
USE OF UNIVERSITY FACILITIES 
 
GENERAL USAGE 
 
Many University requirements, such as scheduled instruction and officially sponsored meetings, are sometimes not known when a request 
for University premise is made; therefore, the University reserves the right to change this reservation to other space with the understanding 
that, if possible, comparable facilities will be provided when the change is necessary or to cancel this reservation if the space is subsequently 
required for official University use.  Requesting groups are responsible for informing the University when an event is canceled.  Approval 
to use University premises presumes that the user will abide by the regulations relating to the use of University premises. 
 
The organization shall assume full responsibility for the conduct of any patron, guest or visitor who attends an event it is sponsoring.  
Western Illinois University assumes no responsibility for supervising and/or chaperoning any event scheduled in campus facilities.  When 
appropriate, WIU shall have a supervisor in the building. 
 
Any sponsoring organization or individual using University facilities assumes responsibility for maintaining the condition of the 
facilities during its use.  The organization or individual shall be responsible for all damage to, or misappropriation of, University facilities 
or equipment occurring as a result of the use of facilities.  This responsibility includes damage or misappropriation by all non-University 
attendees.  The organization or individual will be held liable for reimbursement to the University for any damage or loss. 
 
If events require extra setup, janitorial services, Office of Public Safety personnel, utilities or other specialized services, the actual cost will 
be paid by the requesting organization.  The sponsoring group is responsible for any damages or cleanup to the facility in which the event 
is held. 
 
Commercial solicitation conducted for private gain and resulting in the immediate exchange of goods or services for remuneration is 
prohibited on the campus unless prior approval is granted. 
 
Food and beverages are allowed ONLY in those areas where it is sold or served by the University-contracted food service.  Setup and 
menu arrangements must be made at least two (2) weeks in advance in the Catering Office in the University Union. 
 
INSURANCE 
 
Proof of insurance covering the sponsor for events held in the University Union is not required by the University.  While the University 
provides no insurance protection covering the sponsor, the sponsoring organization or individual has the option to protect themselves by 
purchasing liability coverage for property damage, bodily injury, and/or personal injury associated with an event in the University Union 
through WIU’s Master Venue Program by calling (309) 298-1800. 
 
SAFETY 
 
Attendance at any event is limited to the fixed seating of the room or the established capacity in rooms where seats are not used.  Standing 
in the aisles and on the back of seats during any program is prohibited except for ushers and others working the event. 
 
Exits must open readily and be accessible at all times.  During the period of use, no required exit door may be fastened so that the door 
cannot be opened readily from the inside by use of the ordinary door knob or by pressure on the crash bar.  Exits serving the room must 
be adequately lighted at all times during which time the room is occupied. 
 
All materials used as decorations must be fire resistive or flame-proofed in accordance with the bulletin Flame-Proofed Textiles – NEPA 
No. 701 1969.  (Copy located in the Office of the Division of Environmental Health and Safety.) 
 
SMOKING 
 
Western Illinois University is designated as a smoke-free campus.  Smoking is prohibited in all indoor areas. 
 
PARKING 
 
Those using University facilities must adhere to all applicable rules and regulations regarding parking.  Special parking arrangements must 
be made at least two (2) weeks in advance in the Parking Services Office. 
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