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I.  INTRODUCTION 
 PURPOSE OF CLUBS & ORGANIZATIONS HANDBOOK 
 This handbook has been compiled by the Office for Clubs and Organizations to provide students an instructional 
guide consisting of Winthrop University policies and guidelines to provide helpful information for existing groups to thrive and 
accomplish their organization’s goals. 
 WHAT ARE CLUBS & ORGANIZATIONS? 
 A body of persons organized for some specific purpose, as a club, union, or society. 
 REASONS TO CHARTER/REGISTER CLUBS & ORGANIZATIONS 
 Some of the benefits recognized clubs and organizations are entitled to include: 
 1. Schedule and use Winthrop facilities. Only chartered organizations in good standing may request and use campus facilities. 
 2. Apply for funding through the Student Allocations Committee and/or other campus sources. 
 3. Associate Winthrop’s name with that of the organization. 
 4. Be included in Winthrop publications when appropriate. 
 5. Advertise on campus to promote activities and events. 
 6. Post flyers/posters to promote on-campus events. 
 7. Have a Winthrop community group. 
 8. Sponsor campus programs and activities. 
 9. Obtain assistance from the Office for Clubs and Organizations in matters of finance, programming, leadership  
     programs and resources. 
 The Office for Clubs & Organizations provides the following services for recognized organizations: 
 1. Information on recognized clubs and organizations, the names of their officers, and advisors to interested  
     students, organizations, and departments.  Information is updated on a continual basis. 
 2. For organizations sponsoring fund-raisers or recruitment programs, Dinkins Student Center provides tables for  
     use in public areas. 
 3. Personnel are available to answer questions regarding an organization’s financial paperwork and to research current  
     financial transactions.  All the forms necessary to process account transactions are available in the Office for Clubs &  
     Organizations, 218 Dinkins Student Center. 
 4. The staff is willing to help an organization brainstorm programming ideas, and provide information that may  
      be helpful in the planning process. 
 THE OFFICE FOR CLUBS & ORGANIZATIONS OVERVIEW 
 The Office for Clubs and Organizations is located in the Dinkins Student Center Room 218.  It is our responsibility  
to educate, provide support for our clubs and organizations, and hold them accountable to Winthrop’s standards, policies and  
procedures. 
 Listed below are a few of the resources available to our students: 
 1. Chartering Information—obtain assistance on how to start a new organization that will receive official recognition  
     from Winthrop University 
 2. Leadership Resources—are available to help students in their everyday tasks as leaders.  Leadership development workshop 
     sessions will be offered throughout the year, and as we can develop a workshop just for your organization based upon the 
     need. 
 3. Organization Handbook—all officially recognized organizations and advisors receive a handbook that is filled with  
     important and helpful information 
 4. Event Planning Assistance—the trained professional staff is available to assist clubs and organizations with information 
     regarding special details of on-campus events 
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II. CHARTERING & REGISTRATION 
 COUNCIL OF STUDENT LEADERS 

The Council of Student Leaders, with permission granted by the Board of Trustees, oversees the chartering process of 
all clubs and organizations at Winthrop University. The council will make sure all requirements set forth by the Department of 
Student Affairs are met.  Clubs and organizations must register each semester by completing the online form with the Office of 
Clubs & Organizations.  The form can be found on the website at www.winthrop.edu/studentaffairs/ClubsOrgs on the Forms 
link.  
 CHARTERING NEW ORGANIZATIONS 
 By chartering, student groups have the opportunity to receive all the privileges and opportunities offered by the Office 
for Clubs & Organizations.  The following requirements must be completed in order for groups to receive a Charter. 
Chartering Requirements: 
 1. An on-campus employee faculty/staff advisor who is not a current student. 
 2. A minimum membership of 10 registered Winthrop students. Those organizations without 10 members who are affiliated 
     with a national association such as an honor society may be recognized but not request allocations. 
 3. A Constitution & By-laws 
 4. A Federal Identification Number 
 After fulfilling the requirements, groups should access the Charter Application online.  Once the form has been 
completed and the appropriate materials have been gathered, the organization representative should sign the application and 
submit the entire packet to the Office for Clubs & Organizations in 218 Dinkins Student Center.  After receiving the packet,  
Program Director for Clubs & Organizations and the vice chair of the Council of Student Leaders will review all the 
information.  The Council of Student Leaders will officially vote to recognize new groups at a Council of Student Leaders’ 
meeting and the organization will be notified in writing regarding the decision and added to the Clubs and Organization’s web 
page. 
 Oversight and Recognition 
 Organizations wishing to become chartered that violate Winthrop policy or do not fulfill requirements to be a  
chartered organization can still be subject to the Student Conduct Code and possible restrictions outside the code.  Restrictions 
will be overseen by the Program Director for Clubs and Organizations and monitored by the Dean of Students office if no for-
mal charges are brought.  See the Student Conduct Code on page 44. 
 Advisor Information 
 Faculty/Staff advisors are volunteers who give their time to the betterment of student life by helping student 
organizations.  Faculty/Staff advisors must be at least a part-time employee of Winthrop University and must be willing to 
enrich students with their assistance in co-curricular experiences.  It is the responsibility of the club or organization to identify 
and maintain an advisor. Groups that do not have an advisor will not be considered in good standing. 
 Your Responsibility as a Faculty/Staff Advisor include: 
 1. Be familiar with University and Student Organizations policies that will affect the student organization.  Obtain a copy of  
     the Student Organization Handbook or access it on-line.  Keep organization informed of changes or revisions. 
 2. Ensure that the correct representative attend the mandatory Clubs & Organizations Orientation meeting held each semester  
     by the Office for Clubs and Organizations. 
 3. Maintain contact with the organization and provide general support and leadership. 
 4. Serve as a liaison between the student organization, faculty, staff, administration, and Office for Clubs and 
      Organizations. 
 5. Participate and guide the organization in designing meaningful programs that are consistent with the organizations purpose  
     and goals. 
 6. Determine the roles and expectations between the advisor and the student organization. 
 As a faculty/staff member, your time is taken mostly by your full-time responsibilities here at Winthrop, which leaves 
little time for the development of close, personal relationships with undergraduate students.  These relationships are important 
to help create a strong academic community. 
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 Faculty/Staff Advisors have an opportunity to assist undergraduate students in their out-of-class personal growth, as 
well as their development as scholars.  Interaction with faculty/staff has long been tied to student satisfaction with their 
educational experience, as well as having a positive impact on retention. 
 As a Faculty/Staff Advisor, you will have an opportunity to impact many students’ lives.   Faculty/Staff Advisors are 
able to share their wisdom, experiences, resources and influence to help organizations provide high quality experiences.  This 
handbook was created to assist you in that effort.  
 By accepting the position of advisor to a club or organization, you have chosen to become involved with campus 
activities.  An advisor is a consultant to an organization and assists in the growth and development of the group by providing 
direction, advice, understanding and clarification. 
 An advisor should: 
 1. Have a preliminary meeting with the officers of the organization. 
 2. Clarify his/her role as an advisor to the group members as he/she sees it.  You may need to spend some time with the  
      organization to help them see what their needs are.  A lot of organizations will not know what they need from an advisor,  
      so it may take a little time and patience for both parties to identify their needs. 
 3. Be familiar with university policies that will impact the organization.  These policies can be found in the Handbook for 
     Clubs & Organizations and the Student Handbook. 
 4. Be available to the officers and members to advise or assist in organization-related problems or issues. 
 5. Assist officers in understanding of their duties and organizing programs. 
 6. Advise and consult officers on budget control and other financial matters. 
 7. Attend as many meetings as possible, allowing students to lead the meetings. 
 8. Provide constructive feedback when appropriate. 
 9. Challenge members to set high goals, then support them in their efforts. 
 10. Encourage creative programming. 
 11. Assist officers in the development and projects for the upcoming semester, and encourage them to apply for financial 
       support through the Student Allocations Committee. 
 12. Incorporate classroom learning into group activities when possible. 
 13. Teach the art of leadership.  
 14. Promote diversity within the organization.  Introduce the officers of the organization to the Program Director for        
       Multicultural Student Life.  
 15. Do not let personal goals interfere or influence group decisions activities, or goals.  
 16. Most importantly, be a caring individual with a real interest in and concern for students and their growth. 
 Suggested Ways to Work With Your Club or Organization to Encourage Academic Success: 
 1. Attend one of the first organization meetings of the semester to talk to members about the importance of academics and  
     the activities of the organization should not hamper the academic success of its members. 
 2. Meet confidentially, once a semester, with individual members who may either seek or need guidance on academic issues.   
     Select a time and distribute the available appointment times to the members of the organization and ask them to sign-up. 
 3. Provide advice and guidance to the organization’s officers should they wish to develop a speaker series featuring faculty, to  
     discuss ways to meeting more faculty on an informal basis (such as a faculty reception or dinner), or to seek ways of 
     changing the faculty’s perception of them as a student organization. 
 4. Attend lunches or dinners with the members as a way to become more familiar with the group.  Faculty/Staff Advisors find  
     this a helpful way to get to know the students.   Some either eat breakfast, lunch, or dinner as a way to know them better.  If 
     the group is large, activities with several smaller groups may be necessary to facilitate discussion. 
 
  Continued pg 7. 
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Student Organizations  | Sample Constitution & By-laws 
This is a template of the constitution that your student organization will construct and adhere to.   

You can either utilize the template or create one of your own.  
 
 

(Name of Organization) 
 

CONSTITUTION 
 
 
ARTICLE I NAME 
The name of the organization shall be: 
 
ARTICLE II PURPOSE 
The purpose of the organization shall be: 
 
ARTICLE III MEMBERSHIP 
1. Membership in the organization shall be open to those regularly-enrolled Winthrop University students who: (list criteria, if 
 any) 
 
2. This organization will/will not (circle one) have associated members who are non-students or who do not meet the above 
 criteria but will have all membership privileges except for the right to vote or hold office in the organization. 
 
3. Eligibility for membership or appointed or elected student officer positions in the campus-recognized chapter or group may 
 not be limited on the basis of race, sex, color, age, religion, national origin, marital status, sexual orientation, physical or 
 mental handicap, ancestry or medical condition, except as explicitly exempted in federal law. 
 
ARTICLE IV OFFICERS & DUTIES 
 
1. The officers of this organization shall be: President: Vice-President: Secretary: Treasurer: 
 
2. To be eligible for office, candidates must be regularly enrolled students at Winthrop University and: (list additional officer 
 criteria, if any). 
 
3. Nominations for office shall occur: (list when and how). 
 
4. Elections shall occur: (list when and how). 
 
5. The term of office shall be for (one year/one semester) and shall begin (list when) and end (list when). 
 
6. Vacancies shall be filled by (list manner) and serve (list time period). 
 
7. Officers may be removed from office by: (list manner and vote required). 
 
8. The duties of the officers shall be: (list officers and duties) 
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ARTICLE V FUNDING 
 
1. The organization shall be funded through the following means: (list dues, appropriations, etc.) 
 
2. All money transactions must be approved by: (list officers/advisors responsible for funds) 
 
ARTICLE VI MEETINGS 
 
1. Regular meetings of the organization shall be held: (when). 
 
2. Special meetings may be called by: (list manner). 
 
3. Agendas for meetings shall be: (list who prepares and how distributed). 
 
4. A quorum for any regular or special meeting shall be: 
 
ARTICLE VII POWERS 
 
1. The organization shall have the following standing committees: (list names). 
 
2. Additional committees may be created by and members to the committees shall be selected by. 
 
3. The organization shall operate as a non-profit association and no profits may accrue to any individual within the organization. 
 
4. Unless otherwise provided in these bylaws, decisions of the organization shall be made by a simple majority of those present 
 and voting, with those abstaining from the vote not figuring into the determination of the majority required. 
 
5. For purposes of any vote, the determination of the current eligible voting membership shall be (list method). 
 
ARTICLE VIII AMENDMENT OF BYLAWS 
 
These bylaws may be amended at any regular meeting of the organization by a two-thirds vote, provided that the amendment 
has been submitted in writing at the previous regular meeting. 
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 Nine Tips To Relationships With Students That Work: 
 1. Know as many students as you possibly can and know them well.  Nothing will be accomplished without this individual  
     relationship. 
 2. Treat each student with the dignity and respect that you would like for yourself. 
 3. Deal with the important and relevant aspects of you position.  Avoid getting burned out in dealing with petty differences. 
 4. Be honest with yourself and others.  It doesn’t help to tell students what you think they want to hear. 
 5. Recognize the values and attitudes you take to your position will, to a great extent, determine the way the student react. 
 6. Understand that you work more by persuasion and the power of your personality than any amount of formal authority. 
 7. Be available – there is no such thing as a “standard work day.”  The job is time consuming, but rewarding. 
 8. Realize your position is at best nondescript.  No job description will ever suffice for your native intelligence and the 
     qualities which have led to your selection for this role. 
 9. Finally, never underestimate the power of your influence on a student.  Your conduct and conversation make you a model  
     for others. 
 REGISTRATION PROCESS (REQUIRED EACH FALL AND SPRING) 
 Each fall and spring, the Office for Clubs & Organization requires that all student organizations register on line.  The 
deadlines are September 15th and January 31st.  This process allows information for each organization to be updated, 
including current officers, additions to the by-laws, organization description and contact information to be placed on the Clubs 
and Organizations’ web page and any other changes from the information initially provided at chartering.   
 In addition, the president and/or organization representative are required to attend a Space Use and a Clubs and  
Organizations training session to re-acquaint themselves with policies and procedures for clubs & organizations. A new  
handbook will be distributed at the beginning of each fall during the training sessions. 
 If any chartered organization does not attend the annual training sessions or does not register in any given semester, 
its status will be listed as inactive, thereby ineligible for the privileges and opportunities offered by the Office for Clubs & 
Organizations. An up to date list of current clubs and organizations can be found on our web page. Organizations that violate 
Winthrop policy do not remain in good standing and will be placed on probation. The condition of probation will be overseen 
by the Program Director of Clubs and Organizations.  
 Official Mailing Address 
 Your organization’s mailing address will be kept on file for the use of the University and parties interested in your 
organization.  The mailing address you provide us should be the same as the one you provide others.  When deciding on your 
organization’s official mailing address, you have four options.  Please be sure to read the various policies regarding each option. 
 1. Winthrop PO Box—Any registered Winthrop club or organization may pay to have a PO Box in their name.  The charge is  
     $35 annually, paid by check to the Post Office.  With this, your organization can receive mail that is addressed directly to 
     the organization.  For more information on the benefits of having a Winthrop PO Box, please reference Section VII:  
      Advertising and Public Relations. 
 2. On-Campus Student PO Box—Students may receive mail for their organization ONLY IF the mail is addressed with the  
     student’s name and placed in PO Box order from lowest to highest.  If the mail piece only has the organization name, the 
     mail will not be delivered to the student PO Box.  Remember, however, that your students change from year to year, making 
     it necessary to update your mailing address with Student Affairs and other parties annually. 
 3. Off-Campus Address—Any off-campus address is acceptable.  Again, remember that students change from year to year, so  
     student off-campus addresses will need to be updated. 
 4. On-Campus Department—If you choose not to rent a PO Box for your organization, your organization may receive mail 
     through your advisor or affiliate department. 
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II. CHARTERING & REGISTRATION 
 Official E-mail and Web Address 

In order to communicate professionally, your organization is required to have a Winthrop e-mail address that your 
advisors and officers have the opportunity to use.  To request a Winthrop organization e-mail account, the organization’s fac-
ulty/staff advisor needs to go to http://asap.winthrop.edu/studentorg/login.aspx and complete the online request for an e-mail 
and web account.  If you have questions about the accounts, please contact Information Technology located in Tillman 15. 
 TRAINING SESSIONS 

In order to remain in good standing, clubs must attend the annual training sessions listed below: 
 1. Clubs & Orgs—This session is where you will receive a copy of this handbook as well as an overview of many of the  
     important topics covered within it.  It may be preferable for the President to attend this session, but this is not mandatory as 
     long as one official member of the club attends.   
 2. Space Use—This session runs through the process and guidelines for using spaces on the Winthrop Campus.  It also details 
     many other topics to consider when planning on-campus events.  Much of this information is also located in Section V. 
 3. Student Allocations—This session is for student organizations applying for funding through the Student Allocations  
  Committee.  It will outline the steps and rules for requesting money.  We prefer that the Treasurer attend this session, but we 
  understand that this may not always be possible.  This information is also covered in more detailed in Section IV. 
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III.  CLUB SPORTS 
 DEFINITION OF A CLUB SPORT 
 The Club Sports section will be under review for the 2005-2006 academic school year.  Please contact Jaron Rider at 
323-2198 for newly published updates. 

A club sport is a registered student organization, which provides a program of instruction, recreation, and/or 
competition in a specific sport or recreational/physical activity.  Club sports are organizations formed by students who are 
motivated by a common interest in a particular sport.  Club sports activities are coordinated by the Office of Recreational 
Sports.   

A club sport is a co-ed, competitive, recreational program for all students, faculty, and staff.  It is designed as an 
athletic alternative bridging the gap between existing intramural and intercollegiate programs.  The basic philosophy and key to 
the success of the program is the student involvement in the coordination and administration of the program.  Emphasis is 
placed on participation in competition.   

Another emphasis in club sports activities is leadership.  Coaches and advisors provide encouragement, guidance, and 
coordination, but the club survives and thrives only by means of student-initiated and student-controlled. 

All students are eligible to participate in club sports.  Each club makes its own acceptance policy.  All clubs must not 
discriminate based on race, sex, religion, ethnic group, or national origin 

Club practice times and games schedules are made by each individual club.  For general questions concerning any 
club sport, or for more information concerning a particular club, please contact the Office of Recreational Sports at 323-2198. 
 PURPOSE OF CLUB SPORTS 
 The University recognizes that the purposes of Club Sports are: 
 1. To expose student to new activities. 
 2. To continue and enhance skills already acquired. 
 3. To develop student leadership skills. 
 4. To provide opportunities for students to develop positive interpersonal relationships and to promote an appreciation for 
     cultural diversity. 
 5. To enhance holistic development through leisure and physical activities. 
 CRITERIA TO BE A CLUB SPORT 
 The criteria to be a club sport are as follows: 
 1. Club Sports must be registered student organizations in accordance with University regulations. 
 2. Club Sports must involve physical activity. 
 3. Club Sports must provide instruction for all club members and provide intra-university competition for members when  
 appropriate. 
 HOW DO I SIGN UP? 
 Information on any of the club sports can be obtained by calling 323-2198.  From there, you will be given the contact 
number for the particular team in which you are interested.   
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III.  CLUB SPORTS 
 OBLIGATIONS AND CONDITIONS OF RECOGNITION 
 1. Must be formally recognized by Winthrop University as a registered student organization. 
 2. Must attend scheduled club sport council meetings, as set by the Office of Recreational Sports. 
 3. The university reserves the right to review and deem inappropriate for registration as a university club sport, certain 
     activities (e.g., bungy jumping, sport parachute, hang-gliding, parasailing, etc.). 
 4. Understand that Winthrop is not responsible for the activities of Club Sports.  The university considers participation in Club  
     Sports programs a purely voluntary activity, and individuals participate at their own risk.  Participants should be aware of  
     the possibilities of bodily injury and should understand that they are responsible for any and all costs arising out of injury  
     or property damage sustained through participation. 
 5. Adopt, maintain, and conduct business in accordance with a constitution and any other by-laws or regulations.   
  These should: 
  a. State the purpose of the organization. 
  b. Identify the titles and duties of officers and specify the date of their election. 
  c. Contain no provision which would discriminate on the basis of sex, race, color, national origin or disability unless  
      otherwise exempt. 
  d. Ensure that all activities will not interfere with academic responsibilities. 
  e. Contain no provision for and ensure against the sponsoring of destructive activities which would tarnish the  
      reputation of the university or cause damage to the Club Sports, university, personal property or individuals. 
  f. Prohibit the use of alcohol and the unlawful manufacturing, distribution, dispensation, possession or use of illegal  
      drugs or controlled substances. 
  g. Prohibit the sexual harassment and hazing of all club members. 
  h. State all rules and regulations of the club.  This should include proper equipment procedures. 
  i. Ensure that membership is limited to students, faculty, and staff. 
 6. Remain in good standing with local, regional and national affiliations as appropriate. 
 7. Complete and submit to the office for clubs and organizations a general information sheet concerning game schedules,  
     tournaments, practices, etc. at the beginning of each semester. 
 8. Complete and submit to the Office for Clubs and Organizations “accident report forms” and “emergency medical services  
      request forms” for accidents and injuries within 24 hours. 
 9. Ensure all individual club members are advised to review their medical insurance plans and receive any necessary medical 
     advice before participating in any club activity. 
 10. Purchase group insurance (both personal injury and personal liability) when appropriate.  Consultation may be given by  
       the university risk manager. 
 11. Maintain active membership roster with the Department of Student Affairs, and submit “Club Sports Membership        
       Application and Waiver of Liability and Release Form” form all club members before participating. 
 12. Complete and submit to Department of Student Affairs, “Waiver of Liability and Release Form” for all persons who come 
       to Winthrop to participate in a game, tournament, etc., sponsored by a club sport.  These forms should be completed before 
       participating. 
 13. Maintain an active Faculty/Staff Advisor.  If instructors/coach meet requirement of serving as a faculty advisor, they 
       should do so.  Faculty advisors must be full-time faculty or staff at a Graduate level of 25 or above as indicated by state 
       guidlines.   
 14. Maintain an active instructor/coach with proper certification by a national certifying agency or written documentation of  
       competence and background in their area of expertise.  If a national certifying agency does not exist, the instructor/coach  
       must still provide written documentation of competence and background in their area of expertise.  All instructor/coaches  
       must be certified in CPR.  Written contracts should be utilized with university and non-university instructors/coaches 
 15. Participate in all workshops sponsored by the Office for Clubs & Organizations. 

