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Benson Memorial Center
Santa Clara University

Policy & Guidelines Handbook
Updated:  June 2005

History

Robert F. Benson Memorial Center, which opened in 1963, is a critical asset of Santa Clara University.  It 
provides not only the services required by students; it also brings to life the co-curricular and extra-curricular 
activities of students, faculty, staff, alumni, and guests of the University.

Benson Memorial Center war originally built in the University expansion that took place in the early 1960õs 
when women were admitted for the þrst time.  At one time, the building housed sixteen billiard tables, a locker 
room, eight bowling lanes, the Red Lounge (complete with a þreplace), and a hair salon.

The þrst signiþcant modiþcation occurred from 1983-85 with a $5.5 million construction and renovation project 
which included building Shapell Lounge, Campus Bookstore, and the ASSCU / CSL complex (all in a space 
that once was a parking lot directly off of the Alameda), a convenience store called Down Under, Brass Rail, 
television lounge, reorganization of the second ÿoor administrative ofþce space, and an upgrade of the student 
cafeteria.   These changes reÿected the ever-changing needs of students and captured how they were spending 
their time, at work and at play.

In the summer of 1995 the food service venues enjoyed a $2 million renovation to accommodate the philo-
sophical change in student dining from a òcafeteria style ð all you care to eató to all declining points ð retail.  
Mission Bakery and Alumni Terrace Caf® and Cellar Market were created as well.  Outside the scope of food 
service changes, the University began to address the need for building community and thus created an outdoor 
gathering location.  Formerly known as the òQuadó, the Donohoe Fountain and Alumni Terrace were created 
and built.

Beyond the two major renovations of the mid 1980õs and 1990õs, smaller projects, but no less important, hap-
pened.  In the winter of 1999, an interior design þrm was hired to create a color palate so that decisions of color 
would be incorporated and consistent throughout Benson Memorial Center.  Soon to follow was the addition 
of the Multicultural Center to Shapell Lounge and the redesign of the lower level student ofþces.  Signiþcant 
to indoor events was the ÿooding of the Brass Rail as El Nino caused the ground water to swell.  For þfteen 
months, the primary student-programming venue was closed.  In the summer of 2000, a general face lift to the 
entire building began that included changing ÿoor tiles, wall treatments, lighting changes and the reshaping of 
the ASSCU / CSL complex.  This work was all done with the core value, a community-building, as the central 
guiding principle.  Finally, in a student-driven process, ushered by the Ofþce of Student Life, The Bronco 
opened to great fanfare in January 2002.  It is an exciting venue, focusing on the late-night dining and enter-
tainment that is geared towards the undergraduate student.

The future holds many exciting opportunities and challenges but central to decision making is the core value 
of community-building and the philosophy of being a community of a student participatory governance model.
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Category of Clients

University Client
POLICY ð A University entity must provide an authorized university account number at the time of reserva-

tion and must be actively involved in the planning and presentation of a reservation and event (see 
below: deþnition of sponsorship) .

GUIDELINES ð
1. University Entities are deþned as: Recognized Student Organizations, Academic Departments, 

Administrative Ofþce, Centers of Distinction, Alumni Organizations, and other University-afþliated 
groups.

2. University account number assumes university responsibility and liability. 

Non-University Client
POLICY ð Non-University entities (individual or groups) must provide the following:
1. Prior to event, signed contract for use of university venues.
2. Public liability insurance stating the date(s) of the event and that the university is insured against 

claims.
3. Rental fee(s) associated with the use of university venues.
4. First time user of university venues must provide a statement of how the venue(s) will be used, mis-

sion of the non-university group, and appropriate other material e.g. course syllabus.
5. The University reserves the right to deþne appropriate use and to refuse a reservation.

GUIDELINES ð 
1. University provides venues, þrst and foremost, for university entities.  
2. If space is available then the sponsoring group needs to legally protect the university especially for 

participants invited to participate in the events (public liability insurance).  
3. The non-university entity must not contradict the mission and values of the university (þrst time 

users).

Sponsorship: Deýned
POLICY ð A university entity may sponsor a non-university individual and / or group if in fact the university 

entity is intimately involved in the program and / or event.  If appropriate the requirement of con-
tract, insurance, and rental fees may be reduced or waived.  Authorized university account number 
is required.  òIntimately Involvedó is deþned as the university involvement that furthers the mis-
sion of the department and / or university through active involvement in the planning, execution or 
presentation of the meeting / conference.
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Benson Memorial Center Venues

Alumni Terrace
PURPOSE ð Available for receptions, displays, and small scale performances.

GUIDELINES ð
1. Reservation must follow the Universityõs Outdoor Ampliþcation Policy.
2. Proximity to classrooms, administrative ofþces, and other reservable spaces, will dictate proper 

event times and level of activity.
3. Events may not interfere with casual terrace seating throughout the daytime.
4. No weekday òprivate eventsó except during academic break times.
5.  òPrivate Eventsó may occur Friday evening or on a Saturday or Sunday.
6. Two table locations will be made available to University entities for use along the lines of Paseo / 

Lobby / Plaza tables.

Basement Lounge
PURPOSE ð To serve as a general-purpose open space lounge and for Special Events.

GUIDELINES ð
1. Lounge may be reserved for Special Events (non-routine), when the use of the lounge make sense 

in the context of itsõ public nature and common space attributes.  Examples:  YES ð meet and greet 
someone (president, ASSCU ofþcers, Faculty member) and receptions; NO ð meetings, workshops, 
and seminars.

