WESTERN MICHIGAN UNIVERSITY

DEVELOPMENT OFFICE PHONATHON FACILITY

USE POLICY FOR UNIVERSITY INTERNAL UNITS

The phonathon facility located in room 125E Walwood Hall is generally available for use by any unit of Western Michigan University, (User) subject to prior use commitments and needs of the Development Office, University policies, and the terms and conditions as set forth below.  Note:  The facility is usually fully utilized fall and winter semesters, Monday through Thursday nights and on Sunday afternoons/evenings.

TO SCHEDULE USE OF THE FACILITY:  Contact the Office Associate for Annual Giving, 387-8711.

COSTS INVOLVED: 
1     A daily fee of $25 for use of the phonathon facility.

2.  $1.25 fee per phone per day (maximum of 20 phones).  

3.  Reimbursement to the Development Office for all local and long distance charges, including those for operator assistance/information.
4.  Parking Permits ($5 per permit per day)
RULES ON USE OF FACILITY:
1.  If the facility is to be used for fund raising, your fund raising project must be approved by the Director of Development before the calling date.
2.  User must provide its own supervisor(s) who will be available throughout all times scheduled for use. The supervisor must be a full-time Western employee or graduate student.  The supervisor will be responsible for the condition of the room and of the equipment and for security of the facility.
3.  User must provide its own callers.  User must recruit, train, and pay for all callers.  The number of phones to be in use for each calling session must be reported to the director of the annual fund.
4.  The supervisor for the evening must clean up the facility at the end of each calling session and restore it to the condition it was in prior to use.
5.  User must provide own supplies, including note pads, pens, coffee, cream, sugar.  If User uses the Development Office’s coffee machine to make coffee, that area must be cleaned and the machine must be unplugged at the end of calling.
6.  No food, alcoholic beverage, or controlled substance is permitted in the phonathon room or in the building.
7.  User should report problems with the equipment/furniture to the director of the annul fund.
8.  On occasion Annual Fund callers and User will concurrently occupy and use the phonathon facility.  On all such occasions the needs of the Annual Fund will take precedent.  The Supervisor(s) for the User will be advised by the director of the annual fund as to what facilities are available for use by the User. 
9.  Because Walwood Hall is a general office building, the doors to the building are locked at 5 p.m.  After 5 p.m.:
a.  The supervisor and the director of the annual fund will arrange a time to meet prior to the start of calling to allow the supervisor access to the facility.

b.  Callers must be instructed that access to the building is only available through the outside building door on the east end of the courtyard.  Signs directing callers to the correct building door may be placed at the Oakland Drive and at the west courtyard entrance by the Office of the Annual Fund.
c.  The supervisor must wait at the outside building door to let callers in.  The supervisor should prepare an alphabetized list of callers.  The supervisor may delegate door duty to a caller, but for security reasons access to the building is restricted only to User’s callers.  Other after hour users of the building should have keys to access Walwood Hall.   The outside building door(s) may not be propped open at any time.
d.  At the end of calling, the supervisor must ensure that all the callers have left the building.  The door to the phonathon room must be closed and locked.  If calling is concluded after 5 p.m., the supervisor must use the security phone outside the building and advise the public safety officer answering the phone that the outside building doors are unlocked and need to be secured.  The supervisor may not leave the building until the supervisor is sure the outside building doors are locked and secured.
9.  If for any reason the Facility becomes unavailable at the date and time reserved by User, the University will notify User in writing and all fees advanced by User will be promptly refunded with no additional liability to the University for User’s losses.

10.  User must make all arrangements for parking with Public Safety in advance of the calling.
User __________________________ (department/office) is scheduled to use the phonathon facility for the following purpose: 

on the following dates and times:

____________________________________________________________________________________________

Names and title of supervisor(s) for each evening:_________________________________________________

____________________________________________________________________________________________

User, ______________________________ (name of office/department) understands and accepts the above conditions on the use of the phonathon facility.  I authorize all charges related to this project, including any damages, losses, and other costs necessitated by User’s use or occupancy of the facility to be billed to ________________________________ (fund and cost c enter).

_________________________________________

Title: ____________________________________

Return the signed form to KRISTEN ROSE, secretary, Annual Fund, Office of Development, Walwood Hall, and keep a copy for your records.
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