  Continued... 
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III.  CLUB SPORTS 
 16. Abide by travel policies.  These include, but are not limited to the following: 
  a. All persons driving to club activities must sign a form stating that they have proper vehicle insurance before driving  
      to an event.  This form will also include the name of the insurance company and the insurance policy number.   
      This form must be submitted to the office for clubs and organizations. 
  b. All persons driving university vehicles or rented through the university to club activities must follow university  
      procedures.  A driver’s record must be submitted per university procedure. 
 Violation of any of the Obligations and Conditions of Recognition may result in the loss of recognition by the Office 
of Clubs and Organizations and/or Winthrop University. 
 EQUIPMENT POLICY 
 Each individual club sport is responsible for the proper functioning of any equipment.  Winthrop will provide a 
storage area for any club sport if needed and available.  Any equipment that needs to be stored must be coordinated with the 
coordinator of Rec. Sports for appropriate location. 
 NEW CLUB SPORTS 
 Students wishing to establish a new Club Sport at Winthrop University should follow the guidelines set forth by the 
Council of Student Leaders in chartering your organization. 
 CLUB SPORTS MEMBERSHIP 
 Active membership in a club sport shall be limited to: 
 1. Persons officially connected with the university as faculty, staff, or full-time students.  Students taking six (6) credit hours 
     or more and who pay the university fee are eligible for membership. 
 2. Limitations may be imposed on membership due to lack of facility space and/or time.  In addition, it is recognized that only  
     so many team members can realistically take part in a competitive contest at one-time.   
 VISITING INDIVIDUALS/TEAMS 
 Club Sports must complete and submit a waiver of liability and release form for all persons who come to Winthrop to 
participate in a game, tournament, etc. sponsored by a club sport.  These forms should be completed before participating and 
submitted to the office for clubs and organizations immediately following the event.  A waiver of liability and release for 
visiting teams form is available in the Office for Clubs and Organizations. 
 WHAT TO DO WHEN INJURY OCCURS 
 Injuries must be reported to Campus Police 323-3333 and the Office of Recreational Sports at 323-2198. 
 INSTRUCTORS/COACHES AND FACULTY ADVISORS 
 All club sports must maintain an active instructor/coach with proper certification by a National certifying agency or 
written documentation of competence and background in their area of expertise.  If a National certifying agency does not exist, 
the instructor/coach must still provide written documentation of competence and background in their area of expertise.  All 
instructors/coaches must be certified in CPR.  Instructor/Coach Contracts should be utilized with university and non-university 
instructors/coaches.  It is the responsibility of each club to restrict the instructors/coaches role to those activities involving his/
her knowledge and skills in the area of coaching.  The club should not allow the coach to assist in other areas of club 
management. 
 Volunteer Instructors/Coaches are not permitted to take students to events or be reimbursed for travel with university 
funds.  Coaches, in most cases, are selected by team members and perform without monetary compensation, unless funds are 
raised by the individual team specifically for that purpose.   
 CLUB SPORT FACULTY ADVISORS 
 To encourage positive interaction between both teaching and administrative staff and students involved in student 
organizations, every student organization is required to have an advisor.  The Club Sport Advisor must be selected from full-
time faculty or administrative staff members at Winthrop University.  Graduate students are not eligible to fulfill this 
requirement. 
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III.  CLUB SPORTS 
Club Sport Required Check List 
 _____  Charter Submitted 

 _____  Registration Form Submitted 

 _____  By-Laws Established 

 _____  Officers and Advisors Identified 

 _____  Rules and Regulations Posted 

 _____  General Information Available for Viewing 

 _____  Accident Report Forms 

 _____  Waiver of Liability and Release Form (visiting teams as well) 

 _____  Copy of Group Insurance 

 _____  Membership Roster 

 _____  Practice/Game Schedule 

 _____  Coach/Instructor Credentials 

 _____  Coach/Instructor CPR Certification Documentation 

 _____  Winthrop Travel Policy On Hand 

 _____  Insurance Form for those Driving to Events 

 _____  Winthrop Student Handbook On Hand 

 _____  Student Organization Handbook On Hand 

 CODE OF CONDUCT 
 The Standards of Conduct shall serve as a guideline for how individuals are expected to behave when participating in 
Winthrop University sponsored or endorsed activities. Students enrolled in an institution of higher learning assume an obliga-
tion to conduct themselves in a manner compatible with the college/university’s function as an educational institution. When 
sport club members participate in an event sponsored or endorsed by Winthrop University, the participant indicates, by their 
registration in the event, they agree to represent their club and college/university in a way that does not detract from the reputa-
tion of the institution they are representing, and to act morally and display sportsmanship-like behavior, before, during and after 
any competition. Guidelines of conduct include, but are not limited to the examples outlined below. 
 Winthrop University is not a sanctuary beyond the reach of the criminal laws of the United States, the State of South 
Carolina, and the City of Rock Hill. While the rules and regulations of Winthrop University are not meant to duplicate general 
laws, there are some aspects in which the lawful interests of the institution as an academic community coincide with the broader 
public interest treated in general laws. Students, or student organizations, who commit offenses against the laws of municipali-
ties, states, or the United States, are subject to prosecution by those authorities and may be subject to disciplinary action under 
University rules when their conduct violates institutional standards. Winthrop students are subject to the provisions of this Stud-
dent Conduct Code while on University premises or University-related premises, and when involved with off-campus Winthrop 
activities. Students will be held accountable to this code for their off-campus activities when it can be ascertained the off-
campus act has a direct detrimental impact on the University’s educational functions. Any disciplinary action imposed by Win-
throp may precede and be in addition to any penalty imposed by an off-campus authority. 

Continued... 
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 Participants Shall Not: 
 1. Use drugs, except for medical purposes, while traveling, competing, socializing and/or using facilities including lodging 

spaces. 
 2. Consume alcohol while traveling, competing or being a spectator. 
 3. Strike, attempt to strike or otherwise physically abuse an official, opposing player, spectator or coach. 
 4. Intentionally engage in or incite participants and/or spectators to engage in abusive or violent action. 
 5. Use obscene gestures, profanity or disrespectful language. 
 6. Violate any Winthrop, host university, hotel, city or state rules or policies. 
 Violation of the Code of Conduct may result in: 
 1. Suspension from the game/ match. 
 2. Suspension from the tournament. 
 3. Forfeiture of and individual or team awards. 
 4. Ejection from the tournament hotel(s). 
 5. Forfeiture of all games/matches won and possible team elimination from current and future Winthrop sponsored or endorsed 
     events. 
 ELIGIBILITY AND THE SPORTS CLUB SYSTEM 
 The club sports program is open to all eligible Winthrop University students, faculty, and staff. Intercollegiate athletes 
cannot participate in the sport/activity that they compete in. 
 Winthrop University’s Sports Clubs are organized in two categories, Provisional or Registered. This organization is 
necessary due to the demand of groups wishing to organize themselves and the limited resources available to the community 
overall. This organization offers the clubs that meet the Registered category an opportunity to demonstrate support for such a 
club amongst the college community 
 Category System: 
 1. Provisional 
  a. All new clubs are placed in the Provisional category for the first full year of existence 
  b. All new clubs must show viability in terms of club administration, student interest, consistent member participation and 
      support 
  c. Provisional clubs are self-supporting groups and are not eligible for financial assistance 
  d. If in a full year, a Provisional club is able to successfully prove that they are a viable club and are able to prove that they 
      have followed all policies and guidelines of the Sports Club Handbook and Winthrop University Student Conduct Hand
      book, such club will be promoted to the Registered Category for the upcoming year 
 2. Registered 
  a. Registered Clubs are able to have access and priority for scheduling facilities 
  b. Registered Clubs are able to get funds as deemed appropriate 
  c. Registered Clubs are eligible to travel and for competition 
  d. Registered Clubs have full support of the Office if Intramural and Recreational Sports Clubs as long as clubs continue to 
      follow all policies and guidelines of the Sports Clubs Handbook and Student Conduct Handbook 
  Any Registered Club that is found to be in violation of the rules and regulations governing the conduct of a Sports 
Club may, at the discretion of the Office of Intramurals and Recreational Sports Clubs, be reduced to a Provisional club status at 
any given time. 

III.  CLUB SPORTS 
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IV.  STUDENT ALLOCATIONS COMMITTEE 
 STUDENT ALLOCATIONS COMMITTEE GUIDELINES 
  Purpose 
 The Student Allocations Committee, herein referred to as the SAC, is a university committee formed with the purpose 
of assisting Winthrop’s student clubs and organizations in sponsoring programs and events beneficial to the student body of 
Winthrop University. 
  Universal Requirements  
  In order to request funds for SAC general funding, all organizations must fulfill the following requirements: 
 1. The organization must be a chartered organization at Winthrop University and must be registered with the Office for Clubs 
     and Organizations in 218 Dinkins and in good standing. 
 2. The organization president and/or treasurer must have attended a funding workshop during the semester for which funds are 
     requested and must attend the general Clubs & Organizations and Space Use workshop offered at the beginning of each 
  semester.  If your organization was not chartered before the Fall clubs and organizations training session, they will need to 
  meet this requirement during the Spring semester before they may request funds. 
 3. The SAC shall not allocate funds to projects for the purposes of promoting or opposing a particular political candidate,  
     political or social issue, or religion. 
 4. Organizations must make an effort to raise funds, through either dues, fundraisers, or other events. 
 5. Organizations must submit an Allocation Request Form for the semester by the designated date (usually the second week of 
     the semester). Forms are available in Dinkins 218 or may be accessed online at             
     http://www.winthrop.edu/studentaffairs/forms/word/SAC.event.worksheet.doc. 
 6. Each organization must submit, with the allocation request for funding, an organizational budget outlining all income and 
     expenditures anticipated for the semester and a copy of the most recent bank statement.  If your organization does not have 
     an outside bank account, you must submit a record of money on hand.  The organizations treasurer must sign this document.  
  A blank budget form can be found on-line under http://www.winthrop.edu/studentaffairs/forms/Origonal/SAC.Budget.doc.  
 7. Organizations receiving funds are required to send a minimum of two representatives to the Leadership Training      
  Workshops offered during the semester when funds are received. 
 Criteria for Obtaining Funds 
 1. Each on-campus event/program funded by the SAC must be open and appropriate for all students at Winthrop. 
 2. Organizations charging admission to events/programs funded by the SAC may realize profits only after reimbursing the 
     SAC account for the original appropriation. 
 3. Each organization must submit supporting documents as justification for their requests.  These include price quotes for 
     lodging and travel expenses and any information available for speakers and conferences. 
 4. Should groups choose to combine their resources after receiving allocated funds in order to sponsor an event/program, they 
     must re-submit a new event worksheet for the proposed project. 
 5. All requests should be as specific as possible for maximum consideration. 
 Process for Receiving Funds 
 All requisitions must be typed and filled out completely. Forms are available online on the Council of Student  
Leaders webpage. 
 Requests not completed correctly will not be considered.  Please call the Office for Clubs and Organizations at 323-
2248 if you have any questions when completing your allocations request form(s). 
 All organizations requesting funds MUST submit the allocations request form no later than 5:00 PM on set date.  All 
requests must be submitted with proper justification.  This must include detailed information about all speakers, trips, hotels, 
and other planned projects/events that will best support the request. 
 Each organization requesting funds will attend an interview with the SAC.  The organization’s president or treasurer 
is required to attend.  The interview will be an overview of the requests and will be a chance for the organizations to inform the 
SAC of the organization’s plans for the upcoming semester.  The SAC will ask questions of the representative regarding the 
allocation request, and it is extremely important that the representative be knowledgeable in this area.  Organizations that fail to 
attend the interview will not be considered for funding.  Approval will be based on the  
merits/benefits of the proposed programs/events to the Winthrop University student body. 
 All organizations must provide all original receipts necessary for reimbursements within two weeks after the event 
date in order to receive allocated funds.  If the organization does not provide the receipts within the two-week time period after 
the event, as indicated by the date of the event on the approved event sheet, the organizations will forfeit their allocated funding 
for that project. 

Continued... 
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IV.  STUDENT ALLOCATIONS COMMITTEE 
 All event date changes need to be presented in writing to the Chair of the Student Allocations Committee and ap-
proved in writing in order to expedite your organization’s reimbursements. 
 All eligible organizations will be allowed to request in the spring semester for early funding for the next academic 
year.  This funding will only include expenses for the Summer and early fall funding.  All petitions must be typed and accompa-
nied by a completed allocations form and submitted to the SAC by the date set at the beginning of the spring allocations period. 
 Allowances 
 Allocations made by the SAC will be considered in several categories. These categories will be: 
 1. Programs and Speakers—Funding may be allowed for programs, lectures, speakers, and performances brought to Winthrop 
     University for the benefit of all students; these functions must be publicized and open to all students.  Funds may be allowed 
     for: 
 a. Travel—Travel for the subject to come to Winthrop University. 
 b. Lodging—Lodging for the subject at The Inn at Winthrop or a motel if The Inn at Winthrop is not available. 
 c. Honoraria/Contractual Services—Any speaker to receive an honorarium up to $300 is required to complete a standard 
     performance contract before payment. 
 2. Conferences and Workshops—For organizations with more than 15 active members, funds may be allocated for up to 
     three delegates to attend conferences or workshops. For organizations with between 10 and 14 active members, funds may 
     be allocated for up to two delegates.  Funds may be allocated for: 
 a. Travel—Gas at .10/mile. 
 b. Lodging—The SAC may allocate funds for two rooms at $100/night if the organization has more than 15 active. 
     members.  The SAC may allocate funds for one room at $100/night if the organization has less than 15 but more than 10 
     active members.  
 c. Registration Fees—as allowed by the SAC with regard to the program. 
 3. Academic Conferences—The SAC may allot up to 50% of the total cost for academic conferences in which a Winthrop  
     student will be presenting research.  A letter of request from the Dean of the college is required before consideration.  
 4. Operating Expenses—This category shall include general operating needs that do not reasonably fit into the above  
     categories, such as supplies, postage, and printing. 
 5. On-Campus Events and Programs—Groups can receive funding for On-Campus events such as Speakers, Forums,  
Conferences and Social Events designed to benefit the campus community. 
 Appeals Process 
 If an organization wishes to appeal a SAC decision, they must do so within two weeks of the original SAC decision as 
outlined in the funding letter.  This must be done by resubmitting the original request and written justification about why the 
original request should be reconsidered.  Upon receiving an appeal, the chairperson and vice chairperson of CSL, an appointed 
member of the SAC, and the Dean of Students shall meet within one week to make a final decision. 
 Other Notes 
 The SAC requires organizations to participate in fundraising activities to supplement the amount granted by the SAC. 
 The cut-off date for obtaining allocated funds for the fall/spring semesters will be set and available by contacting the 
Office for Clubs and Organizations, 323-2248. 
 The SAC reserves the right to make exceptions to the above guidelines when it feels that such exceptions will be in 
the interest of the student body. 
  All allocations will be made on a per project basis. The SAC will allow the individual organization to designate spe-
cific financial allocations within the project. 
  All advertisements for events funded or partially funded by the SAC must include a tag line stating, “This event was 
partially funded by the Council of Student Leaders.” 

 Updated:  Fall 2005 
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IV.  STUDENT ALLOCATIONS COMMITTEE 
 REQUIREMENTS 
  In order to be eligible to receive SAC funding, the club or organization must have registered during the current  
semester with all of the necessary information on file.  In addition, the club must have attended all of the required training  
sessions for the current academic year as described on page 6.   
 PROCESS 
 Forms 
  In order to request funding from the Student Allocations Committee, your organization must complete two forms and 
turn them into Dinkins 218 by 5 PM on the scheduled dates.  These dates will be announced before the end of the semester be-
fore the forms are due.  Your group will need to complete a Budget sheet to show all money your club expects to bring in and 
spend during the semester.  This form is available online at http://www.winthrop.edu/studentaffairs/forms/Origonal/
SAC.Budget.doc.  The other form is the Event Worksheet, which details the name and date of the event you are requesting 
funding for and allows you to outline what you will need the money for.  It is also available online at http://www.winthrop.edu/
studentaffairs/forms/word/SAC.event.worksheet.doc.  Both of these forms are in word format, so you should download them to 
your computer and fill in the appropriate gray boxes using Microsoft Word. 
 Justification 
  Along with your Event Worksheet, you will need to supply justification for the amounts listed on the form. This can 
include any calculations used to arrive at the amounts, price quotes printed off the internet and any other written proof you may 
have to show the amounts. 
 Interview 
  When you turn in your forms in Dinkins 218, you will need to sign up for an interview session with the Student Allo-
cations Committee.  This interview will last approximately 15 minutes and is your opportunity to: (1) justify the importance of 
your event to the Winthrop community, and (2) prove that the amounts listed on your Event Worksheet are in fact accurate and 
reasonable. 
 Appeal 
  After the Student Allocations Committee makes its decision, your group will be notified by letter of either: (1) the 
amount your group has been allocated or (2) the reasons your group was denied funding.  If your group was denied funding for 
its event, you can appeal the decision after all discrepancies noted in your funding letter are met.  If your group did receive 
funding but feels it should have received more, you can also appeal this decision.  Due dates for appeals will be posted.   
 ACCESSING FUNDS 
  Your organization cannot purchase any of the following items:  tobacco, pornography, alcohol, or any 
drugs. You also need to be pre-approved on the Event Worksheet before you purchase any items.  
 Invoices 
 Depending upon the type of allocation that your club or organization has been granted, your purchase may need to be 
made in advance.  The types of purchases that you need to make in advance are plane and hotel reservations, any contracts, 
registration fees and car or van rentals.   
 For these types of purchases, all paperwork needs to be finished a minimum of three weeks in advance or your organi-
zation will be required to seek reimbursement instead of procuring your allocated funds in advance through proper channels. 
 Contracts for any reason are to be started immediately. Whether the contract is for a speaker, artists, a musician, or a 
room reservation, it must be looked over carefully and thoroughly and not left to the last minute to be processed. A minimum of 
three weeks is necessary to process the paperwork with all departments at Winthrop and have a check ready for your organiza-
tion to take with you on your trip. 
 If requests for payment in advance of your event has not been initiated three weeks in advance, your organization will 
have to be reimbursed, which means that the funds will have to come out of your own pocket.  In order for your organization to 
be reimbursed, you will have to present detailed original receipts.  
 The receipt that is most commonly not presented properly is the restaurant receipt. You will need to return with a 
detailed, item be item, food by food with totals, not just a receipt with a total. If the restaurant doesn’t give you one, go back 
and insist on receiving one. Our Accounts Payable Department will not reimburse you without this slip. Period. Also, if you do 
not get proper paperwork in for reimbursement within the required two-week period, your organization will not be reimburse. 
 Reimbursements 
 Your organization has acquired the funding and now you have spent your own money. Now what do you do to be 
reimbursed?  Here is a description of what you had to go through to get to this point. 
 If your organization is entitled to a reimbursement for items purchased, you will need to bring an original itemized 
receipt to Dinkins 212 to being the reimbursement process. An itemized receipt is one, which lists ALL items purchased and 
the total amount spent. 
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 After verifying the event according to the Event Worksheet provided by the Student Allocations Committee, and re-
ceiving the itemized receipt, your documentation will be processed and given to the Winthrop University Accounts Payable 
department. While the reimbursement process begins in Dinkins 212, the Accounts Payable department is responsible for issu-
ing your check and will not do so without an itemized receipt, therefore your itemized receipt is very important. You can expect 
your check to be mailed in approximately 12-14 working days to the address given to the Administrative Assistant in Dinkins 
212. 
 You are strongly encouraged to begin the reimbursement process immediately following purchases for each allocated 
event.  
 Procurement Cards 
  If you choose to use a procurement card, send a representative to Dinkins Room #218 to get a copy of 
your approved Event Worksheet.  Then you go to Dinkins Room #212 and get the card from Ms. Barbara  
Kennedy.  After you make your purchases, return the card and the receipts (original) to Ms. Kennedy.  At that 
time, she will have you fill out a form.   Then you are finished.  
 Petty Cash 
 If your organization attends all training sessions and registers on time during the fall semester, it will  
receive $40.00 in petty cash.  These monies may be used to purchase start up or food items or office supplies at the 
beginning of the school academic year.  You will need to make the purchases out of your pocket and then get the 
reimbursement similarly to the process mentioned above.   As with the procurement cards, you need to remember 
to bring the receipts (original) back to Room #218 Dinkins to Ms. Pam Varraso.  At that time, she will prepare the 
proper form for you to take over to the Cashier’s office in the basement of Tillman to receive a reimbursement. 
 MISCELLANEOUS  
 Off-Campus Bank Account Policy 
 Recognized campus clubs and organizations may maintain checking and savings accounts in accordance with the 
following guidelines: 
 1. Checking and savings accounts should be established with the consent and participation of the faculty or staff adviser. 
 2. Checking and savings accounts should require two signatures for all transactions. One signature would be that of the faculty    
     or staff adviser, while the other may be that of a student organization officer. 
 3. Each organization is required to maintain records of all expenditures and revenue and keep these records on file for a period     
     of two years. 
 4. Organizations receiving funds from the Student Allocations Committee or any other official Winthrop University source 
     must operate these funds through approved University budgets. 
 5. A tax identification number may be required to establish new accounts.  These can be obtained online through the IRS. 
 Accident Insurance 
 Special risk accident insurance is available to those groups that engage in special events outside the normal course of 
academic and recreational activities.  This includes events such as summer academic camps, trips away from campus, etc.  The 
policy is purchased through Benefits Plus, Ltd., in Rock Hill, and is underwritten by the John Hancock Mutual Life Insurance 
Company.  Questions regarding special risk coverage should be directed to the Winthrop University Director of Procurement, 
Robert L. Reid, Jr., or Teresia C. Sexton, Procurement Officer.  Both of these individuals are located in 307 Tillman Hall, 323-
2143. 
 Rate for Winthrop University Academic Camps and Events: 
 $10,000 Maximum Coverage 
 $ 0.00    Deductible 
 $ 0.44    Rate Per Participant Per Day 
 Rates for recreational/sporting events that allow for physical activity and exposure to risks may vary and are quoted 
by Benefits Plus, Ltd.  Please advise the Winthrop University Purchasing Department of the event or camp no later than 11 
working days prior to the start of the activity so that Benefits Plus, Ltd., (329-5488) will have adequate time to quote the special 
rate(s).   
 Provisions for Coverage: 
 Coverage is mandatory for all participants excluding Winthrop employees. 
 Coverage is for all scheduled events. 
 In order to receive this coverage, fill out the Special Risk Accident Form in Dinkins 218 or Dinkins 212.   
Please reference the Appendix of Forms. 
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V. PLANNING EVENTS & PROGRAMS 
 CAMPUS SPACE USE POLICY 
 Definitions 
 1. Instructional Space—Space on campus designed for and used for the instruction of Winthrop students.  Specifically,  
     classrooms, studios, laboratories, seminar rooms, physical education facilities and auditoriums are considered instructional 
     space.  Below are instructional spaces which may be used for appropriate non-instructional uses if available: 
  a. Barnes Recital Hall 
  b. Byrnes Auditorium 
  c. Johnson Theatre 
  d. Kinard Auditorium 
  e. Lewandowski Galleries 
  f. Patrick Galleries 
  g. Peabody Facilities 
  h. Plowden Auditorium 
  i. Rutledge Galleries 
  j. Tillman Auditorium 
  k. Withers/WTS Conference Room (4th floor) 
 2. Non-Instructional Space—Space on campus designed for purposes other than the delivery of instruction.  Below is a partial 
     listing of non-instructional space: 
  a. Amphitheater 
  b. Little Chapel 
  c. Coliseum and Farm Area 
  d. Dinkins Auditorium, Lounge, Food Court Area (ATS), Meeting Rooms and Main Floor 
  e. Johnson Lobby 
  f. Joynes Hall (1st floor) 
  g. McBryde Hall and Tuttle Dining Room 
  h. Residence Halls Meeting Rooms 
  i. The Meeting House 
  j. Shack 
  k. Student Activity Center (SAC) 
  l. Thomson Cafeteria 
  m. Tillman 302, 306 and 308 
 3. Specialized Space—Space reserved for specialized use and not considered for other uses.  Any space which has specialized 
     equipment such as Smart Classrooms and Distance Learning Labs. 
 4. Restricted Space—Space available only for its intended use. 
  a. All Administrative Offices 
  b. Conservatory Rehearsal Rooms 
  c. Crawford Hall 
  d. Dunlap-Roddey Room in Johnson Hall 
  e. Facilities Management Operational Areas 
  f. President's House and Garden 
  g. President's Room at Coliseum 
 Management of Space 
 1. Responsible Persons—The Vice President for Finance and Business is ultimately responsible for all campus space.  The 
     Vice President for Finance and Business appoints an employee to be responsible for space in each building on campus and 
     he/she is referred to as the Space Use Manager. 