2. Lounge events should not be in conÿict with events held in Brass Rail.
3. No reservations during time period of university importance, such as: Commencement Weekend, 

Welcome Weekend, the week before Finals, and Finals Week.
4. Furniture should remain in the Lounge (although other furniture may be added).

Brass Rail
PURPOSE ð Available for entertainment, dances, bands, comedians, speakers, workshops, dinners, receptions, 

and faires.

GUIDELINES ð
1. Multi-purpose room with AV. and set-up ÿexibility.
2. Data and phone jacks available.
3. In-house audio system available.
4. Access to in-house audio system will be limited to building staff or those clients trained by the 

building staff.
5. Other audio / video components are not to be inserted into the in-house audio.
6. Bands need to use their own system not the Brass Rail in-house system.

Brass Rail Pre-Function
PURPOSE ð To be used in conjunction and support events within the Brass Rail.

GUIDELINE ð
Proper exit paths must be maintained.
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The Bronco: 

The Bronco Patio
PURPOSE ð To support the activities of The Bronco and is a casual space open throughout the day.

GUIDELINES ð
1. Academic year events may be held in conjunction with events held in The Bronco.
2. Patio events include speakers, presentations, workshops, discussion groups, and receptions.
3. Patio may be reserved for ònon-socialó events in support of òsocialó events being held in The 

Bronco.
4. Non-Academic time periods, the Patio may be reserved throughout the daytime for any of the 

above types of events and with meal (breakfast, lunch, and dinner) events.

The Bronco: Casual Use
POLICY ð The Bronco will be open, during the academic year, for casual use.

The Bronco: Student Use as a Reservation
POLICY ð The use of The Bronco for reservations are exclusive to campus recognized student organizations.

The Bronco: Types of Events
PURPOSE ð To identify the level of activity on any given night.

GUIDELINES ð 
1. Events that exist as a result of the space and the equipment within the venue. For example, billiard 

tournaments, ping pong, the use of the TV.
2. Events that leverage (use) the equipment to create an event.  These types of events are more pas-

sive.  For example, leveraging the TV screens to put on weekly Monday Night Football or a Movie 
Night.

3. Events that become much more of the focal point of the evening.  Thee types of events would still 
enable people to òhang outó, play billiards or ping pong but are much more expressive.  For ex-
ample DJ, Band, Talent Show, or other live entertainment.

The Bronco: Admission Charge or Fee
POLICY ð Programming activities must not hinder students from feeling like they can just come and go (no 

admission charge).

The Bronco: Capacity
POLICY ð The State Fire Marshall sets the capacity for The Bronco.

GUIDELINES ð 
1. Capacity for The Bronco is set at 260.
2. Capacity for The Bronco Patio is set at 60.

The Bronco: Exclusivity
POLICY ð Events may not be exclusive to any one individual or group (events are open to all).
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The Bronco: Fund Raising
POLICY ð The Bronco may be used, by a recognized student organization, for the purpose of fund raising 

provided the fund raising does not involve creating an admission charge or entry fee.  Fund raising 
must be voluntary.

GUIDELINES ð 
1. Through the event planning process, the notion of fund raising must be addressed at that time.
2. A decision to fund raise may not be made on the day of the event or at the time of the event.

The Bronco: Impinging on Other Activities
POLICY ð Programming activities may not impinge (or ask other areas to cease activities) on other activities 

offered in The Bronco, such as, watching TV, playing billiards, etc.

The Bronco: Alcohol Service
For complete policy see: University Policy on Alcoholic Beverage.

POLICY ð The Bronco adheres to the University Alcohol Policy, all applicable local, state, and federal laws, 
and the practice of Responsible Hosting.

GUIDELINES ð 
1. All students wishing to purchases alcohol will undergo an ID check.
2. If the ID proves to be invalid then the ID will be conþscated and turned over to Campus Safety 

Services.  Anyone trying to use a false ID will be asked to leave.
3. ID will be checked prior to serving of alcohol.
4. The picture on the ID must match the person presenting the card.
5. No person under the age of 21 will be served.
6. Any underage student found to be in possession of alcohol will have alcohol conþscated and be 

asked to leave.
7. Intoxicated persons will not be served alcoholic beverages.
8. Bartenders, Bouncers, and / or Management will determine when a person will no longer be sold 

alcohol.
9. No student is allowed to provide an underage person with alcohol.  Doing so will cause all parties 

involved to be removed from The Bronco.
10. Management and Bouncers will monitor behavior at all times.  Anyone behaving inappropriately 

will be asked to leave the premises.
11. Alcohol is not allowed to be brought into The Bronco.  Alcohol may only be purchased on the 

premises and Alcohol may not be taken from the premises.
12. Pitcher service is not allowed.
13. Only one drink may be purchased at a time.
14. Campus Safety Services will be summoned if assistance is needed to address behavior, a controlled 

substance, disagreement (þght), and / or the return of previous removed individual(s).
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The Bronco: Chalkboard
PURPOSE ð To advertise food opportunities and programming events.

GUIDELINES ð 
1. Left board is used for listing upcoming events for the week starting Sunday through Saturday and 

any food promotions needed.
2. Right board is used for promoting the events happening that day.
3. Benson Memorial Center staff update the chalkboard (individuals or groups do not).

The Bronco: Use by a Non-University Client
POLICY ð The Bronco may not be used by a Non-University Client throughout the academic year, including 

Commencement Weekend and Welcome Weekend.

GUIDELINES ð 
1. The Bronco may be reserved for a private event, during non-academic periods, if approved by the 

Director of the Benson Memorial Center.
2. The use of The Bronco by a Non-University Client will require a contract, insurance, and rental fee.

