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Introduction
In March of 2003, the CSU Channel Islands (CI) students passed a referendum approving an annual student fee of $40 to start a fund for a future student union building.  In 2006, CI students passed a second referendum (significantly increasing the student body center fee) to fund the design, construction and operation of the new Student Union. In November 2008, a Ground Breaking Ceremony was held and on March 18, 2011, the CI campus community participated in the Student Union Ribbon Cutting Ceremony. 
The Student Union staff is strongly committed to enriching the educational experience of the CI community through exceptional service, outstanding facilities, and intentional programming that is educational, cultural, social and recreational.  The 24,920 square-foot Student Union is a dynamic center for the CI campus community.  The Student Union includes a large programmable area for student events and live entertainment; three meeting spaces; a dining center including a Freudian Sip coffeehouse and the Lighthouse Cafe; lounges for informal gatherings; a game room with high-definition TVs, pool tables and computer gaming systems; and the Associated Students Inc. (ASI) offices for Student Government, Student Programming Board, The Nautical yearbook, and the CI View student newspaper. The Student Union also includes the Student Union Courtyard for outdoor events and gatherings for the entire campus community.
The Student Union is overseen by the ASI Executive Director.  The ASI Board, which is an appointed and elected body consisting of students, faculty, staff, administrators and a community representative, establishes Student Union guidelines, advises the Executive Director, and assists in the development and final approval of the annual ASI and Student Union budgets. The ASI Executive Director reports to the Associate Vice President for Student Affairs and the ASI Board.
CSU Channel Islands Mission Statement

Placing students at the center of the educational experience, California State University Channel Islands provides undergraduate and graduate education that facilitates learning within and across disciplines through integrative approaches, emphasizes experiential and service learning, and graduates students with multicultural and international perspectives.
ASI Mission Statement

Associated Students Incorporated is a non-profit auxiliary which exists to support the educational mission of CSU Channel Islands. ASI facilitates learning and development through integrative and co-curricular approaches and identifies and responds to major student issues and initiatives. In addition, ASI implements sound business practices which uphold the fiduciary responsibility associated with the management of student fees, and funds the operation and facility of the CI Student Union.
Student Union Statement of Purpose 

The Student Union serves to foster community and enhance student learning and development on the CI campus by providing exceptional services, supporting holistic programming, creating regular opportunities for staff development and maintaining an environmentally responsible facility. 
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General Building Use Guidelines  
1. General Use:  Student Union facilities are available for use by the University community including students, faculty, staff, administrators, alumni and guests.

2. Classroom Usage:  The Student Union is funded by student fees.  As a result, Student Union rooms cannot be scheduled for normal classroom usage.  However, a class may request to use the facility for a special event to the ASI Facility Specialist. 
3. Minors: Guests under the age of 17 must be accompanied by a parent/guardian or other adult. Unattended minors may be escorted to a safe area, depending on the age of the child and the circumstances involved, to await pick-up by a parent or guardian.
4. Personal Belongings: The Student Union assumes no responsibility for the damage or loss of articles, equipment or other items left in the facility prior to, during or following use.  All personal belongings are to be removed at the end of an event. Items found in the facility will be delivered to the University Lost and Found located in Police and Parking Services in Placer Hall.
5. Capacity:  In compliance with fire code, program attendance cannot exceed room capacity.

6. Animals:  Animals are prohibited in the Student Union with the exception of service animals.

7. Pedestrian Safety:  Skateboards, in-line skates, bicycles or other wheeled items are not allowed in the facility.  Wheelchairs, mobility devices and carts, dollies, etc. used to transport guests and materials are permitted.

8. Equipment/Furnishings:  Student Union equipment and/or furnishings may not be removed from the premises and must be returned to original placement after use.

9. Health and Safety:  The Student Union reserves the right to deny use of the facility for programs, meetings, events or any other activity deemed a health or safety risk to the campus community.

