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SECTION 1: INTRODUCTION

1.1 Introduction
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2.9  Building Access
All requests for building access and keys must be submitted to the Division of Student Affairs for
processing and approval.

2.10 Maintenance
Maintenance concerns should be reported using the online reporting form found at
https://login.myschoolbuilding.com/msb.

2.11 Solicitation
Individuals and organizations may not solicit in or around the Martin University Center without first
registering with the Division of Student Affairs.

2.12 On-Site Sales
Goods or services may not be sold in the Martin University Center without permission from the Division
of Student Affairs.

2.13 Raffles

All raffles must be in compliance with the Texas Wesleyan University Student Organization Activity
Policies, which can be found online at https://txwes.edu/media/student-life/pdfs/Student-
Organizations-Handbook-Jan-18.pdf. A request must be submitted through Ram Space at least 14
business days in advance of the scheduled raffle.

2.14 Photography and Videography
The Martin University Center follows all policies and procedures of the Office of Marketing and
Communications found at https://txwes.edu/communications/.

2.15 Loading Dock

The Martin University Center has a loading dock that can be used for deliveries and pickups for Aramark
and Martin University Center operations.

Parking and unattended vehicles in the loading dock are prohibited.

The Division of Student Affairs, University Facilities, or Aramark must approve deliveries and the use of
the loading docks by other vendors in advance.
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SECTION 3: ADVERTISING AND PuBLICITY

3.1  Advertising

Advertising promoting the events and activities related to registered student organizations,
departments, or administrative units may be displayed in the Martin University Center. All advertising
must be approved by the Division of Student Affairs and should contain the name and contact
information of the sponsoring entity.

All messages displayed should reflect the mission and values of the University. Advertisements
promoting alcohol, tobacco, firearms, adult businesses, or other material incongruent with University
values or policies are prohibited. The Martin University Center Administration reserves the right to
remove all advertisements that are not in compliance with this policy.

3.2 Posting Limitations

Advertisements may only be posted in the provided poster holders, bulletin boards, or napkin
holders/table tents in the Martin University Center. Advertisements may not be affixed to windows,
walls, or furniture without prior authorization from the Division of Student Affairs.

3.3
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During this phase, reservations requests are opened for off-campus entities. Any recurring reservation
request must be limited to one a month.

4.4 Academic Class Reservations

The Martin University Center facilities are not to be used for academic class scheduling. The Martin
University Center will be used to accommodate registered student organizations and departmental
events, as well as outside client events. The Martin University Center cannot accommodate weekly
academic class scheduling of space.

4.5 Table Clothing and Skirting

Groups are welcome to rent linens through Aramark or another rental agency. The University staff is not
responsible for clothing and skirting tables with rented linens. All tables in the Martin University Center
are required to be covered with cloths/skirts provided by facility user.

4.6  Audio-Visual Equipment

Reservations for audio-visual equipment must be received no later than five (5) business days and
confirmed within two (2) business days of the event. The Martin University Center does not provide
laptops for use in Martin University Center facilities. Requests can be made at
https://txwes.edu/it/request-a-service/media-request-form/.

4.7  Event Noise
Martin University Center reserves the right to reduce the sound lety212 0.373 0.569 RG[ )][TIET@MC /P AVICID 6ee .
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Tables for outdoor events can be obtained from the Division of Student Affairs office by providing a
Texas Wesleyan University ID card that will be retained during the activity period. Once the table has
been returned, the Texas Wesleyan University ID card will be returned. All non-returned tables will be
charged to the student account if not returned. All tabling events must be registered for approval two
weeks in advance.

4.11 Clean-Up and Damage Charges
In the event that additional clean-up or maintenance is required following a reservation, the group
holding the reservation will be held financially responsible for the necessary work.

Please note that use of paint, glitter, hay, loose sequins, confetti, and/or open flames in the Martin
University Center is strictly prohibited and will result in the application of a clean-up fee as well as a
referral to the student disciplinary process if applicable.

4.12 Insurance Requirements

All events held on the Martin University Center property are required to adhere to Texas Wesleyan
University Risk Management liability insurance requirements. For a full description of the policy, visit
https://txwes.edu/student-life/get-involved/clubs-and-
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4.16
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SECTION 5: MARTINM
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Note:

1.
2.

“Event” denotes 4 hours included. Hourly rate then applies if event goes past 4 hours.

TXWES sponsored events require authorization from executive level administrator (President, Chief of Staff,

or Vice President).

SECTION 6: FOOD AND BEVERAGE SERVICE

6.1 Food Service Policy

All meals served inside the Martin University Center and the outside area must be catered by Aramark.
Exceptions to this rule must be approved through the Office of the President and/or the Division of
Student Affairs. Snacks, such as cookies and punch/water, cake and punch/water, or chips and
punch/water, may be provided by event organizers, so long as the Division of Student Affairs is informed
prior to the event. It is the responsibility of the party providing the food to ensure the area is clean and
left in the same manner as the space was upon arrival.

6.2  Ordering Catering

After the appropriate facility reservation has been approved by the Martin University Center
Administration, food and beverage arrangements may be made through Aramark at 817-531-4490 or by
email at dining@txwes.edu. All food and beverage arrangements are the responsibility of the organizing
group.

Aramark’s catering menu can be found at https://txwes.campusdish.com/-/media/Local/Higher-
Education/GroupA/TexasWesleyan/Files/TXWU-Everyday-Catering-Menu-2019-2020.ashx .

6.3  Alcohol

Alcohol may be served in the Martin University Center with the express written approval of the Office of
the President and/or the Vice President for Student Affairs. Requests should be made at the time the
reservation request is submitted.

In the event that additional clean-up is required following a reservation, the group holding the
reservation will be held financially responsible for the necessary work.
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SECTION 7: DECORATIONS

7.1  Decoration Limitations

Tape, glue, tacks, or nails are not permitted on the walls, doors, floors, ceilings, glass, woodwork,
draperies, moveable walls, or any painted surface in the Martin University Center. Glitter, hay, loose
sequins, confetti, open flames, and/or paint are also expressly forbidden in the Martin University
Center.

7.2 Damages Caused by Decorations
Groups that cause damage to the facility or furnishings or that decorate using materials requiring

excessive clean up time will be assessed a fee or the actual cost of repair or cleaning, whichever cost is
greater.

7.3 Ingress and Egress
Doorways, hallways, corridors, staircases, and fire exits cannot be blocked or obstructed.

7.4  Decorations: Setl5
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SECTION 8: OUTDOOR P
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