Conference Room 21
PURPOSE ð To host small-scale events (less than 45 people).

GUIDELINE ð
Room is multi-purpose and a variety of conþgurations may be used.

Conference Room 209
PURPOSE ð To host very small-scale events (less than 12 people).

GUIDELINE ð
Conference table is not to be removed.

Donohoe Fountain
PURPOSE ð For the general enjoyment of people.  Donated by the class of 1958.

GUIDELINES ð
1. It is not a swimming pool and people and animals should stay out of the water.
2. The fountain should not be turned off for events.

Lobby, East & West
PURPOSE ð Primarily to be a thoroughfare for foot trafþc and secondarily for limited table space and limited 

signage.

GUIDELINE ð
To be used for foot trafþc, tables (vendors, check-in, etc.) and approved directional and advertising signage.
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Market Square
PURPOSE ð To provide foodservice in the largest campus retail dining services venue.  
GUIDELINES ð
1. Meal times may be requested to be altered or moved on Friday evenings, all day Saturday, and 

hours prior to dinner on Sunday.
2. May be used by university entities, during meal times, if the small-scale gathering makes sense in 

the context of meal periods. If necessary, a small section will be reserved or roped off if appropriate.
3. Not to be used by non-university entities during academic times.
4. Not to be used, at any time, for non-university fund raising activities.
5. Dances are not permitted.
6. Dinners with a dance ð may only included people that attended the dinner may attend the dance.
7. The use of the Market Square, after the dinner hour, during the week is permitted.
8. Market Square is available 1 ı hours after the close of dinner meals for events requiring little set-up 

(Monday - Friday).
9. Market Square is available 2 hours after the close of dinner meals for events requiring signiþcant 

set-ups (Monday ð Friday).
10. The altering or movement of meal hours must be made at time of reservation (at least one (1) 

month in advance).  If no suitable alternative space for meals is available then the Market Squares 
will not be altered.

11. Client, using removable tape may cover Windows.
12. At no time shall exit doors or exit signage be blocked or covered.

Parlor A
PURPOSE ð To host meetings, meals, receptions, and buffet lines for events in the Williman Room.

Parlors B-E
PURPOSE ð To host multi-purpose events in many different Parlor combinations and conþgurations.

GUIDELINES ð
1. The Parlors may be used for events such as speakers, meals, reception, workshop, meeting, blood 

drives, and for open space activity.
2. May be used in conjunction with the Patio.
3. Whenever possible an empty Parlor should be between two Parlors being used.  This creates a 

sound buffer.
4. Parlors are not sound proof.
5. Dances are not permitted.
6. Occasionally Parlors need to be òblocked offó when certain kinds of noisy events are held on the 

Patio or in the Williman Room.
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Paseo
PURPOSE ð To be available for open seating space with occasional use by small-scale events (informational, 

exhibitors, and the like).  It is an area that may host daytime or evening Special Events.

GUIDELINES ð
1. Move tables from in front of Market Square when the Paseo is used for large-scale events.
2. Examples of large-scale events: Career Faires, Informational events, and student organization re-

cruitment days.
3. Paseo is an emergency exit corridor.
4. Special Events, deemed by the Event Planning Ofþce, may use this space on an emergency basis.

Plaza
PURPOSE ð To host vendor tables, informational tables, small-scale events (such as speakers and presenta-

tions).

GUIDELINES ð
1. Chalking is permitted.  See University Chalking Policy.
2. òSuit caseó ampliþcation system may be used without a City of Santa Clara Outdoor Ampliþcation 

Permit.
3. Events may not block entrances to the Campus Bookstore, Shapell Lounge, or Benson Memorial 

Center or stairs and ramps.
4. Overnight sleepovers may be held on the Plaza in accordance with the Universityõs Expressive Ac-

tivity Policy.
5. All þre / safety regulations will be considered including keeping open an appropriate width of òcor-

ridoró space.
6. The Universityõs Policy on Expressive Activity will override Benson Memorial Centerõs Policies and 

Procedures.

Porch
PURPOSE ð A West Side point of entry into Benson Memorial Center.

GUIDELINES ð
1. Events should not be held on the Porch.
2. Chalking is permitted on the Porch.
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Shapell Lounge
PURPOSE ð To be an open space lounge during the week and a private reservable space on Friday evenings 

and all day on Saturdays.  

GUIDELINES ð
1. Shapell Lounge hosts the Multi-Cultural Center (MCC).
2. The lounge d®cor should reÿect the clubs associated with MCC.
3. The lounge may be used Sunday ð Thursday with pre-arrange MCC club meetings.  The MCC 

Director assigns those days and times.
4. During those club evening meeting times the remainder of Shapell Lounge shall remain open and 

accessible by all.
5. When there is a private event in Shapell Lounge then the MCC Ofþces have limited accessibility.
6. Furniture should primarily stay as it is.
7. Shapell Lounge may be reserved throughout the weekday if it is during academic break periods.
8. During summer time and other academic break periods, clubs housed within the MCC may host 

club overnight events for that furthers the purpose of the club.

Shapell Lounge Patio
PURPOSE ð To serve as a casual outdoor area with occasional use by receptions, meetings, and other private 

events.

GUIDELINE ð 
The day of the week or time of the day does not limit reservations.

Williman Room
PURPOSE ð To serve as a medium sized venue for receptions, wedding receptions, meetings, presentations, 

workshops, and dining.

GUIDELINES ð
1. The adjacent Patio may be used in conjunction with events held in the Williman Room.
2. Dances are not permitted.
3. Eight round tables must always stay in the room.

