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UNIVERSITY OF CENTRAL ARKANSAS 
BOARD POLICY 

!"#$%&'=7>?-.@' 400   

47?A-%0@' University Facilities – Scheduling, Use and Rental 

B20-'C6"D0-6@' 8/78 :-,$/-6@' Passim – most recent 02/23 
 
 

NOTE: This policy addresses the scheduling, use and rental of university facilities.  Ticketing 
services and fees are addressed in Board Policy No. 646. 
 
1. PURPOSE: 

 
The University of Central Arkansas (university) is a state-supported institution of higher 
education.  All university facilities are designed primarily to accomplish its educational 
objectives.  This document provides policies and procedures for the scheduling, use and rental 
of university facilities.  The word facilities, as used in this policy, includes all buildings, 
structures, fields, parking lots, and all other areas owned, leased, or operated by the university. 

 
2. ROLES AND FUNCTIONS: 
 

a. Centralized Scheduling System: The university maintains a calendar of all events 
occurring on campus.  Each 
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ii.   A majority (over 50%) of those attending events/meetings scheduled by RSOs or 
affiliated groups must be UCA students, faculty, or staff. 
 

iii.   Any costs associated with the event/meeting must be paid by the RSO or affiliated 
group. 

 
d. Decorations, props and any other materials that are brought to the building/facility by the 

person or group renting it may only be used or placed in the building/facility with the 
consent of the facility administrator. 

 
e. Proper attire, which includes shirt and shoes, must be worn at all times. 

 
f.   The university reserves the right to deny use of its facilities to any applicant when the 

university deems such use is not in the best interest of the university. 
 

g. All necessary UCA Police Department costs will be assumed by the organization or group.  
The facility administrator, in consultation with the UCA Police Department, will determine 
the security requirements for an event.  It is the organization’s or group’s responsibility to 
coordinate with the UCA Police Department and arrange appropriate security.  Failure to 
arrange proper security in a timely manner may result in cancellation of the event. 

 
h. Individuals or groups reserving space in a university facility will be responsible for the 

behavior of their members and guests and for any damage caused by the guest(s) or 
member(s) and agree to respect the rights of other groups using the facility.  All university 
visitors must abide by the rules, regulations and policies of the university as well as all 
federal, state and local laws. 

 
i.    Groups/organizations must be completely finished with the room, and tear-down/cleanup, 

by the time indicated on the request form.   
 

j.     Groups requiring audio/visual equipment must note the equipment needed on the 
reservation form.  Charges may be assessed for rental of equipment as well as labor costs 
for the set-up and break-down of equipment.  A damage deposit may be required. 

 
k. External groups may not appropriate or make use of the university’s name or any of the 

university’s trade or service marks or property in violation of copyright laws in their 
advertising materials.  Use of such material must be requested in writing.  Prior written 
authorization must be given before any use of such material regardless of the mode of 
transmission. 

 
l.    Alcohol may not be served or be on the premises unless authorized by the president 

pursuant to Board Policy No. 405. 
 

m. No animals or pets of any kind shall be permitted in any building/facility, except (a) 
service animals, (b) animals used by law enforcement, (c) domestic animals in the 
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b. Priority 2: activities sponsored by arts programs in the College of Arts, Humanities, and 
Social Sciences. 
 

c. Priority 3: activities sponsored by UCA Public Appearances. 
 

d. Priority 4: activities sponsored by and utilizing Brewer-Hegeman Conference Center. 
 

e. Priority 5: activities sponsored by RSOs. 
 

f.     Priority 6: activities sponsored by affiliated groups. 
 

g. Priority 7: activities of external groups. 
 

All groups requesting to use the Donald W. Reynolds Performance Hall must complete a 
reservation request form provided online. The form will be reviewed by the director of 
Reynolds Performance Hall.  If there are questions, the form will be forwarded to the dean of 
the College of Arts, Humanities, and Social Sciences.  If not resolved, it will be presented to 
the president’s executive staff for a final decision. 