10. Fire Hazards:  No open flame or highly flammable materials are allowed in the Student Union. 

11. Smoking: The Student Union mirrors the CI and CSU system-wide Guidelines Regarding Smoking on University Premises (Executive Order 1108).  Effective September 1, 2017, all California State University campuses shall be 100% Smoke Free and Tobacco Free. Smoking, the use or sale of tobacco products, and the use of designated smoking areas are prohibited on all California State University properties. Members of the CSU community are expected to fully comply with the policy.
Americans with Disabilities Act

CSU Channel Islands does not discriminate on the basis of sex, race, color, religion, national origin, age, disabled veteran status, veteran of the Vietnam era or any qualifying disability under the Americans with Disabilities Act (ADA) in its programs, activities, admissions or employment policies.  In addition to complying with federal and state equal opportunity laws and regulations, the University, through its diversity guidelines, declares harassment based on individual differences (including sexual orientation) inconsistent with its mission and educational goals.
CI Disability Accommodations and Support services (DASS) ensures equitable access so that students may become engaged in their development of both educational and lifelong pursuits. Disability Accommodations and Support Services offers intake, assessment of needs and facilitation of academic and other accommodations for students who choose to identify their disability to the University and register for services.  Accommodations are provided based on disability-related needs under sections 504 and 508 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990. Students requesting accommodations are strongly encouraged to contact Disability Accommodations and Support Services (DASS) prior to the beginning of the semester and present appropriate written documentation of the disability. DASS can be contacted via email at accommodations@csuci.edu or by phone at (805) 437-3331. 
Suggestions, problems, complaints or grievances concerning the services, programs or activities within the Student Union should be brought to the attention of the ASI Assistant Director by phone at (805) 437-3273 or email to tonee.sherrill@csuci.edu

Information Desk Services  
1. University Information:  University information can be attained from one of our highly-trained student employees.  
2. Game Room: Game room items can be checked out through the Student Union Information Desk.   
3. Room and Advertising Space Reservations:  Student Union rooms can be reserved by going online to http://www.csuci.edu/ and clicking on the ‘Event Calendar’ to access the 25Live system. Additionally, advertising space can be reserved at the Student Union Information Desk. 
Reservation Guidelines
1. Student Union reservations can be arranged by going online to http://www.csuci.edu/ and reserving through 25 Live. Please contact Conference & Events at events@csuci.edu or at 805-437-3900 for assistance. 

2. Reservations for Student Union space are available on a first-come, first-serve basis; however, priority will be given for ASI business and registered CI student organizations. 

3. Registered student organizations may request a series reservation for the same meeting room at the same time on the same day each week per semester. In order to better accommodate student organizations, each organization is allowed a maximum of 2 hours per meeting. All series reservations will be made on a first-come, first-served basis. 

4. All registered student organizations must request space through the Student Organizations & Involvement office, reservations may be made up to one semester in advance.  

5. Only authorized representatives of a sponsoring organization or department may make reservations on behalf of the organization or department. The individual making the reservation(s) assumes all responsibility for the event. 

6. Individuals looking to reserve a space in the Student Union must have an organization or department make the reservation for them. Individual reservations will not be accepted. 

7. Reservations must be confirmed or released within ten (10) business days of the original request.  No more than two (2) tentative dates may be scheduled for the same event.

8. In order to accommodate as many users as possible, the Student Union staff reserves the right to adjust space assignments according to the number of guests expected and the type of event.  Adjustments to space assignments will be done only upon consent of the requester and with adequate advance notice so as not to negatively impact the event or participants.

9. The Student Union cannot be used for academic classroom usage; however, a professor may request to use the facility for a special event, which is open to the entire CI student body.  

10. Decorations and signage, including flyers and posters may not be affixed to windows. Only mounting putty may be used to affix decorations or event signage. Tacks, nails, or non-masking tape is not permitted. 

11. Decorations and signage must not obstruct entrances or fire exits. All decorations and signage must be constructed of non-flammable material.

12. Candles, incense and/or any type of open flame within or adjacent to the facility is prohibited.
13. All items must be removed at the end of each event/ meeting. Users will incur a $50 charge if space requires cleaning by the Student Union staff.   

14. Users must return the requested space to its original layout. Each meeting room contains a guide of the original layout. 

15. Any rearranging of furniture or resources must not obstruct entrances of fire exits. 

16. Requestor is responsible for ensuring that the max capacity of the room is enforced. The max capacity can be found on 25Live.

17. Users are responsible for damages to the building, equipment or furnishings—and will incur all costs associated with repair or replacement. 

18. Meetings are to adjourn no later than 15 minutes prior to the building closing unless prior arrangements have been made with ASI professional staff. Please reference the Student Union website for operating hours. 

19. Campus food services must be given first right of refusal for any food or beverages provided during meetings, events or facility rental. 