Williman Room Patio
PURPOSE ð To serve primarily as a private outdoor gathering location for meals and receptions.

GUIDELINES ð
1. Events on the Patio should be compatible with events being held in the Williman Room and / or 

Parlors.
2. Outdoor music may be played.  City of Santa Clara Outdoor Ampliþcation Permit may be required.
3. Due to the fact there isnõt any permanent patio furniture, any necessary furniture and / or equip-

ment needs are required to be requested and reserved at the time of reservation.
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Benson Memorial Center Policy: Advertising

A-Frames
POLICY ð A-frames may be used only by university entities in established campus locations for the sole pur-

pose of advertising and publicizing university-sponsored events.

GUIDELINES ð
1. Identiþed campus locations: East, West, and North side of Benson Memorial Center.
2. Benson Memorial Center will daily place the A-frames outdoors or under cover if weather dictates.
3. Up to three units can be used by a university entity at any given time.
4. If needed, groups will be asked to share A-frames to accommodate all the needs (one side each).

Art Display Boards
POLICY ð Art Display Boards will be made available for sole use by University entities.  The use of these 

boards is for self-contained events unto themselves and / or advertising for multi-day events.

GUIDELINES ð
1. Not to be used for general advertisement or information.
2. ASSCU election material and photo displays are examples of proper use.
3. Display boards are to be used in either of the two lobbies.
4. Events covering multiple days may use the boards for advertisement.
5. Minimum of 48 hours of notice for the use of the Art Display Boards.

Balcony Banners
POLICY - Balcony banner space is for the recognized student organizations advertising student events.

GUIDELINES ð
1. Banners must be hung vertically.
2. Maximum size: 3 feet by 6 feet.
3. First come ð þrst served.
4. No reservations required.
5. Each banner must have sponsoring organizations / department name and appropriate ADA state-

ment or will be removed.
6. A banner may be removed once the last chronological event has begun.
7. Clips provided by Benson Memorial Center are to be used in hanging the banner e.g. no tape.
8. Banners may not share clips.
9. Banners may not advertise meetings except for student organization sponsored òorganizing meet-

ingó.
10. Maximum display time: two weeks.
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Balloons
POLICY ð Balloons may be attached to vertical handrails (not stair or landing handrails) and also to advertise-

ment equipment e.g. A-frames, temporary directional signage.

GUIDELINES ð
1. Notiþcation of the desire to use balloons must be made prior to the event with Building Opera-

tions.
2. Group is responsible for putting up and removing balloons.
3. The Event Planning Ofþce may have balloons and helium for purchase.

Basement Bulletin Boards
PURPOSE ð To provide a combination of common space boards (managed by the Information Desk) and bul-

letin boards checked out to speciþc student organizations and other university entities.  

GUIDELINES ð
1. The Benson Memorial Center Advisory Board will be responsible for the bulletin board allotment 

process.
2. Building Staff will monitor and clean the boards as necessary.
3. Items for the common boards will need to be stamped òacceptedó at the Information Desk.
4. The Building Staff will do all building posting.

Brochure / Flyer Holder
PURPOSE ð The Benson Memorial Center will provide, for general university use, wall mounted display racks.

GUIDELINES ð 
1. Display racks are to be maintained by the Benson Building Staff.
2. There is no reservation process.
3. They are to be used exclusively by University entities.
4. The Ofþce of Student Life will maintain a portion of the display racks for speciþc student life issues 

and information.

The Bronco:  Chalkboard
PURPOSE ð To advertise food opportunities and programming events.

GUIDELINES ð 
1. Left board is used for listing upcoming events for the week starting Sunday through Saturday and 

any food promotions needed.
2. Right board is used for promoting the events happening that day.
3. Benson Memorial Center staff update the chalkboard (individuals or groups do not).
4. Sunday is the target day to update the left board for the week.

Bulletin Board
POLICY ð Bulletin board(s) accessible to the campus community will be made available for posting purposes.
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Chalking: University Policy as Applied to BMC
PURPOSE ð To allow University entities to advertise events.

GUIDELINES ð
1. No reservation process.
2. University organizations should remove the chalking at the end of the event.
3. Alumni Terrace, ramps, ÿower beds, and steps are all off-limits.
4. Chalk must be water-soluble.

Directional Signage
POLICY ð Directional signage may be used in the Lobbies, Paseo, and adjacent outdoor areas to assist people 

in moving throughout the building.

GUIDELINES ð
1. Signage may use and should use easels, ÿipchart stands, or single pedestal stands.  Client may use 

their own stand if it is appropriate size and meets safety requirements.
2. Benson Memorial Center and / or the sponsoring group may place signage on easels, ÿipchart 

stands, and / or single pedestal stands.
3. Signage is requested through the Event Planning Ofþce 

Display Cases
POLICY ð Display cases are for use by university entities only.

GUIDELINES ð 
1. Reserved on þrst come, þrst served basis.
2. One display case per group at any given time.
3. Maximum length is two weeks.
4. Additional usage will be accommodated if display case(s) are available

Landing Display
PURPOSE ð To provide space for the Chartered Student Organizations space.

GUIDELINES ð
1. Process managed by ASSCU President and / or designee.
2. Postings will conform to the Universityõs Posting Policy.

Posting: University Policy as Applied to BMC
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PURPOSE ð To allow both University and non-university entities the opportunity to post material in designate 
locations.