Continued... 
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 2. The Space Use Manager is responsible for the following: 
  a. Determining limitations/restrictions for use of the building.  
  b. Approving space usage.  
  c. Insuring cleanliness, repairs, maintenance, and adequate supplies to the building.  
  d. Maintaining a building space use calendar and providing the Campus Space Reservation System Coordinator with  
   information on events within the building..   
  e. Coordinator with information on events within the building.  
  f. On-site management of events.  
  g. Inspecting the building and reporting damages and/or other misuse after an event to insure that charges are rendered when 
      appropriate. 
 3. Change in Use of Space—Requests for a change of function will be submitted to the Vice President for Finance and  
     Business after consultation with and concurrence of the Vice President of the area concerned.  Such requests are subject to 
     review by other College and/or State agencies and are subject to approval by the President. 
 4. Temporary Alteration of Space—Requests for alteration of space will be submitted to the Vice President for Finance and 
     Business after consultation with and concurrence of the Vice President of the area concerned.  Such requests are subject to 
     review by other College and/or State agencies and are subject to approval by the President. 
 5. Temporary Use of Space/Rentals—Under the restrictions included in this document, the Assistant to the President for  
     University Events/or designee has the responsibility to issue all contracts for the temporary use of space.  The Athletic  
     Director/or designee issues all contracts for temporary use of the Winthrop Coliseum and the Farm area. 
 6. Campus Space Reservation System Coordinator—Responsible for maintaining a space use calendar for the campus  
  regarding the use of all space and for coordinating with the Space Use Manager on items 1-5 above. 
 7. Space may not be available when the campus is closed for breaks or on or near holidays. 
 Users of Space 
 1. Categories—For the purposes of authorizing the use of space and charging fees, users are divided into two categories:  
  a. Internal Users—Internal users can be classified into two subgroups.  Those operations are:  
   i. Departments, programs, organizations, groups and other activities housed on Winthrop's campus or whose program 
      and operations are funded by University appropriated funds or federal/state grants to Winthrop University.   
   ii. Student organizations or clubs whose programs and operations are funded by University appropriated funds or 
       student fees. 
  b.  External Users:  All other users who do not meet the criteria in a.  These groups can be classified into three subgroups: 
   i. External businesses, government agencies, organizations and associations which have no connection of any kind to 
      Winthrop University. 
   ii. External businesses, government agencies, organizations and association which have a  relationship with Winthrop 
       University. 
   iii. External, usually professional, groups which have as members, Winthrop faculty or staff, which may or may not 
        have reciprocal meeting arrangements with other universities. 
 University space is to be used for academic and/or public service activities.  Private parties do not fall within the 
planned use of university space.  No university employee may use university facilities or equipment for private  
ventures/activities not associated with Winthrop University. 
 Requests for Campus Facilities 
  All online Space Request forms must be filed at least ten (10) days in advance of student events and eight (8) days for 
faculty/staff events.  Space approval cannot be guaranteed unless all specifications are met. 
 Winthrop University departmental groups have the privilege of using a variety of campus facilities for their programs 
and meetings.  No charges for the space or for the use of special university-owned equipment utilized as part of the program 
will be rendered.  Charges may be rendered for Facilities Management. 
 University organizations holding fund-raising activities will normally be assessed a rental charge and costs to com-
pensate the University for the use of facilities.  (See Section IV for list of fees and charges.)  The steps for requesting space are:  
 1. Departmental users desiring space should first check the Master Calendar online at www.winthrop.edu/spacereservations/ 
  for availability. 
 2. Once it is determined that space is available, the departmental group should submit an online space request.  To submit an 
     online space request, Click on the icon that reads, Apply for Space Request, at the Campus Space Reservation System web 
  address shown above.  Upon submission, the request will be sent to the Space Use Manager of the desired building for  
  approval. 

 Continued... 
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 3. Once the Space Use Manager authorizes approval, the online request is sent to the Campus Space Reservation System  
  Coordinator for processing.  An e-mail copy is returned to the originator, the Space Use Manager, Campus Police, Facilities 
  Management, and ARAMARK if food is being served.                 
 Recognized student organizations have the privilege of using a variety of campus facilities for their programs and 
activities.  Students may reserve space for their organizations on a first-come, first-serve basis and are responsible for following 
correct procedures in applying for and using space, and for paying any support costs incurred.  No charges for the space or for 
the use of special university-owned equipment utilized as part of the program will be rendered.  A rental charge and a charge for 
costs will be made when an admission charge, donation, or other fee for attendance at or participation in a program is required.  
(See Section IV for list of fees and charges.)  The steps for requesting space are: 
 1. Student groups desiring space should first check the Campus Space Reservation System online at  
  http://www.winthrop.edu/spacereservations/ for availability. 
 2. Once it is determined that space is available, a student group should submit an online space request.  To submit an online 
     space request, click on the icon that reads, Apply for Space Request at the Campus Space Reservation System  web address 
  shown above.  Upon submission, the request will be sent to the Department of Student Affairs for approval.  Once  
  approved, another e-mail is generated to the Space Use Manager of the desired building for approval.  Upon the Space Use 
  Manager approval, the request then goes to the Campus Space Reservation System Coordinator for processing.  An e-mail 
  confirmation is returned to the originator, the approving authority for the organization, the Space Use Manager, Campus 
  Police, Facilities Management and ARAMARK if food is served. 
 All requests for space by external groups must be arranged through the Office of Public Events.  External groups are 
unable to use the online request system.  Any external group desiring space should be referred to the Office of Public Events, 
which will initiate and process all necessary paperwork. 
  Requests for the use of the Coliseum and adjacent playing fields by external groups should be made to the Director of 
Coliseum Operations. 
 Facilities Management 
 All Space Requests approved on-line will automatically generate a message to the Facilities Management Department 
and will state the details provided by the originator for each event.  It is necessary to be specific when requesting set-up ser-
vices, otherwise, the organization will be responsible for facility setup.  If setup is required but actual details are not available, 
the originator must state on the form that a diagram will be provided no less than two weeks from date of event.  If no services 
are required, note on the form "N/A" (not applicable) and no services will be provided. 
 NOTICE:  During heavy set-up periods, set-up request not received by Facilities Management two weeks prior to the 
event cannot be guaranteed.  Also, resources such as chairs, tables, stages, plants, etc. may not be available during times of high 
demand such as early May, late August, and mid December.  Requests will be honored according to the date and the order set-
up forms are received.  Groups may rent tables, chairs, etc. from an off-campus source at their own expense if such items are 
not available. 
 Campus Police 
  All Space Requests approved on-line will automatically generate a message to the Campus Police Department and 
will state the details provided by the originator for each event.  It is necessary to be specific when requesting services.  Campus 
Police will not automatically unlock and/or lock a facility without a specific request to do so.  This service is especially impor-
tant after office hours and on weekends when buildings are normally locked.  If no officer is required, note on the form "N/A" 
(not applicable) and no service will be provided. 
 Cancellations 
 If a scheduled event is canceled, a copy of the Space Request Confirmation e-mail received by the originator must be 
submitted to the Space Use Manager and the Campus Space Reservation System Coordinator.  Please follow the steps outlined 
in the Event Cancellation Policy found on the Campus Space Reservation System web site at 
http://www.winthrop.edu/spacereservations/.  
  Student groups failing to cancel reserved facilities 48 hours before fund raising activities will be charged 50% of the 
usual fee for the facility.  Events canceled less than 24 hours in advance will be charged the full fee as well as any costs that 
were incurred. 
 Multiple and Block Booking 
 Reserving more than one space and date for the same event is not permitted, excluding rain locations and/or dates for 
outdoor events.  Block booking of space for weekly or monthly meetings must be approved by the Space Use Manager of the 
desired building and the Campus Space Reservations System Coordinator. 

 Continued... 
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 Office of Public Events 
  The Office of Public Events serves external community groups, businesses, and individuals who plan events or  
meetings in university facilities.  It coordinates all necessary elements of an event-meeting space, set-up, food service, audio-
visual, and overnight accommodations. 
 The Office of Public Events is responsible for the Baruch Room, Little Chapel, McBryde Hall, Tuttle Dining Room, 
Thomson Executive Dining Room, and Tillman Rooms 302, 306, and 308.                                                                   
 Space requests will be finalized 30 days prior to the requested date(s) if the space has not been rented at the normal 
fee to an off-campus group.  If the latter occurs, the staff from the Office of Public Events will contact the on-campus group to 
assist in locating another space for them at no cost. 
 Solicitation and Sectarian Activities 
  It is the policy of Winthrop University that organized activities such as Registration, Commencement, Convocation, 
Admissions Open Houses, Alumni Weekend, academic classes, and athletic events are not open to staged solicitations by  
political candidates, sectarian promoters, or non-Winthrop sales agencies other than those authorized by contractual agreement.  
The President of the University must approve any exceptions to this policy. 
  Winthrop University will approve the participation of any external group, non-profit or for-profit in a university  
sponsored event. 
  Political rallies, sectarian activities and other similar functions which are open to the public must be sponsored by a 
Winthrop club or other department organization.  Winthrop University does not endorse political or sectarian activities.  Rallies 
and similar activities will not be staged in the vicinity of Registration, Commencement, Convocation, Admissions Open 
Houses, Alumni Weekend, academic classes and athletic events even if sponsored by a Winthrop club or organization. 
  Exceptions to the above are made for United States Presidential candidates and authorized through the Office of the 
President. 
 Weddings and Receptions 
  McBryde Hall, the Tuttle Dining Room, and the Shack at the Winthrop Farm are the only approved spaces available 
for wedding and commitment ceremony receptions.  A fee will be charged for the use of these spaces.  (See Sections IV).  Win-
throp University does not provide plants or flowers for such events. 
  The Little Chapel, the Tillman Chapel, McBryde Hall, the Tuttle Dining Room, and the Shack at the Winthrop Farm 
are the only spaces available for wedding or commitment ceremonies.  Winthrop University does not provide plants or flowers 
for such events. 
 Memorial Services 
  It shall be the policy of Winthrop University to provide space free of charge for memorial services at the request of 
the family of current employees, students, or members of the Board of Trustees upon their death.  For all other memorial ser-
vices, the procedures and costs reflected in Section VIII External Groups-Facility Rental Charges will apply. 
 Tailgating at the Winthrop Coliseum 
  Tailgating prior to any intercollegiate athletic event is allowed in designated areas only.  Individual tailgating is lim-
ited to directly behind your parked vehicle in the designated areas.  Roadways cannot be blocked for any reason.  All South 
Carolina alcohol laws will be strictly enforced. 
 Assembly Policy 
  Winthrop University has the fundamental responsibility to provide clubs, organizations and departments with space to 
assemble and conduct business.  Winthrop also has the right to limit or restrict time, location and functional use of its facilities.  
Assemblies are permitted only at the Amphitheater without prior written approval.  All such assemblies must be conducted 
without sound amplification equipment.  Any groups desiring assembly space in any campus building or in open areas other 
than the amphitheater must submit an on-line space request. 
 Protocol for Event Signage 
 1. Campus departments and student organizations may request the use of free-standing a-framed signage boards from Campus 
Police through the on-line space request system or via email to Officer Jack Allen (allenj@winthrop.edu). Homemade signs and 
balloons will not be allowed on campus to designate events or provide directions. 
 2. For a fee, external groups renting campus space can request signage boards and signs from the Office of Public Events. 
 3. Requests for signage boards are handled on a first com, first serve basis. 
 4. Using a signature process, individuals who have reserved signage boards can pick them up from Campus Police at a pre-
  arranged time. 
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 5. Directional signage for the boards must be purchased from Printing Services using the printing request forms.  Costs for the 
  signs are:  $29.50 each for one-sided signs and $38 each for two-sided signs.  Signs will be white with blue lettering for all 
  campus events, except Athletic events, for which signs will be white with garnet lettering.  Appropriate Group graphics may 
  be applied to signs at an additional cost.  Printing services requires appropriately one week to produce signs.  Signage 
  boards and signs are standard and cannot be altered or added to in any way. 
 6. The placement of signage boards around campus is the responsibility of the requesting group.  Signage boards cannot be 
  placed so as to disrupt vehicular or pedestrian traffic patterns. 
 7. Signage Boards must be removed immediately after the event and returned to Campus Police by the next business day.  
  Business hours are Monday-Friday, 8 AM-5 PM.  If boards are not returned, a replacement will be assessed to the  
  requesting group. 
 8. Any signs placed on campus that do not use the above protocol will be removed by Campus Police. 
 9. The only approved exceptions to this protocol are summer Orientation events and events coordinated through the Office of 
  Admissions, both of which use previously approved signage.   
 Special Limitations and Restrictions on Space Use 
  Routine maintenance, repair work, time for set-up and clean-up and security must all be considered when planning to 
use space.  Individual building and spaces which require other special considerations are listed below: 
 1. Amphitheater—Reserved through the Office of Recreational Sports.  Before scheduling events in the Amphitheater, the 
     schedules for Byrnes Auditorium, the Barnes Recital Hall, the Little Chapel and Peabody Athletic Fields will be checked for 
     potential conflicts.  Winthrop University has the fundamental responsibility to provide clubs, organizations and departments 
     with space to assemble and conduct business.  Winthrop also has the right to limit or restrict time, location and functional 
     use of its facilities.  Assemblies are permitted only at the Amphitheater without prior written approval.  All such assemblies 
     must be conducted without sound amplification equipment.   
 2. Athletic Facilities (Coliseum and adjacent playing fields)—Cleared by the Associate Director for Athletic Operations.  See 
     Recreational Facilities Usage and Equipment.  
 3. Barnes Recital Hall—Primarily performance facility of the Department of Music.  The Dean of the College of Visual and 
     Performing Arts has approving authority on programs scheduled in this space.  Scheduling of the Recital Hall must be  
     coordinated with activities scheduled for the same time in Byrnes Auditorium, the Amphitheater and the Little Chapel. 
 4. Baruch Room—Used almost exclusively by the Office of Admissions and the Office of Public Events.  For campus  
     meetings/activities, an Executive Officer or Dean must be present. 
 5. Byrnes Auditorium—Used for instruction, practice and rehearsal by the Department of Music.  The use of the facility for 
     other purposes must be approved by the Dean of the College of Visual and Performing Arts.  When events are scheduled in 
     Byrnes, a restriction is placed on the facility before and after the event.  All off-campus requests for Byrnes are routed 
     through the Office of Public Events who will seek approval by the Dean of the College of Visual and Performing Arts.  
     When a request for Byrnes Auditorium is initiated, Barnes Recital Hall, the Amphitheater, and the Little Chapel will be 
     checked for conflicts. 
 6. Eagle Club Room—Used primarily by the Athletic Department and the Winthrop Eagle Club.  This space is rarely available 
     for other groups and is not available during times that the Coliseum is closed. 
  7. The Inn at Winthrop—Extended overnight accommodations (more than two weeks) are not allowed. 
 8. Johnson Hall Theatre—Used for instruction, practice and rehearsal by the Department of Theatre and Dance.  The Dean of 
     the College of Visual and Performing Arts has final approval on the use of Johnson Theatre. 
 9. Kinard Auditorium—Considered instructional space and is cleared for use through the Dean of the College of Arts and  
     Sciences.  During the academic year, this space is in continual use during classroom hours and is rarely available for  
     non-instructional use. 
 10. Little Chapel—Reserved through the Office of Public Events and is primarily for special campus ceremonies and  
       weddings.  The Little Chapel is the final resting place for Winthrop's founding president, David Bancroft Johnson and his 
       wife, Mai Rutledge Smith Johnson.  Candles are not permitted in the Little Chapel.  The Little Chapel is equipped with 
       electric heat but no air conditioning.  The Little Chapel and the Tillman Chapel are the only spaces available for wedding 
       or commitment ceremonies. 
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 11. McBryde Hall and the Tuttle Dining Room—Reserved through the Office of Public Events and are used for a variety of 
       University sponsored events.  Student sponsored events, which are primarily educational in nature, but may include  
       entertainment, are allowed (i.e. formal dances, formal banquets, jazz nights, and award ceremonies.)  Student  
       organizations that receive approval for an event must adhere to the following: 
  a. Student groups must sign a "Rules and Regulations" form available from the Office of Public Events prior to the event. 
  b. Events must be private.  'Private" refers to those events at which only Winthrop University community members and 
         their individual guests are present.  The sponsoring organization has controlled ticket sales and no ticket sales may take 
      place at the door. 
  c. The advisor who is registered with the Office of Clubs and Organizations must be in attendance for the duration of the 
      event. 
  d. The need for Campus Police Officers will be determined by the Student Event Approval Committee. 
  e. Pre- and post-inspections of the facility with a Student Affairs representative is required. 
  f. Pay a $100 deferred maintenance fee which will support the upkeep of the facility.  Incur financial responsibility for a 
      Student Affairs monitor and custodial services. 
  g. Be responsible for cleaning parking lot(s).  No event which is inconsistent with the historic nature or preservation of the 
      building or has the likelihood of causing damage to the facility will be allowed.  When a request for McBryde Hall is 
      initiated, the Tuttle Dining Room is checked for a possible conflict.  Events are not booked in both facilities  
      simultaneously.  Chairs, tables, curtains, and staging cannot be moved from McBryde Hall.  Requests to create  
      auditorium set-ups in McBryde Hall will be denied if an auditorium is available. 
 12. Peabody Gymnasium and Playing Fields—Organizations are allowed a maximum of six (6) two (2) hour reservations for 
  any given event that is not a HPED or Recreational Sports event.  Recurring events or meetings on a daily or weekly basis 
  will also be limited to six (6) two (2) hour reservations for any given event that is not a HPED or Recreational Sports 
  event.  Charges are according to the space use policy guidelines except, extra charges are applicable for Facilities  
  Management personnel for after hours and weekend work.  
 13. Peabody Swimming Pool—To be cleared through the Office of Recreational Sports.  If the pool is to be used other than at 
       regularly scheduled times, the requesting organization is responsible for hiring and paying a lifeguard to be on duty during 
       the entire event.  If off-campus groups request exclusive use of the pool, permission must be obtained from the Office of 
       Public Events and the Recreational Sports Coordinator.  A lifeguard must be retained and a fee for the lifeguard and pool 
       will be charged. 
 14. Plowden Auditorium—Utilized primarily for classes and related instructional activities.  However, other activities  
       receiving approval by the Office of Public Events may be scheduled in this space after the Dean of the College of  
       Education has been consulted.  Due to the design of the stage, live load performances, such as bands, step shows or  
       dancing of any kind will not be scheduled in this facility. 
 15. Recreational Facilities—See Section VIII Recreation Facilities Usage and Equipment for policies pertaining to these  
       facilities. 
 16. Residence Halls (not apartments)—Will be closed following the May Commencement to the opening of A Session of 
       Summer School to provide for heavy cleaning and inspection.  Designated residence halls will be scheduled for use by 
       external summer groups by January of each year.  All other residence halls will be closed during the summer (except one 
       designated for summer school) for maintenance.  The use of residence halls by off-campus groups must be coordinated 
       with the availability of the Thomson Cafeteria and large groups must not be scheduled for periods when only the Dinkins 
       Food Court (ATS) is available.  The summer use of residence halls must agree with a plan developed by Residence Life 
       which will limit the number of halls in use and will further reduce the number in use as the summer draws to a close.  All 
       residence halls are closed as of August 1 (excepting those buildings used for summer sessions) to prepare for fall term. 
 17. The Meeting House at Sellers—Can be used as meeting and catering space Saturday through Monday and at other  
       non-lunch times during the week.  Contact the Office of Public Events to reserve. 
 18. The Shack—Under the general supervision of the Department of Student Affairs and is used primarily by student  
       organizations during the regular academic year.  The Shack is available to rent by external groups during the regular  
       academic year but confirmation for these groups cannot be given until three weeks in advance of the event.  Exceptions to 
       this policy will be handled by the Assistant to the President for University Events.  All users will be provided with a  
       post-event checklist that must be completed and returned to the Department of Student Affairs after the event. 
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 19. Student Activity Center (SAC)—Under the general supervision of the Department of Student Affairs.  The Recreational 
       Sports Coordinator will have the responsibility for scheduling its usage and will maintain the calendar.  The prime uses of 
       the Student Activity Center (SAC) will be for recreational sports and intramural competition, Macfeat      
       (Kindergarten/Nursery), and campus organizational events.  Other uses must be reviewed by the Recreational Sports  
       Coordinator. 
 20. Thomson Cafeteria—Closes after dinner on the day of commencement in May and will not reopen until June summer 
       school session.  This time is essential for thorough overhaul of machinery and equipment.  Thomson will close again at the 
       end of summer school until the opening of fall semester.  This time is required for cleaning, servicing, and pest control.  
       Thomson will also be closed any time students are absent from the campus. 
 21. Tillman Auditorium—Considered instructional space and is cleared for use through the Department of Music.  Use of the 
  balcony for seating is not permitted.  However, other activities receiving approval by the Office of Public Events may be 
  scheduled in this space after consultation with the Dean of the College of Visual and Performing Arts.  Groups wishing to 
  use the sound and lighting equipment must send a representative to an Instructional Meeting in Tillman at the beginning of 
  each semester. Times and Days - TBA.  The Representative will be the only person allowed to make space requests and 
  sign out the key for Sound System Equipment. The Representative will be responsible for the proper use, care and storage 
  of all sound and lighting equipment.  If The Representative is not available or no one from an organization has attended 
  training, a Music Department Employee MUST be present and the organization will be charged $30.00 per rehearsal or 
  event. This fee is due in the Music Office (129 Conservatory of Music) by the following weekday after the event.   
  Organizations are allowed a maximum of  three (3) four (4) hour rehearsals for any given event in the auditorium. Any 
  other rehearsals are the responsibility of the Presenting Organization. This is to ensure every group has an opportunity to 
  use the facility.  Recurring events or meetings on a daily or weekly basis will be limited to 1 hour in duration. Starting 
  early, thereby freeing the space for use by other groups.  The Backstage Areas are NOT for storage. Do not leave items 
  backstage after an event, they will be disposed of. 
 22. Tillman Rooms 302, 306 and 308—Are meeting rooms reserved through the Office of Public Events. 
 23. Winthrop Galleries (Rutledge and Patrick)—Food and drink are not allowed in the Rutledge or Patrick Galleries. 
 24. Withers/WTS Conference Room—Utilized primarily for classes and relation instructional activities.  However, other  
       activities receiving approval by the Office of Public Events may be scheduled in this space after consultation with the 
       Dean of the College of Education.  Further regulations follow: 
  a. All furniture must remain in the room. 
  b. Hallways must be clear in order to be in compliance with fire  regulations. 
 25. Other Facilities—The Thompson Conference Room, President's Room at the Coliseum, Tillman Lobby, and the Dunlap-
       Roddey Room are scheduled through the Office of the President.  
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 Charges for Student and Internal Users of Campus Space 
    The following are charges for student use of facilities when admission is charged.  Each group requesting space must 
provide an account budget number on the online space request form or pay these charges in advance of the event. 

 1. Additional charges may be levied when services are requested from Facilities Management, Campus Police or a Space Use 
     Manager.  Any question about whether such services are needed must be negotiated before the event.  It is the student  
     organization's responsibility to make arrangements with Facilities Management, Campus Police and the Space Use Manager 
     in advance for services as well as to negotiate costs. 
 2. By definition, the term "admission charges" covers any exchange or money between participants and sponsors of the event, 
     including but not limited to door or ticket admission charges, the sale at the event of food and/or beverages, and donations. 
 3. There are no separate utility charges; they are covered by facilities fees. 
 4. Protection of University property is the responsibility of the user group.  Securing tables, chairs, plants, etc., is the sole  
     responsibility of the group.  Materials damaged and/or not returned will be charged to the budget number on the online 
     Space Request form. 
 5. If technical/audio-visual support is required, a fee will be charged.  An exception to this is Barnes Recital Hall, Byrnes 
     Auditorium, Johnson Theatre, Plowden Auditorium and Tillman Auditorium for which a Facility Manager fee will be 
     charged on all occasions. 
 6. All student groups receive basic services at no charge; a podium with microphone, modest staging, tables and chairs.   
     Requests which go beyond these basic services must be authorized by the Dean of Students. 
 7. Students, Faculty, and Staff are required to pay full price for all spaces reserved for weddings, commitment ceremonies, and 
     wedding receptions. 

