:

	EXHIBIT J
	Facilities Set-up Request Checklist and Information
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	       Start Time/End Time: 
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	        ___________________
	Need Facilities to set-up
	               Podium is needed
	               Will do own setup of chairs
	Tables are needed…How many?____ What size?______

	Exhibit L- Guidelines for Depositing Funds with Fiscal Services.pdf
	STUDENT ORGANIZATIONS - Guidelines for Depositing Funds

	Exhibit M- Request for Disbursement.pdf
	INSTRUCTIONS FOR COMPLETING THIS FORM ARE ON THE REVERSE SIDE
	SECTION 4.0 AUTHORIZATION FOR DISBURSEMENT (Payee cannot authorize his/her own request)

	Exhibit O- Student Request for Travel Funds and Waiver of Liability.pdf
	Sponsoring Organization:
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