GUIDELINES ð 
1. All material to be posted shall be stamped at the Information Desk.
2. All material to be posted shall be put up by Benson Staff.
3. All material shall be posted no later than the close of the day.
4. Material found without a stamp will be removed and thrown away.
5. Material found in un-approved locations will be removed and thrown away.
6. All posting is subject to the full University Policy on Posting and Chalking.

Rolling Bulletin Boards
PURPOSE ð To be used behind vendor / information tables for signage.  To avoid placing signs onto painted 

walls and glass.

Single Pedestal Stands
PURPOSE ð To assist in directing people around the building.

Table Tents ï Common Space
PURPOSE ð To be used by University entities to advertise / promote university sponsored events (Basement 

Lounge, Second Floor Seating Areas, and other common spaces).

GUIDELINES ð
1. Benson Building Staff monitors the level of use.
2. Locations are Shapell Lounge tables, second ÿoor tables, and basement lounge tables.
3. Not appropriate for outdoor locations.
4. Limit: Two tents per table.

Table Tents ï Food Service Venues
PURPOSE ð To advertise events in food service venues (The Bronco, Paseo ð Mission Bakery, and Market 

Square).

GUIDELINES ð
1. University Food Service is responsible for approval and monitoring the use of table tents.
2. University Food Service will establish guidelines for food service venues.
3. Not appropriate for outdoor locations.

Reservation and Operations Parameters
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Account Number
POLICY ð For University sponsored events (department or registered student organization), an authorized 

university PeopleSoft account number must given, at the time of reservation.

Audio Visual Equipment
POLICY ð Benson Memorial Center owned audiovisual equipment is for the primary use of events held in 

venues reserved by Benson Memorial Center.

GUIDELINES ð
1. The campus supplier for audiovisual equipment is Media Services.
2. Maintain equipment inventory for clients of Benson Memorial Center.
3. Equipment may leave the building if the ògreater goodó of the university can be served. Any full 

time staff or part time staff member may make the decision that equipment may leave the building 
to assist another part of campus.

Before / After Hours
POLICY ð Any reservation / event, made by either an university or non-university client, that requires access 

to the venue prior to building open hours and / or after the building is scheduled to close will be 
charged a fee.

GUIDELINES ð
1. Any time an event either begins sooner than ı hour after Benson Memorial Center opens or ends 

later than ı hour before the building is scheduled to be closed constitutes Before / After Hours 
fees.

2. Cost is $25 per hour ð no prorated charges.
3. Request for altering building hours should be made in writing at least seven (7) days in advance of 

the event through the Event Planning Ofþce.
4. If the client fails to request before / after hours and the event does so then the client will be charge 

the appropriate $25 per hour charge and an additional $100 fee.
5. On-campus client: money transfer through a budget expense form.
6. Off-campus client: fee will be included in the invoice.
7. The Event Planning Ofþce will generate all needed invoicing paperwork.

Cancellation of an Event
POLICY ð The University reserves the right to cancel an event in the event of utility interruptions, campus 

emergencies, threat of imminent danger, or acts of God.

Damage
POLICY ð The organization of record will be þnancially held responsible for damage to the building, contents, 

and / or equipment.

Dance Floor
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POLICY ð A dance ÿoor is required whenever dancing is to be done on a carpet surface.

GUIDELINES ð
1. Cost for setting up / tearing down a dance ÿoor is $100.
2. The use and requirement of the dance ÿoor is at the discretion of Building Operations.

Entry into an Event
POLICY ð The University reserves the right to enter any event at any time.

Fog Machine
POLICY ð Not allowed to be used in Benson Memorial Center.

Non-Reservation Periods
POLICY ð The University will designate days and time periods when no reservations can be made.

GUIDELINE ð
No reservations on: Commencement Weekend (Friday, Saturday, & Sunday), Law School Commencement 

Day during the commencement time period, Welcome Weekend, and during university òclosedó 
periods e.g. winter break.

Non-University Vendor Tables
POLICY ð Benson Memorial Center will provide, as space permits, table space for non-university entities. 
                   Solicitation of credit cards is not allowed.  Distribution of food and beverage products is not al-

lowed.  The vendor is responsible for the reporting of all-appropriate income and related taxes 
and insurance.  The Vendor must stay at the designated location, not wander around, nor shout or 
otherwise bring attention to their display.  The Benson Memorial Center reserves the right to deþne 
appropriate behavior as needed to ensure a peaceful academic environment.

GUIDELINES ð
1. Rent of a Vendor Table, for outdoor use, equates to a 10õ x 10õ space.  Indoor use (Paseo / Lobby) 

equates to the length and width of a 30ó x 96ó table (standard size).
2. Insurance is not required because the vendor is not inviting people to come to their event.  Any 

person that a Vendor interacts with is due to informal means. 
3. State of California has limited the solicitation of credit card vendors (January 1, 2002).
4. Table must always have someone in attendance. 
5. Items unattended will be discarded.
6. Tables are not to be used as unattended sources of information.
7. Music and videotape / DVD is permitted.  The level of volume may not disrupt those around.
8. Information Desk does not store items.
9. Permissible to tape items such as signage behind the table provided òblue tapeó is used on glass 

and / or metal.  Tape on painted wall is unacceptable, as is the use of chairs and other props.
10. No vehicular trafþc on university sidewalks.
11. Upon reservation a letter conþrming the space and guidelines for use will be sent to the client with 

the expectation that it will be signed and returned.  Other information may be sent as well e.g. cam-
pus map.

12. Tables may only be reserved in designated locations: Paseo, Lobbies, and Plaza.

Relocation of an Event
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POLICY ð The University reserves the right to relocate an event in the event of utility interruptions, campus 
emergencies, threat of imminent danger, or acts of God.