20. Service fees may be assessed for meetings requiring changes to existing room setups.

21. Special room setup must be requested at least three (3) business days in advance of the event.  It is the requestors’ responsibility to contact the ASI Facility Specialist with any special requests and/or any changes or cancellations to the 25Live request. 

22. Space reservations also include special room sets; extra trash/recycling bins, and AV/IT.  These needs must be communicated to the ASI Facility Specialist and are available on a first-come, first serve basis. Requestor may reference the Student Union Facility Fee Schedule for applicable fees. 

23. Events occurring after 2 p.m. on Fridays through Sunday must request that Facility Services send a custodian to clean the reserved location. This can be requested on your 25Live event request. 

Facility Fee  
The Student Union is funded by student fees. As such, if a registered CI student organization or event pertaining to ASI business is held within the regular operating hours, no usage fee will be charged.  Events occurring during non-operating hours will incur a usage fee for staff coverage of the event/facility—for these fees and all other facility fees please refer to the Facility Fee Schedule.   Fees for these areas must be paid in full for the reservation to be finalized.  
Policy on Time, Place and Manner and the Use of University Buildings and Grounds
The Student Union is in accordance with policy OP.01.007


User Conduct 

The following rules shall be construed so as not to abridge any person's constitutional right of free expression of thought or opinion, including the traditional American right to assemble peaceably and to petition authorities.  However, the Student Union does not encourage activities that demean individuals or groups on the basis of race, religion, sexual preference, age, gender, and physical capabilities.

Behavioral Problems Procedure

· In the event of a serious or potentially life-threatening situation, the University police will be contacted immediately.

· When disruptive behavior has been brought to the attention of the Student Union staff, a staff member will identify them self to the person(s) causing the problem and request that the disruptive behavior cease immediately.

· If the individual(s) does not cease their disruptive behavior, he/she will be asked to leave the Student Union.  University Police may be called upon for assistance.  
Information and Vendor Table Reservations 

University departments and student clubs/organizations are responsible for any activity at their sponsored table(s). Failure to adhere to written guidelines may result in the department or student club/organization having their Student Union tabling privileges revoked.  

The Student Union recognizes two types of table use in the facility.

A. Information Tables:  Tables which have literature available for Student Union patrons to obtain at free will.
B. Vendor Tables:  Tables used for the sale of items.

The Student Union assesses a standard fee based on table usage for off-campus organizations or vendors.

1. Student organizations and University departments may request the use of a table in the Student Union. A maximum of two chairs per table is allowed.  In accordance with the University’s Policy on Solicitation, Public Meetings, Performances, Rallies and Similar Events, (FA.83.002), persons staffing the table are to remain behind it.  Activity shall not disrupt flow of traffic.  Literature may be placed on the table for Student Union patrons to take at their discretion; it cannot be handed directly to the individual unless the individual requests the literature.  All materials belonging to the organization or persons staffing the table must be placed on or under the table. Tables are not available during finals week or the week prior. For safety reasons, the Student Union restricts the number of tables in public areas, in front of doorways, and hallways.
2. Tables may be used to promote any event and/or project sponsored by a University department or a registered/recognized student club/organization.  Individuals or off-campus groups cannot reserve tables for use unless sponsored by a registered/recognized club or organization or University department.  The sponsoring club/organization or department is responsible for making the reservation.  
3. Each student club or organization/University department is responsible for any damage to or theft of Student Union equipment used during their tabling event.  The user will be assessed for repair or replacement costs.

4. Any signs or banners used at the table may be hung from the front of the table or placed (free standing) behind the table.  Large floor displays are not appropriate for use at a solicitation table.  For additional space, please contact the Student Union Information Desk.  

5. No signs or banners may be affixed to walls or other surfaces.

6. All material written in a foreign language must also have an English translation.

7. Free dispensing or sale of food or beverages (prepared or prepackaged) is prohibited except by University Auxiliary Services.
8. The use of audio equipment or amplified sound must be approved by the Student Union Information Desk prior to use.  Designated areas with electrical outlets are available.  Sound may not interfere with the educational process.