FACILITY FEE SPECIAL CONSIDERATIONS 
Barnes Recital Hall/Reception Room $100/day $10/hour facility manager fee.  No food or drinks 

allowed in Auditorium facilities. 
Byrnes Auditorium $250/day $10/hour facility manager fee.  No food or drinks 

allowed in Auditorium facilities. 
Eagle Club Room $50/day Not available when Coliseum is closed. 
Johnson Theatre $100/day $10/hour facility manager fee.  No food or drinks 

allowed in Auditorium facilities. 
McBryde Hall  $100/day See III for information. 
The Meeting House at Sellers $75/day Is available Saturday through Monday and at other 

non-lunch times during the week. 
Peabody Gym (upper or lower)  $50/day/each   
Peabody Pool $25/hour This includes mandatory lifeguard fee. 
Plowden Auditorium $100/day $10/hour facility manager fee.  No food or drinks 

allowed in Auditorium facilities. 
Shack $50/day   
Student Activity Center $50/day   
Tillman Auditorium $100/day $10/hour facility manager fee.  No food or drinks 

allowed in Auditorium facilities. 
Tuttle Dining Room $50/day   
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SPACE REQUESTED CONTACT PERSON/EXT. #CAPACITY 

Amphitheater Jaron Rider x2198  

ATS –Food court area Sharon Witherspoon  x2247 150 

Barnes Recital Hall Ida Newsom  x6156 212 

Byrnes Auditorium/Conservatory of Music Ida Newsom  x6156 3,500 

Little Chapel Regina Renwick  x2518 50 

Coliseum Scott Finn  x6258 7,000 

Courtyard Julie Schrader  x3706  

Dinkins  Sharon Witherspoon  x2247 175 / 50 / 90 

Executive Dining Room (Thomson Cafeteria) Regina Renwick  x2518 32 

Johnson Auditorium, Lobby & Studio Rob Marenick  x2430 Auditorium - 331 

Kinard (A11)                                        Maria Massey  x3553 Auditorium - 167 

Life Science Wendy Hevelow  x6421  

McBryde Hall Regina Renwick  x2518 600 

McLaurin Gallery Jamie Larson  x6021  

Meeting House  Melesa Shumate x4182 20 

Peabody Gyms, Pool, Field and Tennis Courts Jaron Rider X2198 Upper - 320 ,Lower - 300 

Plowden Auditorium (College of Education) Jane Lanford  x6366 267 

Rutledge (except Galleries) Carolyn Sumner  x6018 86 

Rutledge Galleries Jamie Larson  x6021  

Shack Sharon Witherspoon  x2247 286 

Sims Lee Miller  x4922  

Student Activity Center (SAC) Jaron Rider x2198 400 

Thomson Cafeteria (table for solicitation) Grant Avent  x3697 650 

Thurmond Peggy Steele  x6274  

Tillman Auditorium Chris O’Neill  x4679 750 

Tillman Lobby DeeAnna Brooks  x2225  

Tillman 206-A Vera Thomas  x2341 20 

Tillman 302,306,308 Regina Renwick  x2158 40 / 25 / 40 

Tuttle Dining Room  Regina Renwick  x2518 125 

Plowden Auditorium (Withers Building) Jane Lanford  x6366  

Withers 4th Floor Conference Room Jane Lanford  x6366 75 

Bancroft (All) Maria Massey x3553 Conference Rooms 18 
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 Facilities Maintenance and Safety 
  It is imperative that all space users assume the necessary responsibility to insure the safety and security of event  
attendees and the appropriate use of campus facilities. 
 1. Maintenance—Taping, gluing, nailing, tacking or stapling items to the walls is not permitted in campus building.   
     Decorations that will cause excessive clean-up (glitter, rice, birdseed, etc.) should not be used inside campus buildings. 
     Internal space users are responsible for cleaning up immediately after their event.  Food scraps and other perishables are not 
     to be left overnight or on weekends.  If Custodial Services must clean up after a student event, the student organization will 
     be billed for services.  Prior to an event, internal users should report facility or equipment damages to the Office for Public 
     Events, Campus Police, Facilities Management or the Space Use Manager so as not to be held responsible.  Damages  
     occurring during an event should be reported within 24 hours of the event to the Office of Public Events, Campus Police, 
     Facilities Management or the Space Use Manager Furniture and artificial plants in McBryde Hall and the Tuttle Dining 
     Room should not be moved from the facility for any reason. 
 2. Safety—Only heavy duty, grounded extension cords are permitted in campus building.  All extension cords and equipment 
     wiring must be taped down to prevent trips and falls.  Burning candles are not permitted in campus buildings except in 
     McBryde Hall, the Tuttle Dining Room and the Shack.  Burning candles used in these spaces must be in hurricane globes or 
     votive holders. Smoking is not permitted in campus buildings.  Fireworks including sparklers are not permitted in campus 
     buildings.  Space users must insure that all marked or unmarked exits are clearly accessible during events and not blocked 
     by furniture or decorations. 
 Recreational Facilities Usage & Equipment 
 1. Basic Policies 
  a. Recreational facilities exist because of and primarily for the Winthrop University community.  Given the high demand for 
      these facilities, these policies and general regulations are provided to insure the fair and consistent use of them within the 
      mission of the university.  Priorities for non-academic use: 
   i. Students. 
   ii. Employees/Special Guests. 
   iii. Roddey Apartment residents. 
   iv. Employee’s spouses and employees' minor children. 
  b. Regularly scheduled academic classes take precedence over other activities.  However, coordination of all programs is 
   necessary in order to allow optimum use of facilities. 
  c. Approved functions by campus and off-campus groups reserved or contracted in accord with the University's Campus 
   Space Use Policy (see http://www.winthrop.edu/spacereservations) take precedence over "open recreational" activities.  
   Such approved functions will typically be allowed only when the impact on the availability of open recreational use of 
   these facilities is minimal or judged to be in the best long-term interest of the university. 
  d. Participants engage in recreational activities at their own risk. 
  e. There are special arrangements for use of the golf course and the tennis complex by certain members of the Winthrop 
   Eagle Club and guests from the Inn at Winthrop. 
 2. General Regulations 
  a. During the regular academic year, students are eligible to use recreational facilities during the sessions in which they are 
      enrolled.  In periods between regular sessions and summer, students who have ID cards for the previous sessions may use 
      the facilities. 
  b. During regular sessions, if approved, facilities may be reserved at certain times for varsity teams. 
  c. Off-campus group requests to use recreational facilities must be approved by the Space Use Manager. 
  d. A charge may be made for the use of special equipment such as time clocks.  Check with the Recreational Sports  
      Director. 
  e. ID cards and guest passes must be shown at the request of University representatives in charge of facilities, campus  
      police, or administrative officials. 
  f. Lower priority groups (open recreation) will yield to higher priority groups (scheduled intramural event) if conditions 
      warrant, e.g. lower priority groups already using facilities may complete stated playing time before yielding. 
  g. Failure to comply with policies and regulations for use of any facility may result in loss of the privilege of using the  
      respective facility or equipment and/or in a charge of violating the Student Conduct Code or appropriate University rules 
      and regulations. 
  h. Alcoholic beverages are NOT permitted at any recreational facility. 
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 Guest Policy 
  Winthrop University's guest policy is designed to provide members of the university community maximum use of 
recreational facilities.  Where guests are permitted, generally a one guest per Winthrop host is permitted.  Recreational guest 
passes are available at the Dinkins Information Desk during normal hours of operation.  Residence Life guest passes for those 
visiting the residence halls are available from hall offices and can be used in place of recreational guest passes.  Each host is 
responsible for the action of their guest.  Violations of this Guest Policy are subject to disciplinary action and a host can be 
charged with a violation of the Student conduct Code if their guest violates this or other University policies. 
 Facilities 
 1. Gymnasium Courts, Tennis Courts (not Complex), Athletic Fields, and Peabody Weight Room, Field, Sand  
     Volleyball Court—Guests of Winthrop students may use these facilities provided each guest is accompanied by a  
     Winthrop host Student.  Students are limited to one guest each.  Guests of employees may use these facilities provided each 
     guest is accompanied by a Winthrop host.  Employees are limited to one guest each.  Guests' use of the gymnasium courts 
     are restricted to weekend use only (with exception of residence guest as identified by a Residence Life guest pass).   
     Children under 13 years of age of Roddey Apartment Residents and of employees are allowed at the facility only when 
     accompanied by a responsible adult.  An exception is the gymnasium where unaccompanied children must be at least 15 
     years of age.  Dress regulations require that tennis shoes be worn on all gymnasium and tennis courts and  that appropriate 
     clothing be worn for all activities.  Playing time is limited to one hour when others are waiting (one and one-half hour for 
     tennis doubles).  If one person is using a tennis court, he or she must yield to partners.  On basketball courts and athletic 
     fields, players must share facilities.  Full Court basketball games during free play permitted ONLY when no others are  
  waiting to use the facilities. 
 2. Swimming Pool—Winthrop students, employees, families of students who are residents of Winthrop University apartments, 
     families of employees, and other guests of students may use this facility only at scheduled times.  A responsible adult must 
     accompany children under 15.  Swimming hours will be posted. 
 3. Racquetball Courts—Winthrop students, employees and their guests, and Roddey apartment residents may use this facility 
     upon presentation of current identification card.  The courts may be closed during times of Coliseum events.  Normal hours 
     during the academic year are Monday through Friday, 9:00 a.m. through 4:30 p.m.  Summer hours are 9:00 a.m. until  
  4:00 p.m.  Weekend hours will be posted. 
 4. Dinkins Student Center— Winthrop students, employees and their guests, and Roddey apartment residents may use these 
     facilities which include ping-pong, billiards and video games.  Detailed regulations, including rules concerning guests and 
  use by employees on a space-approved basis, are available at the information center of the Dinkins Student Center.  Dinkins 
  Student Center hours are posted. 
  5. Disc Golf Course—Winthrop students, employees and their guest, and members of the Charlotte Area Disc Golf  
  Association (donor of the course and equipment) may use these facilities located around the Winthrop Lake.  Additional 
  information is available at the Recreational Sports office or Dinkins Information Center. 
 6. Winthrop University Golf Course 
  a. Who May Play 
   i. Winthrop University students with a current ID card.  
   ii. Spouses of students and minor children who live with their parents in Winthrop University housing are eligible to play 
       on presentation of current identification card. 
   iii. Winthrop University employees, their spouses, and their minor children on presentation of current I identification 
        card. 
   iv. Students, employees, and spouses may accompany guests on a one-to-one basis.  A guest must be accompanied by the 
        host/hostess while playing. 
   v. Winthrop Retirees and Guests at The Inn at Winthrop University. 
  b. Conditions of Play—The University Golf Course is open daily from 8:00 a.m. until 6:30 p.m.  During the period of  
      daylight savings time, the golf course will remain open until 8:00 p.m.  Persons who are playing at closing time will be 
      permitted to finish.  Scheduled golf classes of Winthrop students will have priority on the golf course for both play and 
      practice. The  course is closed during inclement weather.  The entire course or individual holes may be closed for repairs 
      at any time.  Children under 13 years of age may play only when accompanied by a responsible adult.  The course is also 
      closed when events are held at the Winthrop Coliseum. 

Continued... 
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 7. Tennis Complex—Courts will remain locked except during Winthrop use times or during supervised use times.  During the 
  academic year, course use during the day, Monday - Friday, is restricted to Physical Education classes, intramural events 
  and varsity athletics.  After 6:00 p.m. during the academic year weekday, a court supervisor will be hired by the Athletics 
  Department.  Courts will be open from 6:00 - 10:00 p.m. for use by students, faculty, staff, retirees, guests at The Inn at 
  Winthrop, and members of the Eagle Club at the $300 level or above.  During the academic year on weekends, supervised 
  use will be available during the approximate hours of 10:00 a.m. to 10:00 p.m. for students, faculty, staff, retirees, guests at 
  The Inn at Winthrop, and members of the Eagle Club at the $300 level or above.  These hours may be reduced during winter 
  months based on demand.  During the summer, the courts will be open on a supervised basis from 10:00 a.m. to 10:00 p.m., 
  seven (7) days a week, except during camps or other special use events. 
 8. Equipment—Use of equipment is limited to students and employees.  Equipment may be checked out from the Recreational 
  Sports Office in Peabody Gymnasium during scheduled hours.  A special charge may be made for the use of special  
  equipment such as time clocks. 
  External Groups - Facility Fees and Charges 
 Please contact the Office of Public Events for facility rental rates. 

    If there is a question regarding classification of an external group the Vice President of the area concerned will make 
the determination and notify the President and the Assistant to the President for University Events. 
 Space Use Manager Responsibilities 
 1. Maintain building space use calendar of scheduled events to assure no double-booking or overlapping of events.  Provide 
  Master Calendar Coordinator with information on events within the building. 
 2. Receive all requests for space use and check details of event to assure: 
  a. Type of event is appropriate for space requested.  
  b. Existing furnishings/equipment are adequate OR additional furnishing/equipment can be set-up readily.   
  c.  Number of people estimated at event does not exceed fire marshal rating.  
  d. Adequate time is available between two events for clean up and reset. 
 3. Coordinate with event sponsor concerning details of event set-up to include tables, chairs, podium, sound system, plants and 
  schematic of set-up.  Assure that event sponsor provides this information to  Facilities Management so that set-up can be 
  scheduled. 
 4. If the event needs only the existing furnishings in the space, manager should advise event sponsor that any re-arranging of 
  furnishing to suit the event is the responsibility of the group holding the event and that following the event, furnishing are to 
  be returned to pre-event arrangements. 
 5. Collect monies, when appropriate, per Space Use Policy (IV. Charges for Student and Internal Uses of Campus Space). 
 6. Inspect area pre- and post-event.  Any post-event damages should be reported to Facilities Management immediately. 
 7. Develop list of spaces available for events with details of appropriate use, type of furnishings available, maximum  
   occupancy and other details relative to the space.  Include information that if two events requiring different set-ups are 
  scheduled over a weekend, event sponsors will be responsible for paying overtime to Facilities Management. 
 8. If notified by event sponsor that event has been cancelled, assure that the Master Calendar Coordinator and Facilities  
  Management are notified immediately as well as other affected parties and/or departments.  (ARAMARK, Campus Police, 
  Audio-visual Services, etc.). 
  

  

Rental Support Costs Type 

100% of fee 100% of costs 1. Business and Government association with no connection to Winthrop University. 
2. Internal fundraising groups. 
3. All Weddings, Commitment Ceremonies and Receptions 

70% of fee 100% of costs External groups associated with Winthrop through professional connections.  No 
reciprocity involved. 

0% of fee 100% of costs External groups which contribute in kind to Winthrop and groups with reciprocal 
arrangements. 

0% of fee 0% of costs Internal groups, except for fund raising events by all groups.  Fund raising groups pay 
rental and support costs. 
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 RESIDENCE HALL RECREATIONAL USE POLICY 
 The following guidelines have been established to clarify the regulations regarding use of recreational space in the 
residence halls/apartments. 
 1. Permission to use recreational space in the residence halls/apartments must be obtained by submitting a Residence Hall  
  Recreational Space Request to the Residence Director or Apartment Manager for approval.   
 2. The person making the request assumes responsibility for: 
  a. Monitoring the group’s behavior during the event. 
  b. Possessing an approved copy of the space request at the event. 
  c. Making sure that the space is left clean and in proper order. 
  d. Being the contact person for any damages. 
 3. Priority for recreational space is given first to the residents of the particular residence hall/apartment building involved, for 
  residence hall/apartment programs, activities and meetings. 
 4. The only groups allowed to schedule consecutive dates for recreational space are those sponsored by the individual  
  residence hall/apartment involved. 
   EVENT & MASTER CALENDAR 
 To ensure a successful on-campus event, please check with the two main Winthrop Calendars: 
 1. Event Calendar (www.winthrop.edu/events)—Check this calendar to verify that your event does not conflict with other 
  major university events. 
 2. Master Calendar (www.winthrop.edu/mastercalendar)—After choosing the desired location for your event, look on the 
Master Calendar to see if the space is potentially available.  You will need to call the Space Use Manager for that facility prior 
to submitting an online request.) 
 SPACE REQUEST AND APPROVAL PROCESS 
 1. After Checking with the Events Calendar, Master Calendar, and Space Use Manager to verify that the space you want is 
  available, you will need to submit your request online (please reference the Appendix of Forms). 
 2. Contact the Space Use Manager to verify the space is available and appropriate for your event activity. A link with contact 
  information can be found on the home page of the Master Calendar under Building Coordinators. 
 3. Have all details of your event before you begin to request approval and space. 
 4. When submitting your form, make sure that you include accurate information and provide a detailed description of your 
  event. Remember the event itself must be approved before the Space Use Manager receives your on-line request and  
  allocates the space.  
 5. When filling out the form, be sure to include your organization’s advisor information, set-up and break down times, Campus 
  Police unlock & lock facility and any tables, chairs or other items you will need.  
 6. Be sure to review the Event Planning for Parties and Socials and special events section should your event fall into those 
  categories. 
 7. Print a copy of your request for your records. 
 8. If your form is successfully completed and submitted, your request will be assigned an event number. If you don't receive 
  one, resubmit the space request. 
 9. Print a copy of your event number and instruction for your records. At present, you are able to track your request through 
  the system by using your event number. 
 10. If you receive an email or phone call requesting additional information, you have three days to respond.  If no response is 
    given, your request will automatically be rejected. 
 11. You should receive an email conformation once your request has been approved by all parties. (Remember that the Events 
    Approval Committee meets on Mondays to review requests.) 
 12. If your event has to be cancelled, please adhere to the cancellation procedures on the Master Calendar Homepage.  Failure 
    to do so may result in your organization paying a fee. 
   All appropriate parties will receive the space and event request. You will receive your approval/denial via email. If 
any additional needs are required from your organization, you will be contacted prior to event approval. Be sure to review the 
Event Planning section for Parties and Socials and special events should your event fall into those categories. Because the 
Events Approval Committee meets to review event requests, deadlines have been set for the on-line requests.  Requests  
submitted after the deadline will not be accepted by the computer. 
   Event/Space Request Brochures provide a step-by-step guideline for requesting space; they are available in the  
Department of Student Affairs, 218 Dinkins and the Dinkins Information Services Desk. 
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 ADVISORS COMPLETING ONLINE REQUESTS 
   When student organization or groups’ advisors tenders the on-line reservation form in lieu of a student submitting the 
document, it is imperative for them to select “Student Organization” from the drop down menu arrowed beside organization 
type.  This will route the on-line request to the Program Director for clubs and Organizations for approval first. 
  PLANNING FOR PARTIES, SOCIALS, & SPECIAL EVENTS 
 When planning parties, socials and special events, you can pickup up an event planning worksheet in Dinkins Room 
218 to assist you with the details of planning.  A party or dance shall be defined as any event where the main function or activ-
ity involves a social dance or the performance of reproduction of music for the purpose of dancing.  Socials shall be defined as 
any event where the main function or activity involves social interaction between members of the Winthrop community and 
guests may be held throughout the week. 
 Types of events: 
 1. Open—events that are open to the public. 
 2. Closed—events that are open to only the Winthrop community. 
 3. Both—events that are open to both the Winthrop community and the public.  
  Events that are open to more than the Winthrop University Community may be required to use the Winthrop  
University Guest List Policy.  This will be determined by the Events Approval Committee. 
   WINTHROP GUEST LIST POLICY 
     Guest—An individual you know personally, whom you are willing to sign in and for whose behavior you agree to be 
held accountable. 
 1. Each Winthrop University student must present a validated Winthrop ID and is allowed up to two guests at an open event. 
 2. Hosts and guest(s) are required to show a picture ID.  The Winthrop ID and the ID of the guest(s) will be verified upon  
  entrance to the event. 
 3. The Winthrop student is considered the host/hostess for their guest(s) behavior.  Should a guest(s) violate the Student  
  Conduct Code, the host/hostess may be held accountable according to the Student Handbook. 
 4. The Winthrop student and their guests will need to sign a Guest Information card and verify ID before entrance to the event. 
 5. Winthrop students will have their hand stamped upon entrance to the event.     
     Student groups who sponsor parties will be required to meet with the Program Director for Clubs and Organizations a 
minimum of 10 business days before the event to review risk management guidelines.  It is the organization’s responsibility to 
make the arrangements for the meeting by calling 323-2248.  When preparing for the meeting with the Program Director for 
Clubs and Organizations, the organization’s representative will need to bring the following information: 
 1. Name of DJ/band and the set up time. 
 2. Written plan of how the organization’s members will address security needs. 
 3. Name of Advisor attending the event. 
 4. Specific plan to address clean up, including the parking lot if deemed necessary. 
 5. If charging an admission fee, how the money will be secured at the conclusion of the event. 
 6. Note that if the meeting with the Program Director for Clubs and Organizations does not occur by the date indicated in the 
  e-mailed Event Approval confirmation, then the party/event will be cancelled.  The event contact, Campus Police, Master 
  Calendar Coordinator, and the Space Use Manager will be notified of the cancellation by the Program Director for Clubs 
  and Organizations. 
 7. Copy of advertising for event including, but not limited to flyers, table tents, and posters. 
 During the meeting with the Program Director for Clubs & Organizations, you will be given event signs to be posted, 
Guest Information Cards, and a Pre-Event and Post-Event Agreement packet to be completed the night of the event.  All the 
above mentioned guidelines will be reviewed with you in your meeting.  If this meeting does not occur as outlined, the Program 
Director for Clubs & Organizations has the right to cancel or postpone the event. 
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  ORGANIZATION’S RESPONSIBILITIES  
 1. During a Party: 
  a. Arrive early to set up and make sure that the facility is in good working order. 
  b. Post all signs given to you by the Program Director for Clubs & Organizations so that guests coming into your party can 
      clearly read the guidelines of the party. 
  c. Assemble tables and chairs to accommodate the Guest Information Cards and hand stamps. 
  d. 30 minutes before the doors open for the party, Campus Police will meet with the organization’s event staff to review all 
      guidelines for the party from the Pre-Event Agreement Form. 
  e. When the doors open, it is the organization’s responsibility to communicate with the guest(s) to line up in two lines.  One 
      line is only for Winthrop students and the other for students who are bringing guests. 
  f. If the organization is using the Special Guest List, then there will be a separate line and entrance for those guests to enter 
      and sign-in. 
  g. If a disturbance occurs, the person(s) involved will be asked to leave immediately.  The host organization is responsible 
      for assisting Campus Police with any disturbance.  If the situation is not able to be easily resolved then the party may be 
      shut down.  Campus Police reserves the right to shut down the party/event.  The organization will be consulted on 
      whether or not the party may continue upon the resolution of the disturbance. 
  h. In the event that someone is smoking cigarettes in the space allotted for the party or illegal substances or drinking  
      alcoholic beverages during the party , someone from the organization should inform Campus Police and the individual(s) 
      will be escorted out of the party and away from the event.  Depending on the nature of the offense, the individual may be 
      arrested. 
  i. Assist in keeping walkways clear at all times. 
 2. After the Party: 
  a. Both the sponsoring organization and Campus Police will work together in clearing the premises as quickly as possible. 
  b. The president or designee will meet with Campus Police and complete the Post-Event Evaluation Form and review the 
      night’s event. 
  c. The organization will clean the parking lot of all trash generated from guests. 
  d. Collect all signs, clickers, hand stamps and Evaluation Forms and return to 218 Dinkins the following work day.  If items 
      are lost, the organization will be responsible for paying a $50 fine. 
 PRE-EVENT CHECKLIST 
 1. Choose your top three dates/locations in case your events need to be rescheduled or relocated. 
 2. Follow the Space Approval procedures before officially publicizing for your event. 
 3. Plan ahead for SAC funding approval.. (If requesting Student Allocated Funds). 
 4. If planning a “party” meet with the Program Director for Clubs and Organizations two weeks before the scheduled “party” 
  date.  
 5. If planning an event where alcohol is to be served, meet with the Program Director for Clubs and Organizations to obtain 
  and fill out the Permit, Application and coordinate details with Dining services. 
 6. Fill out the Winthrop Contract for Professional Services when bringing speakers that do not provide their own contract. Ask 
  the Department of Student Affairs to assist with the contracts if necessary. 
 7. If needing audio/visual equipment or other technical equipment, talk to the Space Use Manager or coordinator for the  
  facility. If A/V can not be provided by Winthrop, contact local vendor for pricing and availability of equipment. 
 8. When inviting speakers/performers, keep in close contact with them. Have members of your organization send notes of 
  welcome to the speaker; check if they have special needs/requirements (i.e. meals, airport pickup, directions, guest list, etc.). 
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   POST-EVENT RESPONSIBILITIES 
    When your event is finished, verify that you have restored the facility to it’s original condition and notify Campus 
Police that you are leaving the room/building.  The first business day after your event, remember to do the following: 
 1. Return all borrowed equipment. 
 2. Check with the following people to verify that the facility was treated properly, and that all obligations were met.  You 
  might also want to thank them for their part in making the event successful. 
 3. Space Use Manager. 
 4. A/V coordinator/provider.  
 5. Performer/speaker/special guests. 
 6. Sponsoring organization’s members. 
 SPECIAL EVENTS  
 Special Events shall be defined as events that require a significant amount of planning.  This could include events 
such as, formals, conferences, pageants, musical or comedic productions to name a few. 
 While most student activities will operate under the current Clubs & Organizations policies, some events will require 
additional guidelines and supervision for the safety of all participants and to allow for ample planning time for a successful 
event.  These additional guidelines and requirements will be based on the following:  facility capacity, past history of event, 
crowd size, guests from on or off campus, type of event, tickets sold or money collected at the event, and the nature of the 
event.  Consequently, before planning any major event, it is necessary to consult with the Program Director for Clubs & Organi-
zations a minimum of three months in advance of the proposed activity to discuss the needed steps in planning for a successful 
event including, but not limited to, possible room locations, dining services, police supervision and advertising.  The Program 
Director for Clubs & Organizations must approve your event request before it can occur, therefore, early planning is needed. 
 Selling Event Tickets 
 When selling tickets for your event, the sponsoring organization(s) must print and sell only the number of tickets 
meeting the University’s fir code requirements for the facility.  Ticket allowances must be made for sponsoring organization’s 
members and participants, as each individual is required to possess a ticket in order to enter the event.  All tickets must be  
numbered. 
 The Events Approval committee meets on Monday’s to review organization’s on-line requests to have on-campus 
events.  The committee will determine if an event will be required to have security or any other assistance to ensure the success 
of the event.  If security is determined to be required, the organization is responsible for the cost of the security. 
 Once you are notified that your event will require security, it is the organization’s responsibility to contact Campus 
Police to make the necessary arrangements. 
    Campus Police will contact the person listed as the event contact from the on-line reservation system.  It is this  
person’s responsibility to contact campus police to make the necessary arrangements.  Failure to do so will result in the  
cancellation of the event. 
    If there are special requirements determined by the Events Committee, they will be written in the comment space of 
the approval section by the Program Director for Clubs and Organizations. You may also have special comments or  
requirements by the space use manager of the facility you request to use. 
 EVENT SPONSORSHIP 
 Individual Sponsorship is defined as when an organization assumes total and complete responsibility for an event or 
program.  The organization pays for, plans and makes all arrangements necessary for the success of the event/program. 
 Co-sponsorship is defined as collaborating with one or more groups that have similar programming goals coupled 
with the equal allocation of responsibility for all aspects of the event or program.   
 There are many departments and organizations at Winthrop that each would love the opportunity to educate and  
enrich students through programs.  However, most groups do not have the time or resources to individually sponsor events.  It 
may be to your advantage to solicit outside assistance that may be able to co-sponsor an event/program that you would not  
normally be able to do on your own.  The Student Allocation funds are available to groups who co-sponsor programs/events/
activities open to the campus community. (see pg. 14 for student allocations)   