Reservation Conýrmation
POLICY ð Once a reservation is made, a copy of the reservation will be given (fax, e-mail, mail, or in person) 

to the responsible party.

Room Capacity
POLICY ð Room and venues capacities are set by the State Fire Marshall.

Safety
POLICY ð Reservations, set-ups and the execution of events are done with þre safety in mind and must com-

ply with all local, state, and federal safety codes.

GUIDELINES ð
1. Do not block exit doors (both interior and exterior) or exit corridors.
2. Tape all cords (e.g. AV, electrical) to the ÿoor.
3. Run cords in such a way that it minimizes foot trafþc.
4. Do not place items over lights, attached to sprinkler heads, or remove light bulbs.
5. If òsafety lightsó exist then they may not be turned off.

Scheduling Priorities
POLICY ð The Benson Memorial Center facilities are generally made on a þrst come, þrst served basis.  The 

Event Planning Ofþce will determine the appropriate venue and share any appropriate policies and 
procedures related to the reservation.

Security
POLICY ð At the discretion of Benson Memorial Center, Campus Safety or other bonded security agencies, 

may be required for an event.  The charge for this service will be borne by the reserving organiza-
tion.

Set-up
POLICY ð Due to safety reasons Benson Memorial Center staff or other appropriate university staff will do all 

set-ups.

Transfer of a Reservation
POLICY ð One entity may not transfer a reservation to another entity.

GUIDELINES ð
If two or more entities desire to transfer of sponsorship or reservation then the originating group must cancel 

their reservation with the Event Planning Ofþce and the new group must make a new reservation.  
All of this must be accomplished through the Event Planning Ofþce.

University Public Tables
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POLICY ð Benson Memorial Center will provide, as space permits, table space for university entities.

GUIDELINES ð
1. Table must always have someone in attendance.
2. Tables are not to be used as unattended sources of information.
3. Items unattended will be discarded.
4. Music and videotape / DVD is permitted.  The level of volume may not disrupt those around.
5. Information Desk does not store items.
6. Permissible to tape items such as signage behind the table provided òblue tapeó is used on glass 

and / or metal.  Tape on painted wall is unacceptable, as is the use of chairs and other props.
7. Tables may be reserved in designated locations e.g. Paseo, Lobbies, Plaza, and Alumni Terrace.
8. Table use must conform to the Universityõs Food and Beverage Policy.

Venue Size and Restrictions
POLICY ð The Event Planning Ofþce will use room capacity parameters established by the State Fire Mar-

shall.  All reservations will be viewed in the context of þre and safety regulations.  In some cases the 
stated venue capacity may be reduced to respond to þre and safety issues and concerns.
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Benson Memorial Center Procedures in Executing Univesity Policy

Alcohol
POLICY ð The service of alcoholic beverages is governed by the state of Californiaõs Alcohol, Beverage Control 

Commission (ABC).  Alcohol beverages may not be removed from designated locations nor carried 
through the building.

GUIDELINES ð
1. Only licensed vendors will do the service of Alcohol: Bon Appetit and Adobe Lodge.
2. Events involving Alcohol require completion of the Alcohol Management Plan prior to the event.
3. Alcohol Management Plan form may be obtained through the Director, Benson Memorial Center.

Chalking
PURPOSE ð To allow University entities to advertise events.

GUIDELINES ð
1. No reservation process.
2. University organizations should remove the chalking at the end of the event.
3. Alumni Terrace, ramps, and steps are all off-limits.
4. Chalk must be water-soluble.

Expressive Activity
POLICY ð To promote free expression to only University Afþliates (students, faculty, staff, or organizations, 

departments, or ofþces afþliated with them) for the purpose of  freedom of  speech and related ex-
pressive activity, subject to the time, place, and manner.

GUIDELINES
1. No person shall engage in expressive activity, conduct or behave that disrupts the normal or  essen-

tial operations of the University, including the disruption of scheduled university functions.
2. No person shall engage in an expressive activity or engage in any conduct or behavior that poten-

tially poses a threat to the safety, welfare and/or property, of  the University, its students, faculty or 
staff.

3. University afþliates wishing to use the University for purposes of  engaging in expressive activity 
must notify the Event Planning ofþce, in writing, if  they anticipate that 25 or more people will at-
tend or participate.  

4. Notiþcation must include name, address, telephone number, and signature of  the event  
organizer(s) as well as the intended topic, nature, time, locations, and anticipated attendance.

5. Purpose of  a reservation is to assist with communication between those planning the activity and 
the Event Planning Ofþce.

6. Ampliþcation of  sound will conform to standard university ampliþcation guidelines (including 
microphones, speakers, ampliþers, and bullhorns).

7. Expressive Activity is not extended to off-campus groups.
8. Off-campus community members are welcome to joint (with some guidelines) an Expressive Activ-

ity just not sponsor one. 

Approved Locations for Overnight Stay
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1. Santa Clara Mall
2. Alameda Mall, South End
3. Plaza, Benson Memorial Center
Note: Must be approved by Benson Memorial Center Expressive Activity Continued.

Marches
Consult with Dean of Student Life or Director, Benson Memorial Center to establish an appropriate route.

Federal, State, and Local Ballot Petitions / Voter Registration / U.S. Government e.g. Military / Civic 
Endeavor Drives
POLICY ð Benson Memorial Center will provide a space for non-university entities, free of charge and if avail-

able, to university and non-university entities to solicit signatures for federal / state / local ballot 
petitions, voter registration, branches of the military, and other civic endeavors. 