9. Off-campus organizations or vendors are prohibited from soliciting or selling items and/or services within the Student Union without the sponsorship of a registered/recognized student club or organization or campus entity.  Each outside agency entering into a sales/solicitation agreement will guarantee its sponsoring club/organization a minimum of $100 per day or 15% of gross sales, whichever is greater. In those instances where payment is based on percentage of sales, the vendor shall provide detailed documentation supporting gross sales revenue.  Gross sales is defined as all sales revenue generated under the sales activity described above, less applicable State of California sales tax. 
10. Payment shall be made by the vendor to the Student Union Information Desk at the closing of the solicitation or sales event.  Checks should be made payable to the sponsoring student club/organization.  
11. All sales and/or solicitations must be in compliance with the University’s Policy on Solicitation, Public Meetings, Performances, Rallies and Similar Events (FA.83.002).  For each sale, student clubs/organizations may sponsor or conduct the sale for a maximum of three (3) consecutive business days.

12. University policy provides that no item can be sold that is offered for sale by any University or contractual agency unless approval is given by that agency and the ASI Executive Director.

13. No fee will be assessed for information tables or fund raising activities in which the student clubs or organizations have created the item or service for sale.  Fees for table space must be paid at the time the reservation is made.
14. There will be no solicitation of credit cards or any like financial service. 


Game Room

The Game Room offers two regulation-sized pool tables, one shuffleboard, one air hockey table, one table tennis table and two electronic gaming systems.  These recreational services are available for use by all patrons of the Student Union with a valid CI ID.   
The Game Room may be reserved for private functions by students and student clubs/organizations.  Reservations may be made through the 25Live system. Availability is on a first-come, first-served basis.  
Art Exhibits/Displays 

Requests to host exhibits in the Student Union are subject to approval by the ASI Assistant Director. The exhibit host covers insurance for art exhibits and displays. 
Advertising Guidelines
The purpose of these guidelines are to ensure events and initiatives specifically geared toward the CI student body, which support the University mission, are marketed in a manner that is student-focused, effective and does not damage the building.
The Student Union is officially owned by CSU Channel Islands. ASI serves as the lessee paying all bonds, maintenance, and operation costs.  The Student Union is funded by CI students through a campus referendum and is a place where students and student organizations can advertise and host events, meetings and initiatives as a means of enhancing student learning, development and engagement on the CI campus.  

Advertising within the Student Union 
1. Student organizations and CI departments wishing to post marketing materials on the interior or exterior of the Student Union must bring all materials to the Multicultural Dream Center, located in Bell Tower 1530. Any external individuals may bring their materials to the Student Union Information Desk for approval. 
2. Only Student Union staff are permitted to post materials in the Student Union.  

3. Unapproved postings or postings in unauthorized locations on the interior or exterior of the Student Union will be removed and disposed of. 
4. Publicity will be posted for a maximum of two weeks (unless otherwise denoted below).  After two weeks, the Student Union staff will remove the publicity.

5. Marketing must include the following information: sponsors, contact information, event title, type of event, location, time, price (if applicable) and date. 

6. Any written material that is not in English must have an English translation.

7. The Student Union staff reserves the right to not post material that is considered inappropriate (unsuitable use of language and graphics) or does not follow this policy.

8. Due to limited bulletin board space, larger posters will be hung only if space allows.  

9. Individuals or groups that violate this policy may have posting privileges revoked for a specified period of time. Unauthorized postings of a threatening, discriminatory or offensive manner will be immediately forwarded to the CI Dean of Students office for investigation. 

 
Banners 
1. Banners are hung from the Student Union balcony. 

2. Banner space must be requested online via 25Live. Banner space is available to recognized student organizations and University entities on a first–come, first-served basis. 

3. Regularly scheduled meetings are not appropriate for banner use.  
4. Banners may be hung no more than five (5) business days before the beginning of the event. 

5. Banner size: Banners can be no larger than 10’ x 4’. 

6. Banners will be hung by the Student Union staff and will be removed after the event has ended. Banners will be available for pick up at the Student Union Information Desk.  Unclaimed banners will be disposed of after three (3) business days.

Free Standing Displays 

1. Recognized student organizations and University entities may obtain special permission to position freestanding displays in the Student Union from the ASI Facility Specialist.  
2. The Student Union staff determines approved locations.  
3. If materials are to be distributed from the display, it is the responsibility of the sponsoring organization to maintain an adequate supply of promotional materials at all times.  Empty displays will be removed and placed in storage and the sponsoring organization will be contacted for a remedy.  If the display has not been replenished and put back in service within three days, the display will be removed.  