    Continued... 
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    When working with another organization to co-host program/events on campus, both organizations must be listed on 
the on-line event request form, and the Events Committee will review the request prior to the authorizing the use of the facility.  
You will need to clearly explain the roles and responsibilities of both parties in the description section of the on-line request 
form.  Additional information may be requested by the Program Director for Clubs and Organizations prior to the Events  
Committee meeting. 
 Co-sponsorship 
 If your organization is working with an off-campus group you may submit the request for the use of a Winthrop facil-
ity with the understanding that the off-campus group may be assessed a facility use and/or special needs fee which will be deter-
mined by the Space Use Manager of the requested facility. 
 Please review the university Space Use Policy carefully before requesting a location for your event to determine if 
you will be charged for the use of the facility.  If you have questions about specific facilities, please contact the space use  
manager.   
 Helpful Tips for Co-sponsoring Events 
 1. Plan Ahead—A good event takes more than 6 weeks to plan: reserving the space, advertising, and coordinating the event 
  details. The more you plan ahead, the smoother your event will go!  In addition, if you plan to ask the Student Allocations 
  Committee for financial help for your event, you will need to be prepared to answer questions about the event in regards to 
  finding, space reservations, and event purpose/goals. 
 2. Do your Homework—Before you approach other organization with an event idea, know exactly what you want to do and 
  what it will take to do it.  If you are interested in a speaker , remember to find out how much they will cost and if they  
  require you to pay for hotel, meal, or travel expenses.  And are they even available for the planned date and time? 
 3. Find a Friend—Now you need to find a co-sponsor, but how and where do you start?  First, determine the exact nature and 
  purpose of your event.  Then, match this to another organization that would find your event relevant.  Present them with 
  your event idea, along with all of your information, and ask if they would like to share the responsibilities and benefits with 
  your organization! Remember to look through the On-Campus Resources section for departments and groups that may be 
  helpful in finding/being a co-sponsor. 
 4. Divide and Conquer—Now that you have found a friend (or maybe two or three), you will need to determine which  
  organizations will take on certain responsibilities.  First, put one representative from each organization together into a  
  committee responsible for the program.  Next, know the strengths and weaknesses of each organization; some may have 
  more experience with promoting events, while others have more members willing to do clean-up duties.  Then, decide how 
  the cost of the event will be divided, who will reserve the space, the specific party will produce the advertising or  
  invitations, who will set-up/clean-up etc. you may want determine a time-line for task completion.  And member, all your 
  organizations involved want to get something out of the event; be sure to compromise on tough issues and include all 
  groups in all decisions and on all promotional material. 
 5. Have Fun—Programs are not put on to create stress and anxiety.  If you lose sight of your purpose and ultimate goals, 
  your event might turn out to be more of a hassle than a benefit! 
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   Audio/Video Supplies-Important-Please Read 
    Audio Visual equipment cannot be guaranteed with requests made with less than 48 hours notice before the event.   
    Note:  Some areas on campus are not supported by Audio Visual Services, particularly residence halls and out door 
facilities.  Large music performance set-ups requiring multiple microphones, music playback or DJ type arrangements are not 
handled by Audio/Visual Services—these type events may require off-campus rental of equipment and personnel  STUDENTS  
placing A/V requests must communicate directly with Audio/Visual Services (323-4551) concerning their specific needs during 
normal working hours M-F 8:30 AM—5:00 PM. 
    When filling out your Online Space Request, be sure to indicate at that time what A/V needs you have.  Last minute 
A/V requests may not be filled.  The following auditoriums have on-campus staff to assist with basic A/V needs:   

   Instructional Technology Center  – 307 Withers 
    The ITC has limited supplies of the following A/V equipment:  digital cameras, camcorders, tripods, slide projector, 
sharp projectors, and overhead projectors are available for use.  All equipment must be signed out by the advisor.  Call the ITC 
at x2136 for more information. 
   CULTURAL EVENTS 
    Student Organizations wishing to apply for Cultural Event status for an event should refer to the Cultural Event 
Approval Form (located on the cultural events homepage) and the Guidelines for Sponsors of Cultural Events. 

Room/Auditorium Contact Person Location Phone 

Byrnes Auditorium Chris O’Neil 106 Music Conservatory X 4679 

Plowden Auditorium Instructional Technology Center 307 Withers X 2136 

McBryde 100 & Tuttle Dining Hall Lars Larsen 3rd Floor Annex Bancroft X 4551 

Barnes Recital Hall Chris O’Neil 106 Music Conservatory X 4679 
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 GUIDELINES FOR SPONSORS OF CULTURAL EVENTS 
 I. Definition and Rationale  
 Winthrop University recognizes that the act of being a college student reshapes and deepens the student's cultural 
development.  The Cultural Events requirement is set forth in an effort to ensure that each student is exposed to certain out-of-
class activities which may provide an opportunity to develop an awareness of life which might not otherwise be attained.  
Cultural Events include:  
 1. Performances in music, dance, and theater. 
 2. Films and readings 
 3. Guided discussions of exhibits of visual arts. 
 4. Lectures of universal appeal based on the speaker's ability to generate new ideas and discussion on topics of universal 
  significance.  
 All events must be sponsored by student, faculty, or administrative organizations.  Failure to attain the approval of the 
Cultural Events Committee does not reflect upon the quality or the validity of any event, only its relevance to the specific goals 
of the Cultural Events requirement. 
 II. Process and Schedule  
 Once each semester a call for Cultural Events will be put out to the faculty and to student organizations by the 
Coordinator for Cultural Events.  Approval of all events sponsored by the College of Visual and Performing Arts is automatic.  
A calendar of these events will be supplied by the Office of the Dean of the College of Visual and Performing Arts.  All other 
events which wish to receive Cultural Events credit must receive approval by the Cultural Events Committee.  Sponsors of 
potential cultural events should obtain and fill out a Request for Cultural Events Approval form (see procedure under III. 
Responsibilities, below) and turn it in to the Cultural Events Office.  The deadline for turning in the forms will be on Thursday 
of the first week of classes.  Events proposed at this time will acted on by the Cultural Events Committee during the following 
week and will appear on the first listed Cultural Events Calendar for that semester.  
 Events which are scheduled after the deadline date at the beginning of the semester may still be included as Cultural 
Events.  The sponsor of such an event should submit a Request for Cultural Events Approval following the standard procedure.  
The Cultural Events Committee will consider the request at its next regularly scheduled meeting.  The committee meets once a 
month during the third week of each month, therefore requests should be submitted by the 15th of each month.  Since the 
committee meets only once a month it is recommended that, when possible, a sponsor should submit the request 4-6 weeks 
prior to the date of the event.  Events which receive approval in this way after the calendar is published for the semester will be 
added to the online calendar and publicized by a revised calendar (added events will be in bold type) which will be posted on 
the Official Cultural Events notice boards around campus and the Cultural Events telephone Hotline. 
 When an event request is received too late for committee approval to be achieved through the normal procedure it is 
still possible for the event to receive approval.  A Request for Cultural Events Approval form should be submitted to the 
Cultural Events Office.  Upon receipt the Coordinator for Cultural Events will contact the committee members by phone or e-
mail to obtain their votes on the event.  When approval has been obtained from a quorum of the committee (5 members) the 
coordinator will notify the event sponsor.  
 Generally approved Cultural Events are on-campus events.  However, it is possible for a faculty member to sponsor 
an off-campus event if that faculty member is willing to accept the responsibility of distributing and collecting cultural events 
slips to the students involved.  In such a case the Request for Cultural Events Approval form must still be submitted and 
approved by the normal process prior to the date of the event.  In addition the faculty sponsor must pick up sufficient cultural 
events slips from the Cultural Events Office.  It is recommended that this be done at least two to four days prior to the event.  
The faculty sponsor must also return the completed slips and any unused slips to the same office following the event.  
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 III. Responsibilities of Cultural Events Sponsors  
  A. It is the responsibility of the sponsor of a cultural event to submit paperwork  requesting approval of an event as a cultural 
   event.  Procedure for Obtaining Approval of an Event for Cultural Events Credit: 
   1. Sponsor must print-off the form available on this page or fill-in the form online or pick up a Request for Cultural 
    Events Approval form from McLaurin 112 (Cultural Events Office) or from McLaurin 133 (Office of the Dean of the 
    College of Visual and Performing Arts).  
   2. Sponsor should fill out the form as completely as possible and return the form to the Cultural Events Office (McLaurin 
    112).  Additional materials which may support the application (such as details of the nature of the event or information 
    regarding the participant(s) in the event) should be attached to the form.  Please note that the form requires the  
    signature of the Dean for a sponsorship by faculty.  A student organization wishing to sponsor an event must obtain the 
    signature of their faculty advisor or, lacking a faculty advisor, of some faculty member with expertise in an area related 
    to the subject of the event.  In addition a student organization sponsoring a performance in which the student members 
    of the organization are the primary performers may be called upon to work with a Winthrop faculty member in the field 
    (for example from the Theatre, Dance, or Music Departments) in order to gain their assistance and approval and to 
    assure quality control of the programs receiving cultural events credit.  Requests lacking the proper signatures will be 
    returned to the sponsor without action.  
   3. The Cultural Events Coordinator will pass the form on to the Cultural Events Committee at their next scheduled 
    meeting for a regarding cultural events credit for the event.  The committee meets once a month.  
   4. The sponsor will receive back from the Coordinator for Cultural Events a copy of the form indicating approval or  
    non-approval of the event for Cultural Events credit. 
   B. The sponsor of a cultural event is responsible for notifying the Cultural Events Office immediately of any changes in the 
   Cultural event (ext. 4619).  These would include cancellation of the event, change of time, change of location, change of 
   duration, or any other changes which might occur.  The Cultural Events office will see to it that these changes are posted 
   in official locations, are made to the Web Page and Hotline, and (when possible) are published in the Johnsonian.  It is 
   the responsibility of the sponsor to post signs at the site of an event in the case of a cancellation, especially when  
   cancellation comes late enough that it is unlikely that the students will have received word of such cancellation by other 
   means. 
  C. The sponsor of a cultural event is encouraged to contact fellow faculty members who might be interested and those who 
   teach courses related to the event, as well as relevant student organizations, to inform them of the event.  It is hoped that 
   such information may be used by the faculty to inform their students and may be of use to them in enhancing the  
   curriculum in their courses thus making the event a more enriching experience for the students. Ê  
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   ALCOHOLIC BEVERAGE POLICY 
 Winthrop University does not sanction the consumption or possession of alcoholic beverages by students; nor does it 
sanction the violation of federal, state, or local law.  Responsibility for good conduct rests with students as adult individuals.  It 
is against South Carolina law for any person under the age of 21 years to purchase or knowingly have in his or her possession 
any alcoholic beverages.  Any person who sells or gives alcoholic beverages to any person under the age of 21 is responsible to 
the law.  Furthermore, any students or student groups sponsoring social events are the hosts responsible for complying with all 
applicable laws and university regulations. 
 It is against the City of Rock Hill code to "openly display" or consume: any beer or wine in any place not specifically 
licensed for public consumption.  In keeping with this code, consumption of beer and wine is permitted only in the following 
areas on campus: in the students’ rooms who are of legal age, in ATS, The Shack and McBryde Hall during University 
approved events.  Alcoholic beverage consumption at Winthrop athletic events and all public places on campus is strictly 
prohibited. 
 Procedures For Serving Beer And/Or Wine: 
 1.  Beer and wine may be served at group functions in ATS, The Shack, or McBryde.  The event will be approved as long as  
  the group follows all guidelines outlined  in the comment section of the approval e-mail.  A request for permission to serve  
  beer and/or wine must be addressed on the online reservation form.  The application to serve beer and wine completed and  
  submitted to 218 Dinkins for approval.  Free-flowing tap containers are not allowed.  
 2. All beer and wine for approved events must be ordered and served through Aramark. (In McBryde and the ATS only). 
  3. For any approved event at the Shack which individual students provide their own alcoholic beverage.  The sponsoring  
  organization must retain a bartender from ARA to dispense all alcohol.  All BYOB guidelines must be followed.  See the  
  Program Director for Clubs and Organizations for details. BYOB guidelines will be under review this academic year (2004- 
  2005).  Please contact 218 Dinkins for update. 
  4.  At all events where alcoholic beverages are served ample alternative non-alcoholic beverages and food must also be  
  provided.  Supervision will be required to insure Alcoholic Beverage Policies are observed.  
  5. The amount of beer and/or wine permitted for a function will be negotiated with the Program Director for Clubs and  
  Organizations and the Director of Dining Services, which shall be based upon the nature of the event, the number of people  
  expected and the location.  
 6. Tickets may not be sold on campus for off-campus events where alcoholic beverages will be served.  
  7. Residence Hall consumption of alcoholic beverages is permitted in students' rooms and apartments where the assigned  
  residents of that particular room are of legal age.  The determination of when a party is excessive will be at the discretion of  
  the Residence Life Staff.  There is a limit of 12 people that can be in attendance, with minimal noise and the room door  
  must remain closed. 
   Procedure For Resolution of Policy Violations:  
 1. Administrators in the Division of Student Life will review minor incidents of alleged violations and determine sanctions as  
  a result of violations of these University policies regarding social events and parties.  
 2. Appeals regarding actions and sanctions imposed by an Administrator may be submitted in writing to that Administrator for  
  presentation to a review committee composed of the organizations adviser, two representatives from the Division of Student  
  Life appointed by the Vice President of Student Life, and the Judicial Board Chair. 
 A student or student organization who is allegedly responsible for a major incident or is an accessory to misconduct 
involving prohibited conduct outlined in the Student Conduct Code, will be held accountable according to the process outlined 
in the Student Handbook.  
 Sanctions imposed against groups failing to follow established guidelines and policies may include but are not limited 
to:  specified hours of University service, fines and/or loss of campus privileges for a specified period of time (i.e. event 
restrictions), educational sanctions, or recommendation for revocation of the organization charter. 
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   ASSEMBLY POLICY 
    Although Winthrop University has the fundamental responsibility to provide clubs and organizations space to 
assemble and conduct business.  Winthrop University permits assemblies of groups without prior written approval only in the 
amphitheater. All such assemblies must be conducted without sound amplification equipment. Any groups desiring assembly 
space in any campus facility or in open areas other than the amphitheater should submit an on-line space request. 
   CHALKING POLICY 
    Students organizations may use chalk on Winthrop sidewalks to promote and advertise specific on-campus events, 
within reason.  The chalk must be removed within 3 days following the event.  Organizations must obtain approval from the 
Office for Clubs and Organizations before chalking.  There are buckets and brushes available in 218 Dinkins for washing 
sidewalk chalk.  The Department of Student Affairs retains the right to determine if any organization has chalked excessively or 
inappropriately. 
   DRUG-FREE CAMPUS POLICY 
    As stated in the Student Handbook, Winthrop University is a drug-free campus.  Winthrop University strictly enforces 
all local, state, and federal laws regarding drug use as a means of providing a safe setting for education.  For details regarding 
Winthrop’s Drug-Free Campus Policy, see the Student Handbook. 
   HAZING POLICY 
    Hazing is a very serious offense and a violation of S.C. Law. Winthrop University student organizations and 
individual students should not condone or engage in this activity.  
    On November 4, 1978, the Winthrop Board of Trustees adopted the following as a policy statement concerning 
hazing: 
    The Board of Trustees of Winthrop University considers the hazing of students by fellow students to be contrary to 
the mission of the University and prohibits such activities. HAZING is defined as...any action taken or situation created, 
intentionally, whether on or off chapter premises, to produce mental or physical discomfort, embarrassment, harassment, or 
ridicule. Such activities and situations include paddling in any form, creation of excessive fatigue; physical and psychological 
shocks, quests, treasure hunts, scavenger hunts, road trips, or any other such activities carried on in or outside of the confines of 
the house; wearing publicly apparel which is conspicuous and not normally in good taste; engaging in public stunts and 
buffoonery; morally degrading or humiliating games and activities; late work sessions which interfere with scholastic activities, 
and any other activities which are not consistent with the regulations and policies of Winthrop University. 
 OUTSIDE NOISE POLICY 
 Quiet Hours–Quiet hours shall be enforced outside of the residence halls every day of the week from midnight until 8 
a.m. in the designated quiet zones. All other hours are courtesy hours. People will be able to assemble or meet in the quiet 
zones. However, any noise originating form these designated areas that is determined to be excessive and disturbing to the 
environment outside, near or inside the residence hall will not be tolerated. 
 Quiet Zones–Quiet zones are areas outside of all the residence halls and apartments. The quiet zones for every 
residential building are defined with the following designated areas: 
 1. The Courtyard–The parking lot, sidewalks within the perimeter fence, and the area in the inner courtyard. 
 2. Roddey –The courtyard, the parking lot between McLaurin and Breazeale, and the front area of Roddey to the street that  
  runs parallel to the front of Roddey. 
 3. Margaret Nance–The parking area between Margaret Nance and Crawford and the grassy front lawn from Margaret Nance  
  to the street that runs parallel to the front of Margaret Nance. 
 4. Phelps–The parking area that is surrounded by Phelps and Joynes Conference Center, the parking area between Phelps and  
  Lee Wicker, and the area between Phelps and Oakland Avenue. 
 5. Lee Wicker–The parking area between Phelps and Lee Wi c k e r, the grassy and sidewalk area near Oakland Avenue  
  between Phelps and Lee Wicker, the area between Lee Wicker and Oakland Avenue, the area between the front of Lee  
  Wicker and Cherry Road and the area(including the street) between Lee Wicker and East Thomson. 
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 6. East Thomson –The area (including the street) between East Thomson and Lee Wicker. Grassy concourse between East and  
  West Thomson from the buildings to the metal fence on the Cherry Road side. The parking area between East and West  
  Thomson and the cafeteria on the Thurmond building side. 
 7. West Thomson–Grassy concourse between East and West Thomson from the buildings to the metal fence on the Cherry 
  Road side. The parking area between East and West Thomson and the cafeteria on the Thurmond building side. The area 
  between West Thomson and Richardson (including the street between the two buildings). 
 8. Richardson–The area between West Thomson and Richardson (including the street between the two buildings). The area 
  between Richardson and Wofford. The area on the Sims building side from Richardson to the “grassy island” area (the 
  phrase “grassy island” is used because this area is surrounded by parking lots). The area between Richardson and the metal 
  fence on the Cherry Road side. 
 9. Wofford–The area between Wofford and Richardson. The area between Wofford and the parking lot on the Water Street 
  side.  The area on the Sims building side from Wofford to the “grassy island” area (the phrase “grassy island” is used 
  because this area is surrounded by parking lots). The area between Wofford and the metal fence on the Cherry Road side. 
 Violations of this policy may be subject to the disciplinary procedures outlined in the Winthrop University Student 
Conduct Code. 
 The quiet zones are the outside areas of buildings where people live; and therefore, consideration for others within 
this residential community is an essential element. Quiet zones exist for each of the eight residence halls to assure consistency 
in the expectation and enforcement of the outside noise policy. 
 POSTING POLICY 
 In an effort to effectively convey information of importance to the Winthrop community, and at the same time to keep 
the campus free from litter, the following guidelines have been established for the posting of information to advertise or  
promote the events and programs of recognized student organization, university departments, and academic units.  Neither the 
contents of this policy nor the receipt of an approval for posting should in any way be understood as an endorsement of support 
by Winthrop University of the materials being posted or the actual function(s) being advertised.  In the interest of public safety, 
the University may make exceptions to this policy. 
 The purpose of this policy is to: 
 1. Provide guidelines and procedures by which groups and organizations can post materials. 
 2. Outline the approval process for posting materials on campus. 
 3. Explain the enforcement avenues of the policy. 
 Posting Guidelines: 
 1. All postings should reflect only activities of recognized student organizations or academic departments. 
 2. Postings or advertising which promotes the use and/or sale of alcohol as the primary function of the event is prohibited. 
 3. Posted materials must clearly promote the activity publicized and the sponsoring university organization as its primary 
  message, rather than the commercial advancement of the non-affiliated entity or product. If the name, logo, trademark,  
  slogan, or similar identifier of a non-university affiliate appears on the posting, it must not appear as the dominant message. 
 4. Postings must be placed in approved designated places in each building. (see pg. 37 for a detailed listing of approved  
  locations) 
 5. Off-campus vendors not sponsored by student organizations, off-campus organizations, businesses, entities, and individuals 
  (see Solicitation and Vendor Sales Policy) are permitted to advertise on-campus by either (1) purchasing an ad in the  
  university newspaper or other official university media and/or (2) posting reasonable amounts of advertising items on six 
  main bulletin boards, three in the breezeway connecting Margaret Nance Hall to Tillman Hall and three in the breezeway 
  connecting McLaurin Hall to Tillman Hall. 
 6. Postings may not be placed on the exterior surfaces of any campus building, trees, lampposts, fences, rights of way adjacent 
  to university academic, residential or support facilities, or on the windshields of cars. 
 7. Notices to be posted in residence halls must be approved by the Residence Hall Director and follow all guidelines set by the 
  Department of Residence Life. Organizations and departments are responsible for litter generated by their own handouts or 
  handbills. 