GUIDELINES ð
1. Users must stay at designated area.
2. Users may not shout at people passing by.

Food and Beverage

Authorized Providers
There are two authorized food service providers for campus dining and catering:  
1. Bon App®tit offers food and beverage service anywhere on campus except in Adobe Lodge and 

Mission Gardens Section E.  
2. Adobe Lodge offers food and beverage service throughout campus and in Adobe Lodge, but not in 

the Benson Memorial Center Complex.  (Food and beverage service in the Benson Memorial Cen-
ter Complex is exclusively granted, by contract, to Bon App®tit.)

Exceptions to the Food and Beverage Policy

Bake Sales: Club Fundraising
PURPOSE ð In an effort to promote club member interactions and camaraderie, as well as give clubs an op-

portunity to raise funds for a particular charity or cause, it has been a long tradition to allow student 
clubs and organizations to reserve tables in the Benson Paseo where they can sell baked goods to 
raise funds for club events.  The University sees this type of food ð baked cookies and similar items 
ð as having minimum liability exposure in terms of potential foodborne illness. 

GUIDELINES ð
1. The expectation is that the bakery goods ð cookies, cake, brownies, rice crispy bars, etc. ð are made 

by the group members personally, not purchased at a bakery or supermarket or outside vendor and 
resold.  It is also a requirement that no food product that has a required holding temperature be 
prepared for sale, nor can beverages be sold.

2. Bon App®tit will offer at wholesale prices an assortment of cookies/brownies/bars in nibbler sizes.  
Groups can purchase the òBake Sale Packageó for sale in Benson Memorial Center.  Contact Bon 
Appetit (551-1792).

3. No items from a non-university catering service.
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4. No beverage items.
5. No products bought wholesale or at retail companies e.g. pizza, ice cream, beverages, sandwiches, 

etc.
6. Allowable food products: Cookies, candy, suckers, and snack treats.

Cultural Food Exceptions for Recognized Student Organizationst
PURPOSE ð Student organizations and groups within the Multicultural Center traditionally receive one al-

lowance per year.  The groups that have been accommodated in the past are: Asian Paciþc Student 
Association, Barkada, Vietnamese Student Association, Chinese Student Association, Ka Manaõo 
Hawaii, Intandesh, Igwebuike, Arab Cultural Society, and Meche El Frente.

GUIDELINES ð
1. Groups who wish to produce such events should complete a òRequest for Cultural Program Food 

Service Eventó form, submit it to their advisor, who will in turn submit it to the Dining Service Con-
tract Committee for review.  

2. Food handling workshops will be scheduled as needed.

$50 Limit / Internal Meetings
PURPOSE ð To provide University entities (this is NOT applicable to Non-University groups) the ability to 

provide minimal food and beverage for private / closed events.

GUIDELINES ð
1. For internal private meetings, which are not open to or advertised to the general public.
2. No alcohol service or use
3. Food and beverage cost does not exceed $50. 
4. Participants must clean up after themselves and are to leave no trash or mess.
5. University Food Service will not be able to lend serving dishes, provide ice, utensils, or other items.
6. Meeting participants may purchase food and beverage, and offer this at the meeting.

Types of activity not permitted by policy
GUIDELINES ð
1. Purchase of food from an off-campus provider for resale on campus by a group in order to raise 

funds to support the groupõs budget. 
2. Contacting an outside caterer or food provider to provide food for a club or class event because the 

price is cheaper.
3. Bringing prepared food from home or food you have purchased and offering it at low or no cost as 

part of the event.

Outdoor Ampliýcation



21

PURPOSE ð To assist clients in the process of obtaining approval for Outdoor Ampliþcation.

GUIDELINES ð 
1. Verify that the event falls within the approved time and day of the week.
2. Verify that the event does not fall within òBlackout daysó and hours ð especially spring quarter (law 

school þnals period).
3. Portable òsuitcaseó microphone is acceptable without a city of Santa Clara ampliþcation permit 

and may be used most anytime ð no disruption of the academic process.
4. If an outdoor ampliþcation permit is required, then send to the ofþce of  Director, Benson Memo-

rial Center.

Posting
PURPOSE ð To allow both University and non-university entities the opportunity to post material in designate 

locations.

GUIDELINES ð 
1. All material to be posted shall be stamped at the Information Desk.
2. All material to be posted shall be put up by Benson Staff.
3. All material shall be posted no later than the close of the day.
4. Material found without a stamp will be removed and thrown away.
5. Material found in un-approved locations will be removed and thrown away.
6. All posting is subject to the full University Policy on Posting and Chalking.

Smoking
                   Smoking is prohibited at all times in all University facilities that house ofþces, work areas, class-

rooms, or residence rooms. Members of the community who choose to smoke must maintain a 
distance of 25 feet from any building openings (doors, windows, air intakes).

POLICY ð The purpose of the smoking policy is to promote and foster the health, comfort, and safety of all 
members of the Santa Clara University community. 

Santa Clara University, in compliance with the City of Santa Clara Ordinance No. 1654, has adopted a non-
smoking policy. Smoking is prohibited at all times in all University facilities that house ofþces, 
work areas, classrooms, or residence rooms. Members of the community who choose to smoke 
must maintain a distance of 25 feet from any building openings (doors, windows, air intakes).

Weapons
POLICY ð Possession or use of þrearms, explosives, dangerous chemicals, or other dangerous weapons or 

instruments on University-owned or controlled property is illegal

Benson Memorial Center Policy: Operations
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AED
PURPOSE ð In conjunction with Cowell Health Center the Benson Memorial Center provides Automated 

External Deþbrillator (AED) in case of cardiac arrest.