 
7. SCHEDULING PRIORITIES FOR THE WINDGATE CENTER FOR FINE AND 

PERFORMING ARTS: 
 
I. THE CONCERT HALL AND RECITAL/REHEARSAL HALL 

 
a. Priority 1: activities sponsored by the Office of the President. 

 
b. Priority 2: activities sponsored by the Department of Music. 

 
c. Priority 3: activities sponsored by the College of Arts, Humanities, and Social 

Sciences. 
 

d. Priority 4: activities sponsored by UCA Public Appearances. 
 

e. Priority 5: activities sponsored by RSOs affiliated with the Department of Music. 
 

f. Priority 6: activities sponsored by RSOs affiliated with the College of Arts, 
Humanities, and Social Sciences. 
 

g. 
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Appearances who will consult with the chair of the Department of Music. If there are 
questions, the form will be forwarded to the dean of the College of Arts, Humanities, and 
Social Sciences.  If not resolved, it will be presented to the president’s executive staff for a 
final decision. 

 
II. THE JAMES M. BRIDGES BLACK BOX THEATRE 

 
a. Priority 1: activities sponsored by the Office of the President. 

 
b. Priority 2: activities sponsored by the Department of Film, Theatre, and Creative 

Writing. 
 

c. Priority 3:  activities sponsored by the College of Arts, Humanities, and Social 
Sciences. 

 
d. Priority 4: activities sponsored by UCA Public Appearances. 

 
e. Priority 5: activities sponsored by RSOs affiliated with the Department of Film, 

Theatre, and Creative Writing. 
 

f. Priority 6: activities sponsored by RSOs affiliated with the College of Arts, 
Humanities, and Social Sciences. 

 
g. Priority 7:  activities sponsored by affiliated groups. 

 
h. Priority 8:  activities of external groups. 

 
All groups requesting to use the James M. Bridges Black Box Theatre must complete a 
reservation request form provided online. The form will be reviewed by the director of Public 
Appearances who will consult with the chair of the Department of Film, Theatre, and Creative 
Writing.  If there are questions, the form will be forwarded to the dean of the College of Arts, 
Humanities, and Social Sciences.  If not resolved, it will be presented to the president’s 
executive staff for a final decision. 

 
III. GALLERY, STUDIOS AND CLASSROOMS 

 
a. Priority 1: activities sponsored by the Office of the President. 
 
b. Priority 2: activities sponsored by the Department of Art and Design. 

 
c. Priority 3:  activities sponsored by the College of Arts, Humanities, and Social 

Sciences. 
 

d. Priority 4: activities sponsored by UCA Public Appearances. 
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e. Priority 5: activities sponsored by RSOs affiliated with the Department of Art and 
Design. 

 
f. Priority 6: activities sponsored by RSOs affiliated with the College of Arts, 

Humanities, and Social Sciences. 
 

g. Priority 7:  activities sponsored by affiliated groups. 
 

h. Priority 8:  activities of external groups. 
 

All groups requesting to use the gallery, studios, and classrooms must complete a reservation 
request form provided online. The form will be reviewed by the director of Public 
Appearances who will consult with the chair of the Department of Art and Design.  If there 
are questions, the form will be forwarded to the dean of the College of Arts, Humanities, and 
Social Sciences.  If not resolved, it will be presented to the president’s executive staff for a 
final decision. 

 
IV. LOBBY 

 
a. Priority 1: activities sponsored by the Office of the President. 
 
b. Priority 2: activities sponsored by the Departments of Art and Design, Music, and 

Film, Theatre, and Creative Writing. 
 

c. Priority 3:  activities sponsored by the College of Arts, Humanities, and Social 
Sciences. 

 
d. Priority 4: activities sponsored by UCA Public Appearances. 

 
e. Priority 5: activities sponsored by RSOs affiliated with the College of Arts and 

Design, Humanities, and Social Sciences. 
 

f. Priority 6:  activities sponsored by affiliated groups. 
 

g. Priority 7:  activities of external groups. 
 

All groups requesting to use the lobby must complete a reservation request form provided 
online. The form will be reviewed by the director of Public Appearances. If there are 
questions, the form will be forwarded to the dean of the College of Arts, Humanities, and 
Social Sciences.  If not resolved, it will be presented to the president’s executive staff for a 
final decision. 

 
8. SCHEDULING PRIORITIES FOR THE BREWER-HEGEMAN CONFERENCE 

CENTER AND UCA DOWNTOWN: 
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a. Priority 1:  university athletic teams. 
 

b. Priority 2: RSOs and affiliated groups, with the prior written approval of the director of 