VI. WINTHROP POLICY AND PROCEDURE 
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 Approval Process: 
 1. Student organizations that want to post flyers/posters/materials to advertise a sponsored program/event must follow the 
  approval process for each building/location.  Please refer to page 37 for a detailed listing of buildings  Each building has its 
  own set of guidelines for approval and outline where postings may occur. 
 2. Table tents placed in Thomson Cafeteria and the Courtyard must be approved by the Program Director for Clubs and  
  Organizations and the Department of Dining Services.  Table tents placed in the Dinkins Food Court must be approved by 
  the Program Director for Clubs and Organizations and Coordinator for Information Services. 
   Violations of this policy by students or student organizations is a violation of the Student Conduct Code and will be 
subject to the university judicial process. 
   SOLICITATION AND VENDOR SALES POLICY 
   Solicitation on University property as a form of commercial speech is strictly prohibited without authorization from 
the University.  Evidence of such authorization shall be displayed at all times while vendors are on campus (i.e., copy of  
reservation and/or reservation forms with the approved signatures). Any authorized solicitations by vendors or student  
organizations are subject to applicable University regulations, and local, state and federal laws.  Solicitations may be approved 
for a specific area on campus. No solicitation shall interfere or conflict with the mission of the University or its occupants.  
Winthrop University reserves the right to limit or restrict time, location and functional us of its facilities. 
   Student organizations that wish to solicit on-campus must complete a solicitation form found on-line on the forms 
link of the clubs and organizations web page, or a hard copy may be obtained in 218 Dinkins.  The Department of Student Af-
fairs in 218 Dinkins must approve all completed forms before solicitation may take place. 
 Vendors 
  A vendor is any non-University related commercial business, entity, individual, or private organization that sells or 
promotes a product or service. 
  Off-campus vendors are permitted to advertise on-campus by (1) purchasing an ad in the university newspaper or 
other official university media and (2) posting reasonable amounts of advertising items on six main bulletin boards, three in the 
breezeway connecting Margaret Nance Hall to Tillman Hall and three in the breezeway connecting McLaurin Hall to Tillman 
Hall. 
  Off-campus vendors that would like to come to campus must be properly registered and approved by the Student 
Affairs Office of Information Services (803) 323-2211 in the Dinkins Student Center.  Please contact Information Services for a 
copy of the guidelines, agreement, and approval process. 
  Student organizations may sponsor vendors, but will need to submit the on-line reservation form for approval.  Ven-
dors sponsored by student groups will be required to complete the Vendor Agreement form and comply with all duties as out-
lined in the agreement. 
  Any vendor that is determined to be in competition with our core university contracted student services that are essen-
tial to our educational mission such as the provision of housing, books, and food service will be denied approval. 
  Off-campus vendors may advertise to the campus community by purchasing an ad in the university newspaper by 
calling 323-3419. 
  Winthrop University does not in any form permit the solicitation of credit cards. 
 Fundraising, Solicitation, and Canvassing Policies 
 Fundraising shall be defined as the act of soliciting donations or sales from students other than their own members for 
the organization’s benefit. 
 Solicitation shall be defined as the act of soliciting donations or sales for the benefit of a non-campus organization. 
 Canvassing shall be defined as any effort to influence student opinion, gain support, or promote a particular cause or 
interest, specifically excluding any solicitation or fund raising as defined by current Winthrop University policy. 
 Winthrop University is an institution of higher learning in which students are free to pursue their academic endeavors. 
In order to enhance the educational atmosphere at Winthrop and to protect the privacy of students, the University has adopted 
restrictions with respect to time, place and manner of fundraising, solicitation, and canvassing.  The individual or group must 
first submit the Fundraising, Solicitation, and Canvassing Form (please reference Appendix of Forms).  
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BLDNG. OPEN BULLETIN 

BOARDS 
APPROVAL  
PROCESS LIMITATIONS TIME  

LIMITS REMOVAL CONTACT  
INFORMATION 

ACC 
Lab 

2 Boards in 
ACC  

Room 113 NONE NONE Building Mgr. Andrew Lanier  
x3446 

Byrnes Front Glass 
cases 

106 CMUS Theatre/Music Dept. postings take 
precedence 

2 weeks 
advance 

By Organiza-
tion 

Chris O’Neill  
x4679 

Dacus 
library 

Main Floor 
Foyer & 2nd Flr. 

Dean’s 
Office 

Must be Neat and Legible Min. 7 
days 

By. Building 
Manager 

Circulation  
x4502 

Dinkins By Post Office 
Boxes 

Informa-
tion  
Desk 

Neat and legible; no postings outside 
or on doors; nothing with alcohol con-
sumption or drugs. 

Posted 
10 days 
max. 

By building 
manager 

Sharon 
Witherspoon  
x6155 

Johnson 1st Floor Green 
Room, 2nd 
Floor by Studios 

Dept Of-
fice 115 

Neat and legible; no postings outside 
or on doors; nothing with alcohol con-
sumption or drugs. NOT taped on 
walls, doors, chalkboards, bathrooms... 

NONE By organiza-
tion or building 
manager after 1 
week. 

Chris Jon Smith  
x2287 

Kinard Non-
departmental 
boards on all 
floors 

NONE NOT taped on walls, doors, chalk-
boards, bathrooms, etc. 

NONE By building 
manager 

Maria Massey  
x3553 

Life 
Science 

Easel in lobby 
and 1 labeled 
bulletin board 
on each floor of 
the classrooms 
side. 

Room 202 No tape on walls, doors, glass, chalk-
boards, bathrooms, etc. must be date 
sensitive. 

Will 
post for 
10 days 

By Organiza-
tion 

Wendi 
Hevelow  
x6421 

McLau-
rin/
Rutledge 

Any unlabeled 
boars in either 
building 

Room 133 
or 140 

No business advertisements NONE By Organiza-
tion 

Jamie Larsen  
x2323 

Music          
Conser-
vatory 

Across from 107 Room 129 NONE NONE By Building 
Manager 

Ida Newsom  
x2255 

Peabody Front Entrance 
left wall, side 
entrance right 
side. 

Room 203 No larger than 11’’x17’’; must be date 
sensitive, no on-going events.  

NONE By Org w/in 3 
days 

Jaron Rider 
X2198 

Sims One by each 
elevator, one by 
vending ma-
chines, one in 
Sims 301 

Sims 101 No tape anywhere in the building, no 
posting in classrooms or on whit 
boards, no posting on professors of-
fices 

Remove 
by the 
follow-
ing day. 

By Organiza-
tions 

Lee Miller  
x4922 

Thur-
mond 

One by 107, two 
in front of 3rd 
floor computer 
lab. 

Room 228 Boards not large, so use small postings NONE By Building 
manager 

Peggy Cannon  
x2186 

Withers Snack room Room 106 NONE NONE By Building 
manager 

Jane Lanford  x 
2151 
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 Residence Hall Solicitation 
 Door-to-door solicitation is prohibited in the residence halls/apartments. Official university business, newspaper 
solicitation and delivery are exempted, after authorization from the Director of Residence Life.  For more information, please 
contact Residence Life, 233 Dinkins, 323-2223.  
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 Winthrop University Vendor Agreement 
 This agreement for vendor as described below is made this _______ day of ____________, between the Winthrop 
University Student Affairs Information Services and ________________(herein after referred to as Vendor).  During the dates 
of _____________________ the Dinkins Student Center will provide space for this vendor under the following guidelines: 
  University Services 
 1. Vendor sales will be limited to the lobby entrances, patio or lawn (other areas/buildings may be approved in advance by 
  their Space Use Managers) of the Dinkins Student Center.  Vendor sales are not permitted at any other campus location.  
  Items for sale will be limited to those considered appropriate to the needs of persons on our campus in accordance with 
  Winthrop’s University’s educational mission. 
 2. Fees for Vendors selling merchandise and/or services will be $25 per day, per space, or 20% of total sales, whichever is 
  greater.  All financial matters must be completed by 4:00 p.m. on the last day of the Vendor‘s sale and must be processed by 
  the Space Use Manager or appointed designee. 
 3. The Dinkins Student Center has a limited number of tables and chairs available for rental at the rate of $10 per table and 
  $.50 per chair.  re/Date___________________ 
 4. The Dinkins Student Center has a limited number of tables and chairs available for rental at the rate of $10 per table and 
  $.50 per chair.  These rentals must be arranged at the time of reservations.  These rental fees will be part of the financial 
  arrangements completed at the end of the sale.  All tables and chairs must be returned by the end of each day’s sales or a 
  $200 fee for each table and a $30 fee for each chair will be added to the Vendor’s financial transaction with the Dinkins 
  Student Center. 
 5. Vendors may load and unload on the side walk area adjacent to either parking lot or at the handicapped entrance of Dinkins 
  Student Center, if prior arrangements have been made; however, all vehicles must be parked in Visitor spaces during the 
  day.  A yearly Vendor Parking Pass can be obtained by contacting Campus Police at 02 Crawford for $50 per space, per 
  vendor, per year. 
 6. All Vendor sales at Winthrop University take place on Monday through Friday only.  Vendors may set up after 7:30 a.m. 
  and must have items packed and removed by 7:00p.m., Monday through Thursday.  On Friday items must be packed and 
  removed by 5:00p.m.  On the last day of Vendor’s sale, items must be packed and removed by 3:30 p.m.  All financial 
  transactions must be settled with the Space Use Manager (or designee) by 4:00 p.m. 
 7. The Dinkins Student Center is unable to provide Vendors with storage space, manpower for set-up, phones, and copy or 
  mail services.  A pay phone is located in the Lobby and there are photocopy services available (also has fax services) at the 
  Information Desk in the Dinkins Student Center. 
 Vendor Duties 
 1. Vendors must accept all responsibility for the operation of their sale, as well as the dissemination, demonstration, and  
  security of their merchandise. 
 2. All space reservations are required at least 72 hours before the actual date of the event.  Spaces are limited and are reserved 
  on a first come, first served basis. 
 3. Vendors are responsible for collection and payment of all sales taxes.  
 4. All vendors on campus must agree to adhere to the Winthrop University Posting Policy regarding signage to be displayed by 
  their company.  You may request a copy of this policy from the Dinkins Student Center Information Desk. 
 5. If a Vendor violates any of the above stated items they will be required to financially settle with the Space Use Manager (or 
  designee) and will be asked to leave campus immediately. 
 6. Vendor agrees to indemnify and hold harmless Winthrop University, its Board of Trustees, agents, servants, and employees 
  against all liability, claims, or suits arising out of the bodily injury or death to any person or damage to any property 
  resulting from the negligent act of the vendor of this contract.  Any damage to the University equipment or to the facility 
  will be billed to the negligent vendor. 
         Winthrop University                                                                   Vendor 

 Printed Name _____________________________                    Printed Name ___________________________________ 

 Signature/Date_____________________________                   Signature/Date___________________________________ 
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VI. WINTHROP POLICY AND PROCEDURE 
(The following section has been taken from the Winthrop University Student Handbook. To view the entire handbook please go 
to www.winthrop.edu/studentlife.) 
   STUDENT CONDUCT CODE 
I. Preamble—General Conduct Policy 
 Academic institutions exist for the transmission of knowledge, the pursuit of truth, the development of students, and 
the general well-being of society. Free inquiry and free expression are indispensable to the attainment of these goals. As  
members of the academic community, students should be encouraged to develop the capacity for critical judgment and to  
engage in a sustained and independent search for truth.  
 Freedom of the individual may be defined as the right to act or speak, so long as it does not adversely affect the rights 
of others. Believing in this concept, Winthrop University will protect freedom of action and freedom of speech for both students 
and employees, so long as it is not of an inflammatory or demeaning nature and does not interfere with the students’ living and 
study conditions and the administration of its affairs.  It shall constitute a disruptive act for any member of the campus  
community to engage in any conduct which would substantially obstruct, interfere with or impair instruction, research,  
administration, authorized use of University facilities, the rights and privileges of other members of the Winthrop community, 
or disciplinary proceedings. Moreover, Winthrop University is committed to improving the quality of student life by promoting 
a diversified educational and cultural experience. Therefore, racist conduct or other acts of bigotry will not be tolerated.  
 Rights and freedoms imply duties and responsibilities. Note should be taken that a student who exercises his or her 
rights as a private citizen—whether individually or as a member of a group—must assume full responsibility for his or her ac-
tions. All Winthrop students and employees must abide by local, state, and federal laws and with all published University poli-
cies and regulations. Violations of laws and regulations will subject the perpetrator to disciplinary action by the University 
and/or the appropriate civil or criminal court. 
II. Authority and Responsibility 
 Responsibility for good conduct rests with students as adult individuals. Student organizations have similar responsi-
bility for maintaining good conduct among their members and guests and at activities they sponsor.  Organizations wishing to 
become chartered that violate Winthrop policy or do not fulfill requirements to be a chartered organization can still be subject to 
this code and possible restrictions outside the code.  Restrictions will be overseen by the Program Director of Clubs and Organi-
zations and monitored by the Dean of Students office if no formal charges are brought.  All members of the campus community 
are expected to use reasonable judgment in their daily campus life and to show due concern for the welfare and rights of others.  
 This code is promulgated in accordance with the policies of the Board of Trustees of Winthrop University. The Vice 
President for Student Life as the President’s designee in these matters shall normally obtain the advice of the Judicial Council 
before recommending changes in rules governing student rights, responsibilities and conduct. Under normal circumstances, the 
Vice President for Student Life will designate the responsibility for the operation of the Student Conduct Code to the Depart-
ment of Student Affairs, particularly the Dean of Students. This responsibility includes formulating and implementing operating 
procedures for the judicial consideration of conduct violations and the imposition of sanctions in an efficient, consistent, fair, 
legal and educational manner. The Dean may further delegate responsibility to various judicial bodies and administrative staff.  
 The President of Winthrop University is authorized to assign disciplinary cases to special hearing committees or offi-
cers as the President deems appropriate. 
III. Application of Laws and Off-Campus Activities 
    Winthrop University is not a sanctuary beyond the reach of criminal laws of the United States, the State of South 
Carolina, and the City of Rock Hill.  While the rules and regulations of Winthrop University are not meant to duplicate general 
laws, there are some aspects in which the lawful interests of the institution as an academic community coincide with the broader 
public interest treated in general laws.  Students, or student organizations, who commit offenses against the laws of municipali-
ties, states or the United States, are subject to prosecution by those authorities and may be subject to disciplinary action under 
University rules when their conduct violates institutional standards.  Winthrop students, or student organizations are subject to 
the provisions of this Student Conduct Code while on University premises or University-related premises, and when involved 
with off-campus Winthrop Activities.  Students, or student organizations will be held accountable to this code for their off-
campus activities when it can be ascertained the off-campus act has a direct detrimental impact on the University’s educational  
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functions.  Any disciplinary action imposed by Winthrop may precede and be in addition to any penalty imposed by an  
off-campus authority. 
IV. Prohibited Conduct 
    The following constitutes the official record of general violations of conduct rules and regulations at Winthrop  
University.  Students and student organizations are expected to abide by these regulations. These regulations are not designed to 
define prohibitive conduct in exhaustive terms. Additional rules and regulations may be adopted and will be promulgated 
through campus communication channels. A student or student organization who is responsible for misconduct or is responsible 
of being an accessory to misconduct shall be subject to the sanctions authorized by this code. Areas of misconduct include: 
 A. Disruption of classes, seminars, research projects, or activities of the University. 
 B. Actual or threatened physical assault or injury to persons.  
 C. Actual or threatened sexual assault or a sexual misconduct violation—This includes, but is not limited to, behaviors  
  described as actual or threatened sexual assault, offensive touching, non-consensual sexual assault, relationship violence, 
  stalking, or other sexual misconduct.  See a description of sexual misconduct under Campus Safety and Security on page 28 
  of the Student Handbook.  
 D. Harassment and/or intimidation — Conduct causing alarm or recklessly creating a risk by:  making unwelcome sexual 
  advances, or requests for sexual favors,  threatening to commit crimes against persons or their property or the face to face 
  use of ‘‘fighting words’’ by students to harass any person on University property or other property to which the student 
  conduct code applies is prohibited. ‘‘Fighting words’’ are those personally abusive epithets, which when directly addressed 
  to any ordinary person, in the context used and as a matter of common knowledge, are inherently likely to provoke an  
  immediate violent reaction, whether or not they actually do so. Such words include, but are not limited to, those terms 
  widely recognized to be derogatory references to race, ethnicity, religion, sex, sexual orientation, disability, and other  
  personal characteristics. This also covers harassment or intimidation of persons involved in a campus disciplinary hearing 
  and of persons in authority who are in the process of discharging their responsibilities. 
 E. Disorderly conduct — Individual or group behavior which unnecessarily disturbs individuals or groups is prohibited. Such 
  conduct includes, but is not limited to, unwelcome physical contact, hazing, and boisterous or threatening conduct which is 
  unreasonable for the area, time, or manner in which it occurs. 
 F. Drugs — The manufacture, distribution, sale, use, offer for sale, or possession of drugs or narcotics, or drug paraphernalia 
  in accordance with State statutes. 
 G. Behavior or activities which endanger the safety of oneself or others — This includes, but is not limited to, destructive  
  behavior by individuals and/or groups; self-destructive behavior; arson; and tampering, damaging, or misusing fire  
  equipment.  
 H. Possession and/or use of firearms, fireworks, dangerous weapons and hazardous chemicals — Winthrop University is  
  unwilling to allow even the mere presence of dangerous weapons. While some objects are clearly dangerous, what is used 
  dangerously may also be considered a weapon. 
 I. Damage to property — Damage, destruction, or defacement of University property or property of any person as a result of a 
  deliberate action or as a result of reckless or imprudent behavior. 
 J. Theft of property — Theft of University property or possession of stolen University property or property of any person. 
 K. Misuse of University documents — Forging, transferring, altering, or otherwise misusing any Winthrop document,  
  including identification cards, course registration material, or other document or record. 
 L. Unauthorized use of the name or insignia of the University by individuals or groups. 
 M. Unauthorized presence in or forceful entry into a University facility or University-related premises. 
 N.  Misuse of telephone — No student shall make or assist in making unauthorized or annoying telephone calls or otherwise 
  misuse or abuse telephone equipment. 
 O. Violations of any of the restrictions, conditions or terms of any sanctions resulting from a previously held disciplinary  
  hearing or failure to complete conditions or terms within the designated time. 
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 P. Misappropriation or misuse of student organization funds or property — This includes, but is not limited to, over-extension 
  of the budget of a student organization; spending receipts prior to proper deposit; and unauthorized personal use of  
  equipment. 
 Q. Computer abuse — This includes, but is not limited to, plagiarism of programs; misuse of computer accounts; unauthorized 
  destruction of files; creating illegal accounts; possession of unauthorized passwords; and disruptive or annoying behavior on 
  the University’s computer systems. 
 R. Providing false information — In the application for admission, petitions, requests, disciplinary hearing or other matters of 
  record and transaction with officials of Winthrop University. 
 S. False reporting of an emergency — The false report of a bomb, fire or other emergency in any building, structure or facility
  by means of activating an alarm or in any other manner. 
 T. Failure to identify oneself when requested by persons in authority who are in the process of discharging their  
  responsibilities. 
 U. Unauthorized use or possession of keys — No one may use or possess any University key without proper authorization. No 
  student is allowed under any condition to have a University key duplicated. 
 V. Sale of textbooks — The sale of a textbook by any student who does not own the book is prohibited without prior  
  authorization from the owner of the book. 
 W. Violation of the University’s alcoholic beverage policy. 
 X. Violation of the University’s fund-raising, solicitation, canvassing, assembly, and poster policies. 
 Y. Violation of the University’s hazing policy. 
 Z. Violations of the Residence Hall contract not specifically listed under Judicial Board or Residence Life Office jurisdiction. 
 AA. Violations of University policies and procedures-Failure to abide by any published University policy or procedure is  
  prohibited, including the General Conduct Policy. 
 BB. Unauthorized or misuse of University property or equipment. 
 CC. Commission of any act which is a violation of a criminal law of the United States. 
 DD. Violations of the Academic Misconduct Policy. 
V. Student Academic Misconduct 
 A fundamental tenet of all institutions of higher learning is academic honesty. Academic work must depend upon 
respect for an acknowledgement of the research and ideas of others. Misrepresentation of someone else’s work as one’s own is 
a most serious offense in any academic setting.  
 Academic misconduct in any form cannot be condoned. Academic misconduct includes but is not limited to providing 
or receiving assistance in a manner not authorized by the professor in the creation of work to be submitted for academic  
evaluation including papers, projects, and examinations; presenting, as one’s own, the ideas or words of another for academic 
evaluation without proper acknowledgement; doing unauthorized academic work for which another person will receive credit or 
be evaluated; and presenting the same or substantially the same papers or projects in two or more courses without the explicit 
permission of the professors involved. In addition, academic misconduct involves attempting to influence one’s academic 
evaluation by means other than academic achievement or merit. More explicit definitions of academic misconduct specific to 
certain academic disciplines may be promulgated by academic departments and colleges.  
 One who knowingly cooperates with another in an act of academic misconduct is an accessory to that academic  
misconduct. Thus a student who writes a paper or does an assignment for another student is an accomplice and will be held 
accountable just as severely as the other. Any student who knowingly permits another to copy from his or her own paper,  
examination or project shall be held as accountable as the student who submits the copied material.  The following procedural 
guidelines are to be followed in matters of alleged academic misconduct: 
 A. During the course of an examination or other exercise, an instructor or proctor who observes suspicious behavior such as 
  copying or collusion may warn the individuals involved of the appearance of their actions and request them to cease  
  immediately.  Continuation of such behavior can be considered evidence of academic misconduct. The professor is not  
  obligated to warn students beforehand and the cessation of the suspicious behavior does not relieve the student of a later 
  judgment of academic dishonesty. 