GUIDELINES ð
1. Cowell Health Center personnel are the point person for contact.
2. Cowell will provide all AED training.
3. AED unit(s) are NOT to be used by any untrained person.
4. All AED regulations and guidelines will be used.

ASSCU Campaign Material
POLICY ð Provide appropriate advertisement and candidate space for ASSCU sponsored elections.

GUIDELINE ð
In conjunction with ASSCU, election guidelines are established to facilitate fall and spring undergraduate 

student elections.

Bicycles
POLICY ð Bikes may not be ridden through the building, left in the building, or chained (attached) to rails 

and other structures (interior and exterior).

GUIDELINES ð
1. People may walk bikes through the building to be stored in their personal ofþce space.
2. Chained bikes may be conþscated by Campus Safety Services.

Candles
POLICY ð State of California law prohibits candles in building assembly areas (which includes Benson Me-

morial Center) to be carried.  Candles are permitted in a stationary position and with the proper 
protection against wax drippings and ÿame.

GUIDELINES ð
1. Building Operations should be aware of any candle use prior to usage.
2. University Food Service may use table candles, providing policy is followed, without prior approval 

by Building Operations.

Emergency Preparedness
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POLICY ð In accordance with university direction, Benson Memorial Center will maintain up-to-date building 
emergency procedure plans and emergency response plans of the university.

GUIDELINES ð
1. Benson Memorial Center will serve in the universityõs emergency response plan as a site of Ofþcial 

University Communication.
2. Benson Memorial Center will maintain emergency response equipment (e.g. ÿashlights, duct tape, 

battery-operated radios, yellow caution tape, and blankets).
3. Members of the Benson Memorial Center will meet (if safe) at the Information Desk to conduct an 

organized search of the building, especially checking the West Lobby elevator and the assembly 
points on the second ÿoor and basement to assist people in need.

4. Members of the Benson Memorial Center will meet at the Donohoe Fountain, if the building is 
unsafe to occupy.

5. Fire Department and / or Campus Safety Services make the decision to re-enter the building (or 
signal òall clearó).

6. See the Universityõs master emergency preparedness and response for other details.

Emergency Response
POLICY ð In regards to the Universityõs Emergency Plan, the Information Desk will be an ofþcial information 

site both for written materials and verbal decimation of information.

PURPOSE ð To assist the university in any way possible in Emergency related situations.

GUIDELINES ð
1. See Benson Memorial Center and Universityõs Emergency Response Plans.
2. Rolling Bulletin Boards will be provided for ofþcial university written communication.
3. A script and / or information will be given to the Information Desk for verbal communication.
4. Automation of extension 4000 will be programmed with a recorded message to address the emer-

gency.

Guests
POLICY ð Individual and / or groups are responsible for their guests and their actions.

Holiday Decorations
POLICY ð Tenants will follow established University guidelines for display holiday items.

Lockers
PURPOSE ð To provide rental lockers to the campus community.

GUIDELINES ð
1. Set annual rental fees (both for semester and quarter academic calendars).
2. Reserve through the Benson Memorial Center Management Ofþce.

Loitering
POLICY ð If a person has no university related reason for being in Benson Memorial Center then they will be 

asked to leave.
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Lost and Found 
POLICY ð Benson Memorial Center will house a short-term lost (less than 30 days) and found bin at the Infor-

mation Desk.

GUIDELINES ð
1. At the end of each quarter Lost and Found Items will be discarded (given to charity when appropri-

ate).
2. When appropriate Lost and Found Items will be transferred to Campus Safety Services.
3. Any item deemed valuable will be placed in safe keeping e.g. a safe or turned over to Campus 

Safety Services.

Newspaper Distribution
POLICY ð Distribution of free campus and community newspapers is allowed in designated location(s).  Ap-

proval for distribution of community newspapers is with the Director, Benson Memorial Center.  
Pornographic, sexual and racially degrading material will not be placed for distribution.

Recreation Tables (Billiards, Ping-Pong, Foosball)
POLICY ð Recreation tables and related equipment is only for the use by University faculty, staff, students, 

and guests of the University.

GUIDELINE ðEquipment is maintained and check-in and out through the Information Desk.

Skates
POLICY ð Skates, deþned as roller, in-line, skateboards, scooters, and the like may not be worn or ridden 

through Benson Memorial Center.

Solicitation
POLICY ð No soliciting within or adjacent to the building is allowed.

Third Party
POLICY ð Only University presented residential summer camps and conferences may use the services of Con-

ference Services and / or classroom and residence hall spaces.

Third party is another term for òNon-University Clientó.  Provost Policy on third party users for residential 
summer camps / conferences prohibits using University facilities and housing.

Ticket Sales
POLICY ð Cash register sales at the Information Desk are for university entities only.

GUIDELINES ð
1. Items for sale may only be dropped off or picked up through the Assistant Director, Operations or 

his/her designee.
2. Benson Memorial Center is responsible for items properly dropped of with the Assistnat Director, 

Operations or his/her designee.
3. Items for sale will be available for purchase within 48 hours of drop off of items.
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Videocassette / DVD Use
POLICY ð The University will follow the appropriate Federal Copyright law(s).

GUIDELINES ð
1. The use of videocassettes (rented or owned) is prohibited for any public event as deþned by United 

States Copyright Act, 17 USCA 1200. (NOTE: Check for accuracy)
2. Videocassettes may be used for public events if rented through the appropriate licensed þlm dis-

tributor.
Rental from local retail companies e.g. Blockbuster, Hollywood Video is strictly forbidden.