Table Tents 

1. The Student Union does not allow table tents or flyers on any tables or furniture in the building. 
Digital Signage 
1. Initiatives or events open to the entire student body, sponsored by a registered student organization or University area which promote student co-curricular engagement are eligible to utilize this service.
2. Digital signage is posted once per week on Mondays. Information must be submitted the Thursday before by 5:00 p.m. in order to be included in the rotation for the following week.
3. Please reference the Digital Signage How-To Guidelines (located on the Student Union website) for how-to instructions to create your digital signage. 
4. Only Power Point slides saved as a JPEG or a JPEG file will be accepted.
5. Digital signage is a service provided on a space-available basis due to limited capacity. Space is not guaranteed.
6. Digital signage is limited to one slide per event. 
7. Slides are limited to a maximum of two weeks in rotation. Requests must indicate an end date when submitting the digital signage request.
8. Each slide will be visible for ten seconds; as such, it is highly recommended that text be limited.
9. The digital signage must include sponsoring organization or area, contact information, event title, location, date, time, and price (if applicable).
Catering/Events with Food
The Student Union abides by campus catering policy.
Alcohol 

1. An individual or group may not possess, consume, sell or distribute alcoholic beverages on CSU Channel Islands’ property without the written approval from the University President and University Chief of Police.
2. Any sale, furnishing, use or consumption of an alcoholic beverage in violation of state or federal laws and/or CSU system-wide mandates and directives is prohibited.     
3. No minors shall be permitted to consume alcoholic beverages at any time. No person under 21 years of age shall be in attendance where alcoholic beverages are being sold, furnished, used or consumed unless specific control procedures to prevent service to and consumption by persons under the age of 21 are actively employed.   

4. Any sale, furnishing, use or consumption of an alcoholic beverage at any University event without prior approval by the President or designee is prohibited. Attendance at an approved event where alcohol is allowed shall be limited to members of the sponsoring organization and their invited guests.  The event shall not be advertised or publicized as an event where alcoholic beverages are to be served. 

5. The University Chief of Police must be notified in advance of any event where 100 or more people are expected or where alcohol is served. Security provided by the CI Police Department may be required at the expense of the individual/organization for events serving alcoholic beverages.  The number of officers required will be determined by the CI Police Department. 
6. The facilitator and/or sponsoring organization in charge of the event where alcohol is used or consumed are both individually responsible and liable for compliance with all applicable laws, regulations and University policies and procedures. 
7. Intoxication in any area of the University is prohibited. Alcoholic beverage service may be denied to any patron by the CABC certified bartender with notification to the Student Union management and the event host.

8. All alcoholic beverages must be served by CABC certified bartenders. 

9. The number of bartenders needed for an event will be determined by the CABC.
10. Food and non-alcoholic beverages must be made available in reasonable quantities at all events serving alcohol.  All food and beverage must remain in the scheduled event area. 
11. The specific CI Policy on Alcohol can be found on-line at http://policy.csuci.edu/SA/03/SA.03.003.htm. 

Procedures for Loading and Unloading Equipment

1. A temporary parking permit is required for loading and unloading at the Student Union.  Please contact Police and Parking Services Customer Service for information. 
2. The elevator may not be used for loading and unloading of equipment without prior approval from the Student Union staff.

Appeals Process – Student Union Decision

Appeals of any decision made by the Student Union staff shall be first heard by the ASI Assistant Director through the following process: 
1.   Written request for appeal must be made to the ASI Assistant Director. 
2.   All relevant parties are to be present to ensure an adequate and fair hearing.

3.   A written decision on the appeal will be rendered within two business days.

4.   If the complainant does not approve of the appeal, they may submit a second written appeal to the ASI Board within five business days.

5.   The ASI Board will schedule a special meeting to hear the complaint within five business days of receipt of the complaint.   

6.   The ASI Board shall render a decision by the following business day. The decisions of the Board are final.
7.   Decisions of the ASI Assistant Director and the ASI Board shall be in accordance with University and Student Union guidelines and procedures.

Emergency Procedures

The intent of these procedures is not to restrict University activities, but to conduct them in the safest manner possible.  In addition to the specific situations listed, the University expects its employees, students, visitors, and guests to be responsible and to conduct themselves in such a manner as to promote overall safety on campus.  

University Police

For emergencies dial 911.  The University police can be contacted any time during the day or night including weekends at 1-805-437-8444 for non-emergencies.  

Fire Alarm / Fire Safety

If you discover fire or see smoke: 
Pull the fire alarm.  Gather the following information and call the University police at 911 or directly from a Blue Light emergency phone.  Identify yourself and report the following:

· Building name and address

· Room/location of fire

· Type of fire

· Smoke or flame

· Smoke odor 
For minor fires such as smoke in a waste basket, locate the fire extinguisher. 