 
             www.winthrop.edu/StudentAffairs/ClubsOrgs  48 

VI. WINTHROP POLICY AND PROCEDURE 
 B. A remarkable similarity between works supposedly completed independently that are submitted for evaluation may be  
  considered evidence indicating academic misconduct. 
 C. When a professor believes there is sufficient evidence to demonstrate a clear case of academic misconduct, the professor 
  shall notify the student in writing. Notification should occur within 30 days of discovery of the academic misconduct. The 
  notice  shall indicate that unless the student requests a hearing, the professor shall impose the appropriate academic  
  consequences warranted by the circumstances and that a disciplinary hearing may be initiated. The appropriate academic 
  consequence for serious offenses is generally considered to be failure in the course. Students may not withdraw from a 
  course to avoid an F grade as the academic consequence for a violation. For less serious offenses regarding small positions 
  of the course work, failure for that portion is suggested with the  requirement that the student repeat the work for no credit. 
  The faculty member is responsible for saving the evidence of academic misconduct in its original form and need not return 
  any of the papers or other materials to the student. Copies of the student’s work and information about other evidence will 
  be provided to the student upon request. 
 D. The student is given seven days from this first written notice to respond. If the student acknowledges responsibility or if the 
  student does not respond to the written notice, the academic consequences shall be imposed by the professor who will also 
  submit a report to the Dean of the college and the Dean of Students. 
 E. If the professor requests or if the student has a prior disciplinary record or unusual circumstances exist, the Dean of Students 
  can initiate a hearing utilizing the regular discipline process as stipulated in the Student Conduct Code which may alter the 
  student’s status with the University. 
 F. If a student chooses to contest the charge of academic misconduct the student may request in writing to the professor with a 
  copy to the Dean of Students , a disciplinary hearing to determine the facts of the alleged misconduct. The Dean of Students 
  shall initiate the regular disciplinary process. The purpose of the hearing is to determine the student’s responsibility for the 
  alleged academic misconduct. If the student is judged by the hearing authority as stipulated in the Student Conduct Code to 
  be responsible for a violation, the professor shall determine the appropriate academic consequences within the course and 
  the hearing authority will decide what regular disciplinary sanction, including suspension or expulsion, will be imposed. If 
  the hearing authority determines the student was not responsible for a violation, no academic consequences within the 
  course can be imposed by the professor. 
 G. The Dean of Students is responsible for assisting students, professors and hearing authorities in matters of process and  
  procedure associated with Winthrop’s academic misconduct policy. The Dean of Students will inform the Dean of the  
  College in which the student is enrolled that the case has been reported and of any final action taken by the professor and/or 
  the hearing authority. 
VI. Disciplinary Process 
 All students and student organizations are subject to the disciplinary procedures prescribed in this code. If a student, 
allegedly involved in a violation of the Student Conduct Code, separates or graduates from the University prior to resolution, 
the disciplinary process can continue at the discretion of the University. If a hearing is not pursued upon the separation of the 
student, the pending charges will be resolved, at the discretion of the University, prior to any future readmission. 
 A. Initiation of Charges — The Department of Student Affairs bears the responsibility for the initiation of disciplinary  
  procedures against a student for alleged misconduct which could result in expulsion or suspension from the University. The 
  Department of Student Affairs will review instances of reported misconduct to determine if disciplinary proceedings should 
  be initiated. Any member of the campus community may register a complaint in writing with the Department of Student 
  Affairs against a student for alleged violation of University policy. In the absence of sufficient information as determined by 
  the Dean of Students or designee, a complaint will be dismissed. 
 B. Notification of Charges — Once it is determined that disciplinary proceedings will be initiated, the accused student or  
  student organization will be provided written notification of the charges. Notification will specify the alleged violation of 
  this code. Notification will also inform the accused student to arrange immediately a pre-hearing interview with the Dean of 
  Students or designee.  
  If the student does not arrange for a pre-hearing interview, the Student Conduct Code and a letter scheduling a hearing will 
  be sent to the student.   
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 C. Options for Resolution of Disciplinary Charges — It should be clearly understood that there is a fundamental difference 
  between the nature of student discipline and that of criminal law. Regardless of the options exercised for resolution of 
  charges, the discipline of students within the University community must be consistent with the educational mission of the 
  institution. At the pre-hearing interview with the Dean of Students or designee, the charged student will have all the  
  disciplinary options outlined below fully explained:  
  1. Plead not responsible to the charge (s) and have a regular hearing before the Judicial Council where a determination of 
    responsibility will be made. If held responsible by the Judicial Council, an appropriate sanction (s) will be determined.  
  2. Plead not responsible to the charge (s) and request an administrative hearing before the Vice President for Student Life or 
    designee where a determination of responsibility will be made. If held responsible by this administrative hearing officer, 
    an appropriate sanction (s) will be determined. The Vice President or designee may decline to conduct the hearing, in 
    which case the matter must be heard by the Judicial Council. 
  3. Accept responsibility for the charge (s) and elect for the Judicial Council to determine an appropriate sanction (s). 
  4. Accept responsibility for the charge (s) and elect for the Dean of Students or designee to determine an appropriate  
    sanction (s).  The Dean of Students or designee may decline to conduct the hearing, in which case the matter must be 
    heard by the Judicial Council. 
 D. Pre-Hearing Interview – When the Department of Student Affairs determines that official proceedings will be initiated, the  
  accused student or student organization is responsible for arranging a pre-hearing interview with the Dean of Students or 
  designee. The purpose of  the pre-hearing interview is to insure that the accused will be sufficiently familiar with the 
  disciplinary process in order to adequately prepare and present a response at the hearing. At this interview the accused: 
  1. Will be advised immediately of the right to decline to make any statements to avoid the possibility of self-incrimination. 
    Refusal to speak or to answer questions shall not be interpreted as evidence of responsibility. 
  2. Will be advised of the alleged violations and an explanation of the prohibited conduct will provided.  The student will be 
   advised if suspension or expulsion is possible as a result of the hearing. 
  3. Will be advised of the identity of witnesses or others who will testify, the general content of their testimony, and the  
    content of any written material or physical exhibit which will be presented at the hearing. If additional information or new 
    witnesses are to be presented at the hearing, the accused student will be informed at least three days prior to the hearing 
    date and the information will be made available for the student’s review. 
  4. Will be advised that a list of those witnesses requested by the accused student must be provided and any written  
    statements by those witnesses must be included in the case file three days prior to the hearing.  Any additional written 
    information must be available to the Department of Student Affairs at least three days prior to the hearing date, for a  
    determination of relevancy, and to be included in the case file for the hearing authority to review. 
  5. Will be advised that an adviser may be present at the hearing. The adviser may not address the hearing officer or panel or 
    other persons at the hearing unless permitted by the hearing officer or panel. The role of the adviser will be to consult 
    with the accused at reasonable intervals during the course of the hearing. 
  6. Will be advised to consult further with the Dean of Students or designee concerning any questions or interpretations of 
    procedure. 
  7. Will be advised that hearings are scheduled to provide the accused student a minimum of five days from the date of  
    notification of charges (excluding weekends and holidays) during which to prepare a response. 
  8. Will be advised that any request for a delay of the hearing must be in the form of a written petition to the Department of 
    Student Affairs, which schedules hearings and determines whether a delay will be granted. Such a delay will not affect 
    the student’s status. 
  9. Will be advised that the Department of Student Affairs may choose to delay the hearing for good cause. Such a delay will 
    not affect the student’s status. 
  10. Will be advised of options for resolution of disciplinary charges. 
 E. Failure to Respond — If the charged student or student organization has been properly notified of the charges and hearing 
  date, and still does not attend the scheduled hearing, the hearing will be conducted by the Vice President for Student Life 
  and a determination will be made based upon the available information.  The accused will be considered properly notified  
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  when the formal charge letter, the Student Conduct Code and the letter scheduling the hearing have been delivered to the 
  student’s address as indicated in the most current Student Directory compiled by the Registrar’s Office. 
 F. Dismissal of Charges — If the Dean of Students or designee determines as a result of the pre-hearing interview that  
  insufficient information exists to justify a hearing, the charge will be dismissed. 
 G.Hearing Procedures 
  1. During a hearing, the accused student is entitled to: 
    a. Appear in person, hear all information presented and present any relevant information, call witnesses, and ask  
    questions of witnesses present at the hearing. 
   b. Elect not to appear at the hearing, in which case the hearing shall be conducted in the accused’s absence. 
   c. Refuse to answer any questions or make a statement; the hearing authority shall make its decision solely on the basis 
    information presented at the hearing. 
   d. Challenge the presence of a Judicial Council member for cause. Cause is defined as personal bias, prior involvement, 
    or inappropriate access to information concerning the incident. The removal of a Judicial Council member for cause 
    will be at the discretion of the remaining council members as determined by majority vote. 
   e. Confidentiality. All hearings shall be conducted in private session. All statements, information, or comments given 
    during hearings will be held in the strictest confidence by members of the Judicial Council, University staff, witnesses 
    and advisers before, during, and after deliberation. Video, audio, stenographic, or photographic recording of hearing 
    proceedings are prohibited, except as authorized by the Department of Student Affairs. 
  2. The hearing authority will exercise control over the hearing to avoid needless consumption of time, repetition of  
   information, and/or prevent the harassment or intimidation of participants. The hearing can be recessed at any time. 
  3. All hearings shall be conducted in an informal manner and technical rules of evidence will not be applied.  The taking of 
   statements of witnesses may be done by discussion, though the testimony of each witness may be subject to questions and 
   rebuttal.  While written statements are admissible, the accused shall have the opportunity to question and rebut the  
   testimony, unless extenuating circumstances preclude this option.  Any written witness statements must be available in 
   the file for review three days prior to the hearing. 
  4.  Witness shall be present during a hearing only during the time they are testifying unless the violation is one in which 
   there is a specific individual victim. 
  5.  Cases in which there is a specific victim include but are not limited to violations of sexual misconduct or physical  
   assault.  In such cases, the victim may be present throughout the hearing and may also have an advisor present.   
   Questioning of the victim by the accused student will be directed to the Council and the chair of the Council will direct 
   the question to the victim.  
  6.  The Dean of Students or designee is responsible for scheduling, coordinating, and presenting all cases. 
  7.  The Dean of Students or designee will make a tape recording of all hearings, where a student pleads nor responsible or 
   when a charged student requests it.  The accused shall have the right, upon request, to listen to the recording in the  
   presence of a staff member of the Department of Student Affairs.  The accused may request a duplicate copy of the  
   recording within a period of six months from the date of the hearing and must assume the cost of this expense. 
 H. Hearing Decisions 
  1.  Upon completion of the haring, the hearing authority shall in private session consider the information presented to  
   determine responsibility or to drop the charges due to insufficient information.   
   2.  The hearing authority shall consider only the information presented at the hearing, and responsibility can only be  
   determined by clear and convincing information. 
  3.  In a Judicial Council hearing, a majority vote of council members shall be required to find the accused responsible and to 
   assign a sanction.  Four members constitute a quorum.  The Dean of Students or designee may offer an opinion regarding 
   appropriate sanction. 
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  4.  If responsibility is acknowledged or determined, prior to the determination of the sanction (s), the hearing authority shall 
   allow the introduction of information concerning the past conduct record of the accused and a victim impact statement 
   which details the impact on the victim the violation caused.  The statement may be written or oral.  These will be  
   provided by the Dean of Students or designee in the presence of the accused. 
  5.  If the student found responsible does not choose to be present, the student’s prior record and victim impact statement will 
   be introduced in his or her absence. 
 I.  Notification of the Decision 
  1.  Upon completion of all deliberations, the hearing authority will notify the Dean of Students or designee of the full  
   decision. 
  2.  The written decision from the hearing authority shall consist of written confirmation of the decision including the  
   findings of fact, the determination of responsibility, the complete description of any sanction imposed or the decision to 
   drop the charges (s) due to insufficient information.  The hearing authority will generally send the letter to the Dean of 
   Students or designee with 24 hours after completion of the hearing. 
VII. Disciplinary Sanctions 
 The purpose of imposing sanctions are twofold: to protect the University community from behaviors that are  
detrimental to the educational process of the community; and to assist students in identifying acceptable parameters of their 
activities and consequences of future behaviors. The severity of the sanctions imposed is intended to correspond with the  
severity or frequency of violation, as well as the student’s willingness to r commit himself or herself to good citizenship through 
behaviors that fall within the conduct regulations of the University. The following disciple nary sanctions may be imposed upon 
a student responsible for a violation either singly and/or in combination: 
 A.Expulsion — Expulsion is permanent disciplinary separation from the University involving denial of all student privileges. 
  Expulsion shall be effective on the date of notice of the expulsion, or later if so stated in the notice; and shall be entered into 
  the student’s permanent record (transcript). Students separated from the University by expulsion may not enter University 
  premises or University-related premises without securing prior approval from the Vice President for Student Life. 
 B. Suspension — Suspension is temporary disciplinary separation from the University involving denial of all student  
  privileges. Su pension shall be effective on the date of notice of the suspension or later if so stated in the notice; shall be 
  entered into the student’s permanent record (transcript); and shall prescribe the date and conditions upon which the student 
  may petition for readmission. Conditions for readmission may include, but are not limited to, disciplinary probation for a 
  specified length of time; non-residence on campus; restricted visitation to specified campus facilities; and written statement 
  from an accredited mental health professional or medical doctor verifying the capability of the student to function  
  successfully at the University. Students separated from the University by suspension may not enter University premises or 
  University related premises without securing prior approval from the Vice President for Student Life. The suspension  
  notation will be removed from the student’s permanent record, by the Registrar, upon the student’s graduation. The  
  suspension notation can also possibly be removed earlier by petitioning the Vice President for Student Life. 
 C. Residence Hall Separation — Residence Hall Separation involves removal from the campus residence hall community for 
  conduct which clearly demonstrated an inability to function appropriately in the residence hall living situation. Such  
  separation may be permanent or for a specified number of semesters. Such separation prohibits accessibility to all or  
  designated residence halls and associated dining facilities. Visitation will not be permitted without securing prior approval 
  from the hearing officer or panel. In no case will separation be less than the remainder of the semester in which it takes 
  place. 
 D.Disciplinary Probation —A period of review and observation during which a student has been officially notified that his/her 
  conduct, although not serious enough to warrant suspension, was very inappropriate. Subsequent violations of University 
  rules, regulations or policies (even after a particular probationary period expires) could result in a more severe sanction.  
  Disciplinary Probation is a status which may involve restrictions, conditions or terms imposed for a definite period of time. 
  Restrictions, conditions, or terms of probation may include but are not limited to: ineligibility to participate in campus  
  activities or events; periodic contact with a designated member of the campus community; restrictions on accessibility to 
  University facilities and/or housing areas; and change of housing assignment. Restrictions, conditions, and terms will be 
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  imposed for a specific length of time not to exceed the length of the probationary period. Failure to comply with the terms 
  and conditions of the probation or additional behavior in violation of this code during the probationary period will likely 
  result in more serious disciplinary action. 
 E. Disciplinary Warning – Disciplinary Warning involves written notice to the student indicating that specific behavior or 
  activity was in violation of this code and that repetition of similar or other unsatisfactory behavior would likely result in 
  more serious disciplinary action. Disciplinary Warning may also involve conditions, such as those listed above, that are 
  intended to be educational in nature. 
 F. Restitution – Restitution is not a fine; it is reimbursement for actual damage to, destruction of, or misappropriation of  
  University property or property of any person which results from conduct in violation of this code. The administrative  
  hearing officer or hearing panel will determine the appropriate reimbursement. 
 G. Termination of the Privileges of a Registered Student Organization — Termination of the Privileges of a Registered Student 
  Organization is the loss of any or all privileges of a registered student organization. Imposition of this sanction does not 
  preclude disciplinary charges against individual members of the organization. 
 H. Termination of the Registration of a Registered Student Organization — Termination of the Registration of a Registered 
  Student Organization is the discontinuation of the registration of the registered student organization. This means the  
  organization can no longer function. Imposition of this sanction does not preclude disciplinary charges against individual 
  members of the organization. 
 I. Creative Sanctions- As deemed appropriate by the hearing officer, sanctions such as reflective papers, fines, work projects or 
  other creative sanctions. 
 J. Parental Notification for Violating the University’s Drug or Alcoholic Beverage Policy- When found responsible for  
  violations of these conduct standards, the hearing authority may decide to notify the responsible students’ parents or legal 
  guardians of these violations as allowed by Federal law. This will only occur after the hearing authority has discussed this 
  possible notification with the student and the student is under 21.  
VIII. Appeals  
 Appeals must be presented, specifically described in writing to the next level of authority in the disciplinary chain of 
command. An appeal is not a new hearing. It is a review of the record of the original hearing. The accused student and his/her 
advisor has the right to review the accused student’s disciplinary file, including any tape recording of the hearing. An appeal 
may be dismissed if not sought on proper grounds. If an appeal is upheld, the case with procedural specifications shall be  
referred to the original hearing officer/panel. Any sanction imposed as a result of a hearing shall remain in effect during the 
process of appeal. The appeal officer has the authority, under extenuating circumstances, to defer the imposed sanction while an 
appeal is in process. In any event, sanctions may not be increased as a result of an appeal. An appeal may be sought on two 
grounds: 
 A. On a claim of error in the hearing procedure. Appeals on such grounds must be presented, specifically described, in writing 
  within five days (excluding weekends and holidays) of the announcement of the decision. 
 B. On a claim of new evidence or information material to the case which was not available at the time of the hearing. Appeals 
  on such grounds must be presented, specifically described, in writing within five days (excluding weekends and holidays) of 
  the new evidence having been discovered. The following is the disciplinary chain of command: 
     Hearing Authority—Appeal Officer 
                    Judicial Council—Vice President for Student Life 
     Dean of Students or designee—Vice President for Student Life 
     Vice President for Student Life—President 
IX. Summary Suspension 
 A. Summary suspension is an action which requires a student to immediately leave University property, and not return during 
  the suspension period, and/or comply with other stated conditions for a specified period. Summary suspension may be  
  imposed upon a student by the Vice President for Student Life or a designee when there is reason to believe, based on avail
  able facts, that the student represents an immediate threat to the safety, health, or welfare of herself/himself, other persons, 
  or property.  This summary action is warranted by potential or threatened danger or disruption, but is indicated only when  
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  the serious nature or immediacy of the threat makes it impractical to follow normal disciplinary procedures.  Summary  
  actions authorized by this policy include: 
  1. Temporary suspension of a student’s eligibility for enrollment or attendance, as well as denial of the student’s access to 
   University facilities or property. A student may be summarily suspended for a specified period of time or the suspension 
   may be scheduled contingent upon certain events or conditions. 
  2. Temporary suspension or limitation of a student’s eligibility to enjoy certain privileges, or participate in or attend certain 
   events (or  certain kinds of events) without the suspension of enrollment status. This summary action may prohibit a  
   student’s presence on University property or certain facilities, or impose conditions which must be met in order for that 
   student to enjoy certain privileges, participate in activities, or attend events. 
 B. When a student is summarily suspended, she or he is given a copy of this policy and notice explaining the reason for, and 
  duration of the suspension, as well as any conditions that may apply. A student notified of such summary action shall, upon 
  written request, be given an opportunity to meet with the Vice President for Student Life or a designee within five business 
  days from the date of the request. This meeting shall be held to consider only the following issues related to the summary 
  action: 
  1. The reliability of information alleging a student’s misconduct, and 
  2. Whether the conduct or surrounding circumstances reasonably indicate the student’s presence on campus or continued 
   unrestricted participation in campus affairs would pose an immediate threat to the safety, health, or welfare of persons or 
   property.  
   NOTE: It is not the purpose of the meeting to hear information concerning responsibility of pending or possible charges 
   against the student. 
 C. Following the imposition of summary suspension, standard University disciplinary procedures shall be provided as  
  expeditiously as possible. Unless circumstances render the implementation of standard disciplinary procedures impossible 
  or unreasonably difficult, these procedures shall be initiated within 10 University business days from the effective date of 
  the summary action. Circumstances reasonably indicate the student’s presence on campus or continued unrestricted  
  participation in campus affairs would pose an immediate threat to the safety, health or welfare of persons or property. 
 D. Any student who is summarily suspended and returns to the campus or University property and/or violates other stated 
  conditions during the specified period shall be subject to further separate action and may be treated as a trespasser.  
  Permission to be on campus for a specific purpose (e.g., to take an exam, to consult with the Vice President for Student Life 
  or designee, or to participate in disciplinary procedures) must be requested and obtained in writing or by telephone prior to 
  any conduct contrary to the suspension or conditions, and may be granted by the Vice President for Student Life or  
  designee. 
X. Disciplinary Files-Retention and Access 
 Disciplinary files are retained by the Department of Student Affairs and are considered part of the educational record. 
A student’s disciplinary file is not released outside the University without written co sent of the student. Disciplinary  
information will be provided within the University to individuals who are determined to have a legitimate, educational interest 
in obtaining this information in accord with the Family Educational Rights and Privacy Act of 1974 (as amended). A student’s 
disciplinary file is retained for a specified length of time. The maximum sanction imposed determines how long a file is  
retained before being destroyed. 
 A. Permanently Maintained: Expulsion, Termination of Registration of a Registered Student Organization 
 B. Maintained Three Years After Graduation: Suspension 
 C. Maintained Until Graduation: Residence Hall Separation, Academic Misconduct 
 D. Maintained Until Graduation or Seven Years from Date of Hearing (whichever is earlier): Disciplinary Probation,  
  Disciplinary Warning, Restitution 
 E. Maintained Three Years from Date of Hearing: Termination of the Privileges of a Registered Student Organization The 
  sanctions of Expulsion and Suspension are the only disciplinary sanctions that are entered into a student’s permanent record 
  (transcript). A student’s disciplinary file is maintained separately from any other academic or official file at the University. 
  In cases where the accused is found not responsible, no official disciplinary file will be retained. When charges are dropped,  
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  due to insufficient information, an official disciplinary file will be maintained until graduation or seven years from the date 
  of the hearing. 
XI. Judicial Council 
 A. The Judicial Council in addition to being a hearing authority shall serve as an advisory board to the Vice President for  
  Student Life with regard to formulating and implementing appropriate policies and procedures in discharging responsibility 
  for the total operation of the Student Conduct Code. 
 B. Any recommendation of the Judicial Council shall be forwarded to the Vice President for Student Life for approval and 
  implementation. When appropriate, the Vice President will inform the President of Winthrop University who retains the 
  right to make final decisions in accordance with the governance policy of the institution. 
 C. The Judicial Council shall consist of the following members: a Chair appointed from the faculty by the President of the 
  University, two faculty members elected by the faculty, and two  students appointed by the Council of Student Leaders. 
  When deemed necessary by the Vice President for Student Life a four  person council may hear a case. It shall be the  
  prerogative of the President of the University to appoint alternate members of the faculty to serve during holidays and the 
  summer months. 
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 TRAVEL AUTHORIZATION 
 Before your organization travels, stop by Dinkins 218 and fill out a Travel Authorization Form.  The Travel  
Authorization Form needs to be completed and approved a minimum of three weeks prior to the travel date. This form is the 
important first step in completing your paperwork for your trip. 
 The document serves several purposes. First, the accounts payable department is given official notification of the 
correct department that reimburses or prepays the club or organization; secondly, you are able to request a rental vehicle in 
advance and get proper approval; and thirdly, you will use this form to submit the names and emergency telephone numbers of 
all the other members of your group that are going on the trip in case of emergency. 
 WINTHROP VEHICLE USE POLICY 
 Student organizations requesting the use of Winthrop vehicles must first consult with the Program Director for Clubs 
and Organizations to determine whether or not the request warrants use of a University vehicle.  Vehicles are restricted to a 50-
mile radius of Winthrop.  Provisions governing vehicle use include: 
 A. All drivers must have a valid driver’s license. 
 B. Vehicles may not be used for social events involving alcoholic beverages. 
 C. Bus drivers must be approved and/or certified. Vehicles carrying 16 or more passengers require a driver with a valid  
  commercial driver’s license. 
 D. Vehicles may be used only when usage is consistent with the purpose of the organization and enhances the mission of the 
  University. 
 E. Organizations utilizing Winthrop vehicles must have a campus budget account reflecting sufficient funds to cover  
  transportation cost. 
 F. Vehicle needs beyond the 50-mile radius for official Winthrop use are acquired through local rental agencies.  
 Contact the Department of Student Affairs for more information. 
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 COPYRIGHT POLICY 
 The U.S. Copyright Act (U.S.C. 17, 101, and 106) grants all rights of public exhibition of a copyrighted work to the 
owner of the copyright.  Under the current U.S. Copyright Act, viewing movies are classified into two categories (in addition to 
classroom use): Private home showings for members of family and a limited number of guests; and Public performances at 
which anyone may attend or at which the audience is not family.  The rules apply whether or not admission is charged. 
  Public Viewing of Films/Movies (DVD’s and Video Tapes) 
 This policy has been developed to serve as a guideline for student organizations, departments or individuals who wish 
to hold a public viewing of a film/movie.  Any student organization, college department or individual interested in showing 
films/movies (DVD’s and video tapes) whether to its members or to the “general public”, must purchase the public viewing 
rights (copyright) for that particular film/movie even if admission is not charged. 
 Public viewing is defined as either: 
 A.A place open to the public where the performance is held or,  
 B. A place where a substantial number of people who are not family members or friends is gathered.  “Friend” is somewhat 
  loosely defined as “having a social relationship” with another person. 
 The only exception to the public performance fees is that for colleges and universities in the case of face-to-face 
classroom instruction by a faculty member.  Section 110 of the 1984 Copyright Act does provide a specific exemption to the 
licensing of what is clearly a public performance and what is face-to-face teaching.  This means that a faculty member may 
show a film/movie in or outside of the normal class period, however, it is only for those students who are registered for the 
class.  In addition, the film/movie must be shown in spaces that are designated for instruction; therefore library screening 
rooms, residence hall or student union lounges and cafeterias do not qualify. The showing of a movie as part of a lecture in a 
residence hall as part of the hall’s educational purpose does not constitute face-to-face classroom instruction and therefore a 
license must be obtained. 
 DVD’s and video tapes that are rented from video stores, purchased or checked out of the library are for home view-
ing purposes only, meaning they can only be viewed in private living spaces.  For campus purposes, this means an individual 
residence hall room/suite.  The same rules apply for movies and/or television shows that are recorded at home on VCR’s.  The 
purchase of a pre-recorded film/movie does not give the tape owner the right to a public performance of that film/movie.  Per-
mission must still be obtained. 
 Please note that showing a film without first obtaining the copyright puts the university, your organization and your-
self at risk of liability, which can include fines, penalties, court costs and legal fees.  Any willful infringement of the copyright 
“for purposes of commercial advantage or private financial gain” is a federal crime.  Anyone involved with the illegal showing 
of a copyrighted film can be named in a copyright infringement suit.  This includes student organizations, academic depart-
ments, organization advisors, and university officials as well as the individual who knowingly operated the equipment at the 
illegal showing(s). 
 Individuals wishing to obtain legal permission to show a film must contact the copyright holder or the representative.  
This information is usually found on the DVD.  
 

Adopted by Executive Officers August 2005 
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VII. ADVERTISING AND PUBLIC RELATIONS 
 BANNERS 
 Any requests for space to hang banners need to be directed to Information Services on the main floor of Dinkins 
Student Center. Banners may only be hung in Dinkins Student Center. 
 CONVOCATION PICNIC 
 Each fall on the Tuesday before classes start, Winthrop University hosts a community Convocation Ceremony & 
Picnic on the front lawn of campus.  During the afternoon picnic, hundreds of organizations promote themselves to the entire 
Winthrop community.  All student organizations are welcome to sign up for a table in advance.  At a designated time on 
Convocation Day, the front lawn will be made open for first-come, first-served access to tables.  Clubs and Organizations must 
contact the Office for Clubs and Organizations to reserve a table for Convocation by August 15th.  For more information, 
please contact Student Affairs, 218 Dinkins, 323-2248. 
 CLUBS & ORGANIZATIONS FESTIVAL 
 Each fall the Council of Student Leaders and the Office for Clubs and Organizations sponsors a Clubs and  
Organization Festival on the lawn of Dinkins for organizations to promote and recruit new members.  Music, food and fun are 
guaranteed.  Organizations who participate are expected to participate in the festival. 
 CAMPUS INFORMATION MEDIA 
 The following publicity services are provided to student organizations free of charge through the Department of 
Student Affairs.  These services must be requested through the Campus Event Information Form in a timely manner. 
 Eagle Vision Billboard Channel 99 
 PowerPoint slides displayed on Winthrop closed-circuit TV; need 2 weeks advance notice 
 Rock Hill Access Channel 18 
 PowerPoint slides displayed on Rock Hill TV Channel 18; need 2 weeks advance notice 
 E-MAIL DISTRIBUTION 
 While campus-wide e-mails to students (allstudents@winthrop.edu) and faculty/staff (faculty-staff@winthrop.edu) 
are permitted, the Information Technology office regulates all uses.  Please be familiar with the Information Technology 
Acceptable Use policies regarding campus e-mails. 
 INSTRUCTIONAL TECHNOLOGY CENTER 
 The ITC, located in 307 Withers, has laminating and bulletin board supplies for use.  Call x2136 for more 
information. 
 MAILING INFORMATION 
 On-campus Mailings   
  Free-of-charge to registered organizations (inactive/non-registered organizations are not eligible) for official business 
only.  The mailing must have the organization name on the upper left and must be addressed to the individual with PO Box 
number or department information.  No mass mailings will be distributed to PO Boxes without Name and Address Information.  
Any mailings addressed to PO Boxes must be in numerical order by box number and mass mailings addressed to departments 
must be sorted by department. 
 Off-campus Mailings   
  Normal postage rules, regulations, and charges apply.  Payment for these mailings can either be made directly to the 
Post Office or can be arranged through the Department of Student Affairs.  The mailing must have a full return address on the 
upper left. 
 Winthrop Mailing Labels   
  In order to obtain labels for all students, faculty, or staff, you will need to get your advisor to submit a written request 
according to the following: 
  Student Labels:  E-mail southerdd@winthrop.edu with a brief purpose for the mass mailing.  Resident Student labels 
must be in PO Box order. Labels can be arranged by last name or zip code, with permanent or local addresses, and can be 
limited by class, gender, major, college, QPA, or most other categories of information in the Winthrop database.  Dinah 
Southard will work with you if you have specific needs, i.e. recruitment mailings for organizations that restrict membership by 
major/college and QPA. 
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 Faculty/Staff Labels:  E-mail longms@winthrop.edu or hraahelp@winthrop.edu with the purpose for needing the 
mass mailing and the type of print-out you would like: all employees, permanent and temporary; all permanent employees; all 
faculty, permanent and temporary; all permanent faculty; all staff, permanent and temporary; all permanent staff.  They can be 
arranged alphabetically or by department, with on-campus addresses or off-campus addresses (only for special purposes). 
 PUBLICITY IN DINING HALLS 
 Publicity can be placed in Dining Halls with the approval of the Office for Clubs & Organizations and ARAMARK 
Dining Services.  The form can be found in the Student Affairs office, 218 Dinkins, or online.  Submit the form and a sample of 
the publicity materials to the Coordinator for Clubs & Organizations, then take to Dining Services in East Thomson for final 
approval.  Your organization will be responsible for the distribution and disposal of all publicity materials. 
 RSA PUBLICITY IN THOMSON 
 The Winthrop Wall was initiated by the Division of Student Life as an opportunity to showcase as many campus 
organizations as possible. The Resident Students’ Association has taken on the task of its development and maintenance.  The 
Winthrop Wall, consisting of ten display cases, is located on the east wall of the Thomson Cafeteria (opposite Eagle Express).  
This idea came about to provide an arena for student organizations to advertise freely, and to provide an unbiased, fair system 
for advertising.  The displays on the wall are available (free of charge) to all student organizations in good standing with the 
Department of Student Affairs.  Organizations can use this space for displays, information on the group’s existence and 
function, special events, speakers, cultural events, or other events directly under the organization’s control. 
 Display cases on the wall will be available on a first come, first serve basis.  Copies of the Winthrop Wall Space 
Allocation Request forms may be obtained at two locations: on a wall-tray in the hallway of the RSA Office (West Thomson 
room 143) or the office of John Timmons (RSA Advisor) which is located in West Thomson room 147.  All eligible student 
groups must fill out this space allocation request form with the effective dates for which they would like their advertisement to 
cover.   
 All forms must be returned to the Department of Residence Life office (Dinkins Room 233) or John Timmons’s 
office. Each organization will be assigned a two week time period to begin on a Friday and end on the second Friday following.  
Time blocks will be overlapped so that no more than half of the displays will change at any given time. 
Please refer to the Appendix of Forms. 
 STUDENT PUBLICATIONS AND ELECTRONIC MEDIA 
 On-campus advertising is available through student media at Winthrop: the Johnsonian newspaper, the Roddey-
McMillan Record multi-cultural newspaper, and WINR radio station.  Contact these groups for more information: 
 Johnsonian – x3419 
 Roddey-McMillan Record – x2592 
 WINR – x2506 
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 UNIVERSITY RELATIONS AND PRINTING SERVICES 
  The Office of University Relations exists to promote Winthrop and facilitate effective communication within the 
college community and between the campus and the public. The guiding philosophy of the University Relations Office is 
service to students, faculty, staff, administration, alumni and other constituencies. In this, University Relations offers several 
opportunities for clubs & organizations: 
 News – As official intermediary between the university and the news media, the Office of University Relations responds 
directly to news inquiries. The news bureau publicizes campus events, activities and other noteworthy accomplishments of 
students, faculty and staff. For example, hometown news media are notified who makes the dean’s list, who receives campus 
honors and awards, and what is happening on campus that might interest the public. Student organizations can help the staff by  
providing information about activities, new members, and special projects. 
 Photographs – The Office of University Relations coordinates the campus’ photographic needs, including black-and-
white and color prints and color slides. Extensive photo files, housed in the University Relations’ office, can help with 
publication and slide show needs.  These may be borrowed with the assistance of department staff. 
 Web Services – The Web Services division of University Relations creates and maintains the official Web presence for the 
university . By visiting the Web Services' section of University Relations' Web site, campus members may find useful tools for 
creating or enhancing their own sites. 
  Printing Services provides typesetting, printing and photocopying for students, faculty and staff. Jobs that need 
photocopying only should be submitted four or five working days in advance of the date due. Small jobs that require typesetting 
(such as letterhead, invitations, flyers, etc.) should be submitted two to three weeks in advance of the date due. Larger jobs 
(such as booklets or two-color posters) that need typesetting and design work should be submitted four to six weeks in advance. 
Printing Services is located in 105 McBride Hall and can be reached at 323-2221. 
 HELPFUL HINTS IN CREATING EFFECTIVE PROMOTIONS– EFFECTIVE PUBLIC RELATIONS 
 Identity – create identity for your organization by using a consistent logo or style to all your promotions.  If I showed you 
this symbol:     what comes to mind?  Nike, of course.  Their identity has been established and is now widely recognized.  
Identity will help students recognize your advertising among the hundreds on campus. 
 Information – Be sure to always include the following information on all your advertising: 
 Name of Event Date/Time Location  Cost 
 Cultural Event? Logo  Website  Contact Information for questions 
 Interest Groups that may have an interest in your events should be sent information 
  Winthrop – find other clubs & organizations or departments on campus 
  Local – check the Herald for listings of local groups 
  Regional – check the Charlotte Observer, charlotte.citysearch.com  
     (Directory section, Community listings), gocarolinas.com  
     (Find It: Clubs & Organizations),  charlotte.creativeloafing.com  
     (Events tab, community listings), and www.artandscience.com  
 Inventive Ideas – try to think of creative ways to promote your event.  Come up with a mascot, use a catchy slogan or 
event title, or create suspense and anticipation! 
 Impressive Designs – publicity is best when it is kept simple.  Remember that first impressions about your flyer will be 
important in getting students to your event.  Don’t fill flyers with too much information, excessive images, or hard-to-read 
fonts.  Bright colors aren’t always the answer; just pick a color that isn’t currently being used for other organizations’ 
promotions.  Being  different from other publicity is more important than being brighter. 
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 DINKINS STUDENT CENTER 
 The headquarters for Student Affairs on the Winthrop campus is the Dinkins Student Center. The facility houses 
administrative offices including the Vice President for Student Life, the Dean of Students, Residence Life, offices of Clubs and 
Organizations, Minority Student Life, Greek Life, Orientation, Service Learning, and Americorps, and Information Services. 
 Dinkins is home to the Council of Student Leaders, Dinkins Student Union, the post office, Across the Street (ATS), 
and the Dinkins Food Court. 
 The main floor of Dinkins includes lounge areas equipped with televisions, pool and ping pong tables for use by 
Winthrop students and their guests. Also located on the main floor is the Dinkins Information Center which provides campus 
guides, game room equipment, tickets for campus events and general information.  The center is open during building hours. 
Also available in Dinkins are organizational meeting rooms, lounges and a small auditorium. Organizations interested in 
reserving space in Dinkins should contact the Dinkins Information Center, 323-2247. Dinkins Student Center hours are Monday 
through Friday, 8:30 a.m.-11 p.m.; Saturday and Sunday, 11 a.m.-11 p.m. 
 DINKINS STUDENT UNION 
 Dinkins Student Union, the campus student association in charge of programming entertainment for the Winthrop 
community, offers numerous opportunities for interested students to become involved in student activities. 
Each semester DSU brings comedians, singers, bands, lectures, and novelty acts to campus. Leadership positions include the 
DSU president, vice president, secretary, historian, programming chairs and vice chairs, a publicity team, public relations and a 
technical services position. 
 The Comedy/Novelty committee brings some of the best rising campus comedians in addition to scheduling popular 
novelty programs such as magicians, ventriloquists and hypnotists. The Contemporary Music/Coffeehouse committees bring 
diverse musical offerings such as rising singer/songwriters and bands of various musical genres and styles to campus. Lecture/
Performing Arts committee is responsible for bringing speakers and poets, etc.,  to Winthrop who will address significant issues 
that affect students and the world today. The Special Events committee brings in acts that do not necessarily fit within the 
confines of Music/Lecture/ Comedy such as sponsoring the The Great College Drive In Movie, etc. The Publicity and public 
relations team are responsible for providing high visibility of DSU events to the Winthrop/Rock Hill community through 
promotion efforts. Many of the events that DSU sponsors are cultural events as that is part of DSU’s mission of “providing a 
variety of educational offerings of an academic, social or cultural nature, outside of the classroom... promoting an appreciation 
of diversity...and to expose the university community to new ideas, activities and forms of entertainment.” 
 For more information on how to get involved in DSU and its activities, please contact Dinkins Student Union, 106 
Dinkins Student Center, 323-2376. or visit the website at: www.winthrp.edu/studentaffairs/dsu/ 
 INTERNATIONAL CENTER 
 Winthrop ’s International Center located in 206 Tillman Hall, offers an array of services for the campus faculty, staff 
and students. Studying abroad, offered to both undergraduate and graduate students, affords the student a unique opportunity for 
academic advancement, travel and cultural emersion. Winthrop currently maintains agreements with institutions in China, 
Austria, Australia, England, Egypt, Spain and France. Studying abroad does not mean, however, that students are limited to the 
countries outlined above. Through “coattail” agreements with other colleges and universities, students may seek out 
opportunities for travel and study in the most far-reaching corners of the world.  Opportunities are available for special summer 
study/work abroad. 
 Characteristic of an institution that encourages diversity, Winthrop offers support for the diversified needs of students 
from other countries. Winthrop’s International Student Advisor coordinates orientation programs for new international students, 
provides assistance with obstacles encountered on campus and in the community, advises students on remaining in proper status 
with the Immigration and Naturalization Service, and serves as the adviser to Winthrop’s International Club and annual 
International Festival.  Office hours are Monday through Friday, 8:30 a.m. - 5 p.m.  The Director of the International Center and 
International Student Adviser, (323-2133) are located in Tillman 206B and 204 respectively. 
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 MULTICULTURAL STUDENT LIFE 
 The Office of Multicultural Student Life is located in 107 Dinkins. The goal of this office is to provide opportunities 
for students to value and appreciate the cultures and lifestyles of others.  Programs generated from this office are designed to 
augment the academic, personal, cultural, and social development of all students. All students are challenged to go beyond and 
step “out of the box.” The philosophy of the Multicultural Student Life Office is to provide a- more than me experience- for 
students. This experience should especially challenge those that rarely engage in diversity awareness, training, and interactions. 
 Winthrop’s culturally based clubs and organizations such as the Association of Ebonites, Jewish Student  
Organization, and the Chinese Student Association provide educational and social programs to compliment and encourage the 
diversity of campus programming. 
 For more information on Multicultural Student Life activities and programs, please contact 218 Dinkins, 323-4508. 
 POST OFFICE AND CAMPUS MAIL 
 A branch of the U.S. Post Office is located on the main floor of Dinkins Student Center. Mailboxes are provided at no 
charge to resident students. Commuting students may rent a post office box for a $35 annual fee.  Service windows are open 
Monday through Friday, 8:30 a.m.-3:15 p.m. The student mailboxes are near the post office windows.  Mail is not boxed on 
Saturday or Sunday. 
 All mail to be delivered to campus addresses should be deposited in the ‘‘campus mail’’ slot located beside the post 
office service windows. 
 For more information on mailing services provided to student organizations, please reference the Advertising and 
Public Relations section of this handbook. 
 For additional information on postal services and policies, please contact the Postal Center, Dinkins Student Center 
main floor, 323-2293. 
 SERVICE-LEARNING CENTER 
 The Service-Learning Center serves as a clearinghouse for community service and community service-learning 
opportunities, acting as a resource for students faculty, staff and service agencies in the Rock Hill area. The Center serves as the 
home of the Close Scholars program, the America Reads Challenge, the Boys’ Home Tutoring project and many more service 
opportunities are coordinated through the Center. It also assists professors with service-learning activities in the classroom, and 
conducts presentations for residence halls and organizations. Students are encouraged to stop by the office to check out the 
volunteer database. The Service Learning Center is located in Dinkins 120. 
 LEADERSHIP WINTHROP 
 Coordinated through the Department of Student Affairs, Leadership Winthrop is a program designed to introduce 
students to leadership topics, promote self-awareness and provides students an opportunity to actively participate in campus life 
and develop friendships with other leaders on campus. 
 Leadership Winthrop consists of two orientation sessions and six workshops. Topics include such areas as leadership 
styles, teamwork, communication, dealing with change, conflict resolution, decision making, delegation and motivation. 
Workshop facilitators include Winthrop professionals, current student leaders and professionals from the Rock Hill and 
Charlotte areas. Leadership Winthrop meets (once a week) in the Spring Semester of each school year from 3:30 - 4:45 p.m. 
Information concerning the course will be distributed via the Dinkins Information Desk. For additional information on the 
program, please contact Boyd Jones, 106 Dinkins, 323-2108. 
 LEADERSHIP INITIATIVES  
 Leadership Initiatives provides clubs and organizations support and leadership training through a series of workshops, 
one on one assistance, articles and books. If your organization would like to design a workshop or retreat for a future meeting, 
please contact the office for clubs and organizations at 323-2146. 
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IX. APPENDIX 
 FORMS 
 Advisor Agreement 
  8 ½” x 11” 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  PDF File: print out, complete form, and sign. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
 Campus Information Media Form 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  PDF File: print out, type directly on form, and sign. 
  Hardcopy available in Student Affairs, 218 Dinkins. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
 Charter Application 
  8 ½” x 14” 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  Word Document: type directly on form, save, print out, and sign. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
 Club Sports Instructor/ Coach Contract 
  8 ½” x 11” 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  Word Document: type directly on form, save, print out, and sign. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2198 for questions. 
 Cultural Event Request Form 
  Available online: www.winthrop.edu/culturalevents 
  Online Form: type directly on webpage and submit. 
 Dining Services Publicity Approval Form 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  PDF File: print out, type directly on form, and sign. 
  Hardcopy available in Student Affairs, 218 Dinkins. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
 E-mail Address Request Form 
  8 ½” x 11” 
  Hardcopy available in Computing and Information Technology, 17 Tillman. 
  Submit to Computing and Information Technology, 17 Tillman. 
  Call 323-2400 for questions. 
 Fundraising, Solicitation, & Canvassing Form 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  PDF File: print out, type directly on form, and sign. 
  Hardcopy available in Student Affairs, 218 Dinkins. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
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 Leadership Winthrop Application 
  Available online in the Spring 
  Online Form: type directly on webpage and submit. 
  Hardcopy available in Student Affairs, 218 Dinkins. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2299 for questions. 
 Permit Application for Serving Beer & Wine 
  8 ½” x 11” 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  PDF File: print out, complete form, and sign. 
  Hardcopy available in Student Affairs, 218 Dinkins. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
 Printing Services Form 
  8 ½” x 11” 
  Hardcopy available in Student Affairs, 218 Dinkins or Printing Services, 105 McBride. 
  Submit to 105 McBride. 
  Call 323-2221 for questions. 
 Registration Form (Submitted on-line) 
  8 ½” x 11” 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  Call 323-2248 for questions. 
 Space Request Form (Submitted on-line) 
  Available online: www.winthrop.edu/mastercalendar 
  Online Form: type directly on webpage and submit. 
  Call 323-2211, x 6155 for questions. 
 Special Risk Accident Form 
  Available online: www.winthrop.edu/procurement/forms.htm 
  Word Document: type directly on form, save, print out, and sign. 
  Hardcopy available in Student Affairs, 212 Dinkins. 
  Submit to Student Affairs, 212 Dinkins. 
  Call 323-4503 for questions. 
 Student Allocations Event Worksheet 
  Available online: www.winthrop.edu/studentaffairs/ClubsOrgs/Forms.html 
  PDF File: print out and type directly on form. 
  Submit to Student Affairs, 218 Dinkins. 
  Call 323-2248 for questions. 
 Travel Authorization Form 
  Available online: www.winthrop.edu/procurement/forms.htm 
  Word Document: type directly on form, save, print out, and sign. 
  Hardcopy available in Student Affairs, 212 Dinkins. 
  Submit to Student Affairs, 212 Dinkins. 
  Call 323-4503 for questions. 
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 Travel Reimbursement Form 
  Available online: www.winthrop.edu/procurement/forms.htm 
  Word Document: type directly on form, save, print out, and sign. 
  Hardcopy available in Student Affairs, 212 Dinkins. 
  Submit to Student Affairs, 212 Dinkins. 
  Call 323-4503 for questions. 
 Winthrop Events Calendar Submission Form 
  Available online: www.winthrop.edu/calendar 
  Online Form: type directly on webpage and submit. 
 Winthrop Wall Space Allocation Request Form 
  8 ½” x 11” 
  Hardcopy available on a wall-tray in the hallway of the RSA Office (143, W. Thomson) or in 147 W. Thomson. 
  Submit to J.T. Timmons, 147 W. Thomson or Residence Life, 233 Dinkins. 
  Call 323-3512 for questions. 
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 DIRECTORY OF ASSISTANCE 
 323-Prefix 
Academic Computing Center 3491 
Accounting  2242 
Accounts Payable  2243 
Admissions, Graduate  2204 
Admissions, Undergraduate  2191 
Alumni Relations  2145 
AmeriCorps  2582 
Anthology 2171 
Athletics 2129 +4 digit personal ext. # 
Biology  2111 
Bookstore  324-3122 
Campus Directory (off Campus)  323-2211 
Campus Directory (on Campus)  0 
Campus Police 3333 
Career Planning 2141 
Change of Major/Academic Programs 2204 
Clubs and Organizations  2248 
College of Business 2186 
College of Education 2151 
Counseling Services  2233 
Cultural Events Schedule  4267 
Dean of Students  4503 
Dining Services  2119 
Dinkins Food Court 3409 
Dinkins Student Union 2108 
Eagle Newsletter  2129 
Employment/off Campus  2141 
Employment/on Campus 2189 
English Department 2171 
Facilities Management  2261 
Financial Aid  2189 
Greek Life  4507 
Graduate Office  2204 
Health Services 2206 
Housing  2223 
Human Resources 2273 
International Center 2133 
Java City 2511 
Job Listings  2141 
Judicial Affairs  4503 
Library Hours  2362 
Lost and Found (University 3333 
Master Calendar/On-line Space Reservations  2247 
Management and Marketing  2186 
Mathematics  2175 
Meal Card 2119 
Modern Languages 2231 
Multicultural Student Life 4508 

 
 
Music Department 2255 
National Student Exchange 4508 
New Start 2106 
Orientation/Peer Mentoring  2387 
Parking Decals  3333 
Payroll  2271 
Post Office 2293 
Printing Services  2221 
Records and Registration  2194 
Recreational Sports  2198 
Residence Life 2223 
Roddey-McMillan Record  3419 
Service-Learning Center  2387 
Small Business Development Center 2283 
Student Affairs  2248/4503 
Student Emergency Loan Fund 2189 
Student Life 2251 
Student Teaching/Internships  4750 
The Johnsonian 3419 
The Tatler  3418 
Thomson Cafeteria  2119 
Transfer Credit  2191 
Tuition and Fees 2167 
University Relations 2236 
Vending Machine Refunds  2167 
Veteran Affairs 2194 
WINR (Radio) 2506 
Winthrop Conference Center  2196 
Winthrop ID Office  4774 
Work Study 2189 
Writing Center 2138 
 
 

Please refer to the Winthrop University  
2005–2006 Telephone Directory for complete listings 