· P – PULL safety pin from handle. 
· A – AIM nozzle at base of fire. 
· S – SQUEEZE the trigger handle. 
· S – SWEEP from side to side (watch for re-flash). 
For large fires, evacuate the building and pull a fire alarm.

· If you are the last person out of a room, close the door behind you — DO NOT LOCK THE DOOR.
If you become trapped inside a building during a fire:
· Call the University police at 911. Tell them your location and that you need Fire Department assistance to get out. 
· Stay near a window and close to the floor. 
· If possible, signal for help.
Discharged Fire Extinguishers

· Take any discharged fire extinguishers to the Information Desk to be re-charged.
 Fire Safety ‑ Open Flame

· The use of open flame is prohibited within the Student Union.  

Bomb Threat and Evacuation Procedures

Suspicious Object 
· If you observe a suspicious object or potential bomb on campus, do not handle the object! Clear the area immediately and leave the building. Dial 911 from a campus phone or (805) 437-8444 from a cell phone as soon as possible.

· Report ALL bomb threat calls to the University police at 911 from a campus phone or (805) 437-8444 from a cell phone.
· University police officers will conduct a detailed bomb search.  Staff are requested to make cursory inspections of their areas for suspicious objects and report their location to the University police at 911 from a campus phone or (805) 437-8444 from a cell phone. If you find a suspicious object, DO NOT TOUCH THE OBJECT—report the location to University police!
Bomb Threat Call

Any person receiving a phone call that a bomb or other explosive device has been placed on campus is to ask the caller:
· When is the bomb going to explode? 
· Where is the bomb located?
· What kind of bomb is it? 
· What does it look like?
· Why did you place the bomb?

Keep the caller on the phone as long as possible. Listen carefully to the caller and try to determine and record the following:
· Date and time of the call 
· Exact words of the caller 
· Age and sex of the caller 
· Speech pattern and/or accent
· Emotional state 
· Background noises (i.e. traffic) 

Earthquake / Threatening Weather

Should an earthquake strike while you are at an indoor work location, do the following: 
· Duck - Duck or drop down on the floor. 
· Cover - Take cover under a sturdy desk, table or other furniture. If that is not possible, seek cover against an interior wall and protect your head and neck with your arms. Avoid danger spots near windows, hanging objects, mirrors or tall furniture. 
· Hold - If you take cover under a sturdy piece of furniture, HOLD on to it and be prepared to move with it. Hold the position until the ground stops shaking and it is safe to move.

· If you are in a hallway, drop to the floor against an interior wall—protect your head and neck with your arms. 
· If you are with visitors or students, shout “Earthquake! Duck, Cover and Hold!” 
· Do not enter or exit the building during the shaking - there is danger from falling debris.
· Do not use the elevators.
If you are outdoors, find a spot away from buildings, trees, streetlights and power lines. Drop to the ground and stay there until the shaking stops. Do not return to your building until authorized. 
BE PREPARED FOR AFTERSHOCKS!

Active Shooter 
In general, how you respond to an active shooter will be dictated by the specific circumstances of the encounter, bearing in mind there could be more than one shooter involved in the same situation.  If you find yourself involved in an active shooter situation, try to remain calm and use the Run. Hide. Fight. Guidelines to help you plan a strategy for survival.

Run:
· If there is an escape path, attempt to evacuate.
· Evacuate whether others agree to or not.
· Leave your belongings behind.
· Help others escape if possible.
· Prevent other from entering the area.
· Call 9-1-1 when you are safe
Hide:

· Lock and/or blockade the door.
· Silence your cell phone.
· Hide behind large objects.
· Remain very quiet.
· Your hiding place should:
· Be out of the shooter’s view.
· Provide protection of shots fired in your direction.
· Not trap or restrict your option for movement. 
Fight:
· Attempt to incapacitate the shooter.
· Act with physical aggression.
· Improvise weapons.
· Commit to your actions.
When law enforcement arrives: 

· Remain calm and follow instructions.

· Keep your hands visible at all times.

· Avoid pointing or yelling.

· Know that help for the injured is on its way. 

Evacuation 
Building evacuation will occur via one of the following mechanisms:

· When a building evacuation alarm is sounded, or
· Upon notification by a University police officer or floor/building marshal. 
Visitors must do the following:
· When a signal to evacuate the building is sounded, visitors must walk quickly to the nearest marked exit and ask others to do the same. 
· Visitors are directed to congregate to the area just north of the Student Union at the Bell Tower Mall. 

· Once outside the building, visitors are asked to stay at least 100 feet away from any affected buildings or structures. 
· Visitors MUST NOT return to an evacuated building unless directed to do so by a University police officer or building/floor marshal.
Student Union employees will lead in the following manner:

· Student Union employees and building marshals will evacuate visitors via the closest stairwell/exit then direct the visitors to the area just north of the Student Union. 
· Building marshals will be responsible for clearing the second floor and East Wing. 

· Building and floor marshals will be required to report on whether any staff are missing or are known to have remained in the building due to disability or injury.
· Building marshals will assist people with disabilities in exiting the building. 
· Keep streets and walkways clear for emergency vehicles and personnel. 
· Under no circumstances should an employee unilaterally decide to ignore a fire alarm, fire drill or a request for evacuation in order to continue working without interruption.
Emergency and University Personnel

· An Incident Command Post may be established near the emergency site. 
Building Security 

In order to support an appropriate level of security at the Student Union, it is necessary to maintain key control by overseeing and implementing guidelines to ensure security and safety of the facility and its patrons.  When security of an area is at risk due to a lost key, the Student Union reserves the right to charge re-keying costs to the individual responsible.

Locking-up Building Procedure

Ten minutes before closing:

· Lock doors to allow for exiting only.

· Notify all people in the dining area, lounges, meeting rooms, and offices that the building will close in 10 minutes.  

· Secure all meeting rooms.

At closing time, notify those remaining that the building is closed and instruct them to exit the building.

· Take a tour of the building, checking all accessible areas.

· Lock down all stairwell security doors.

· Turn off lights with the master switches (emergency lights will stay illuminated). If food service or catering personnel remain after closing, notify the supervisor to turn off the lights when they leave.  If ASI professional staff remain after closing, notify them to turn off the lights when they leave.  

Key Access
1. ASI Professional Staff: All keys are to be approved by the ASI Assistant Director.  Employee keys are to be distributed by Facility Services (FS).
2. ASI entity leaders:  Entity leaders must read and sign an access proposal prior to receiving code access to the second floor.  All keys are to be approved by the ASI Assistant Director.  Keys will be issued by FS. 
3. Student Union employees and student assistants:  All keys and cards are to be approved by the ASI Assistant Director.  Keys and sliding cards will be issued by FS and should be returned to the ASI Facility Specialist once the employee has completed their job term.  
4. All ASI employees, ASI entity leaders and student workers shall be held accountable for their assigned keys, cards and codes. Keys, codes and cards are not to be loaned or distributed to other individuals and are not to be kept in desk drawers, file cabinets or other unsecured places.

5. The ASI Facility Specialist must be notified immediately when a key, card or code is lost or misplaced.

6. A problem with the locks or keys must be reported to the ASI Facility Specialist.
University Policies Applicable to the Student Union
Alcohol at CSU Channel Islands
http://policy.csuci.edu/SA/03/SA.03.003.htm
Campus Violence

http://policy.csuci.edu/FA/31/FA.31.011.htm 

Posting of Signage and Materials in Internal Spaces within the Campus Community
http://policy.csuci.edu/CM/02/CM.02.004.htm 
Drug-Free Campus and Workplace

http://policy.csuci.edu/FA/31/FA.31.010.htm
Free Speech and Assembly

http://policy.csuci.edu/SA/07/SA.07.006.htm 

Non-Discrimination for Students

http://policy.csuci.edu/FA/31/FA.31.007.htm
Solicitation, Public Meetings, Performances, Rallies and Similar Events  http://policy.csuci.edu/FA/83/FA.83.002.htm 

Statement on Smoking 

http://policy.csuci.edu/FA/31/FA.31.013.htm
Student Code of Conduct 

http://www.csuci.edu/students/publication/guidebook/judaffairs.htm#code 

Tobacco Sales and Sponsorship on Campus

http://policy.csuci.edu/CM/02/CM.02.003.htm 
Policy on Animal Control

http://policy.csuci.edu/FA/30/FA.30.002.htm 

Policy on the University Events Calendar

http://policy.csuci.edu/AA/01/AA.01.003.htm
Policy on Use of Facilities

http://policy.csuci.edu/FA/83/FA.83.003.htm 
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