GEORGIA STATE UNIVERSITY

ALCOHOL POLICY FOR ON-CAMPUS EVENTS

University Departments and Student Organizations

General Rules
The following rules apply to all on-campus events at which alcohol is to be served:

A.
The sale or service of alcohol is prohibited on-campus unless specifically authorized by the University President or his designee, the Office of Legal Affairs.  No cash bars are permitted under any circumstances.  To seek permission to serve alcohol at an on-campus event (“Event”), a “Request to Serve Alcohol on Campus” form (“Request Form”) must be submitted.  A Request Form and corresponding “Routing Sheet” are attached hereto.  The sponsor of the Event (“Event Sponsor”) must complete and route both documents for signature by all departments identified on the Routing Sheet prior to submitting the documents to the Office of Legal Affairs for review.  The Request Form must be received by the Office of Legal Affairs for consideration no less than two (2) weeks prior to the Event.  

B.
If approved, the service of alcohol may begin no earlier than at an Event is limited to two (2) hours unless a special allowance is granted for extended service

C.
If approved, the service of alcohol at an Event is limited to two (2) hours unless a special allowance is granted for extended service.  All service of alcohol must end no later than forty-five (45) minutes before the scheduled end of the Event.  Absolutely no consumption of alcohol at on-campus events by underage persons will be permitted or tolerated by the University.

C.
An Event for which the service of alcohol has been approved must be held in strict compliance with the requirements set forth in this document, and for an Event sponsored by a student organization, an Event must also comply with the University Alcohol Policy located in Section 8 of the On Campus Student Handbook, which may be viewed at www.gsu.edu/oncampus.

D. The service of alcohol at an Event must be provided through the campus dining services vendor, a licensed and insured caterer (“Event Caterer”) or an Event Caterer’s subcontractor (the Event Caterer’s Designee); provided, there are limited circumstances when the President or his designee may grant University Departments permission to serve alcohol without an Event Caterer.  At a function where alcohol will be served, the Event Sponsor must purchase and ensure that the alcoholic beverages are delivered to the Event Caterer prior to the starting time of the event.  Alcohol may not be delivered to the Caterer once the Event has started and all alcoholic beverages must remain inside the reserved or designated Event space during the actual Event.  Any alcohol remaining at the end of the Event must be removed from the premises by the Event Sponsor; provided, no alcohol may be released to a person who is visibly intoxicated.  In the event there is alcohol remaining at the end of the Event and the Event Sponsor is visibly intoxicated, then the remaining alcohol shall be poured out by the Event Caterer prior to leaving the Event facility (“Event Facility”).

E. If students or minors may attend the Event, then the Event Sponsor and Event Caterer must ensure that all bartenders (whether employed by or contracted for by Event Caterer) check the ID’s of anyone ordering alcohol at the Event who appears to be younger than thirty (30) years old.  Further, at such Events, a sign must be posted at each bar station stating that all persons who appear younger than thirty (30) will have their Ids checked.  Failure to comply with this requirement shall result in the immediate cancellation of the Event but will not release the Event Sponsor from any and all charges associated with the Event. Further, the University may report to the police any provision of alcohol to minors by the Event Sponsor and Event Caterer, may ban future use of the facilities by Event Sponsor, and may ban the Event Caterer from providing services at any functions held on campus.

F. There may be no pass service of alcohol at functions that students or minors may attend.  For purposes of this Policy, “pass service” shall mean the service of alcohol carried out by catering staff moving about the Event facility and pouring or distributing wine or other alcoholic beverages for Event attendees.  

G. Event Sponsors shall report to a security officer, if one is in attendance at the Event, or to the Georgia State University Police any provision of alcohol by of-age Event attendees to underage Event attendees.  If either person involved is a Georgia State University student, then the Event Sponsor shall also report the incident to the Dean of Students who shall file charges against those involved for violation of the University Code of Conduct.  The involved Event attendees must be required to immediately leave the event after Event security or University Police have been informed of the offense.

H.
No State Funds, including Student Activity Fees, may be used to purchase alcoholic beverages.  No functions will be allowed where alcohol will be the focal point of the Event.  Advertising for student events may not indicate that alcohol will be served.

I.
Failure to comply with the rules set forth in this document, State Law or with the University Alcohol Policy, as applicable, may result in the immediate cancellation of an Event but will not release the Event Sponsor from any and all charges associated with the Event.  Failure to comply may also result in the loss of on-campus space reservation privileges, University disciplinary proceedings and/or criminal charges.  
J. The Event Sponsor is responsible for delivering to the Event Caterer a copy of Georgia State University’s Alcohol Policy for On-Campus Events and executing an Event Caterer Agreement with the Event Caterer serving alcohol at the Event prior to the day of the Event.

University Departments

For an Event sponsored or co-sponsored by a University department, the following are required:

A. A faculty or staff member must assume direct responsibility for ensuring compliance with the University Alcohol Policy.  This person must be present throughout the entire Event and must serve as the contact between the staff of the Event Facility and the Event Caterer.

B. Approval of the Event by the Dean or Vice President of the sponsoring department is required.

C. For an Event co-sponsored by a University department and a non-University entity, all co-sponsors are jointly and individually responsible for ensuring compliance with the University Alcohol Policy.  

D.
Event Sponsors are responsible for ensuring that non-alcoholic beverages will be continuously available at the Event.  

Student Organizations

For an Event sponsored by a student organization, the following are required:

A. Both A student officer over the age of 21 and a faculty/staff advisor must assume direct responsibility for ensuring compliance with the University Alcohol Policy.  These individuals must be present throughout the entire Event and must serve as the contact between the Event Facility and the Event Caterer.

B.
Event approval is required by the Dean or Vice President of the department in which the student organization is chartered (i.e. academic department or Student Services) is required.  

C.
Events co-sponsored by a student organization and a non-University entity will be considered non-affiliated Events in which case the non-University entity must, in addition to obtaining permission to serve alcohol at the Event, execute the University’s Facilities Use Agreement, including the indemnification and insurance provisions contained therein.

D.
Event Sponsors are responsible for ensuring that non-alcoholic beverages will be continuously available at the Event.  

Event Caterer

A. The Event Caterer must be licensed and have liquor liability insurance coverage of not less than $1,000,000 per occurrence; provided, if the Event Caterer subcontracts for service of alcohol, then this Designee of the Event Caterer must ensure that its Designee has liquor liability insurance coverage of not less than $1,000,000 per occurrence.  Upon request, a copy of the pertinent insurance policy must be submitted to the Office of Legal Affairs.
B. The Event Caterer must require delivery of the alcoholic beverages by the Event Sponsor prior to the starting time of the event.  Alcohol may not be delivered to the Caterer once the Event has started and all alcoholic beverages must remain inside the reserved or designated Event space during the actual Event.  

C. The Event Caterer is responsible for ensuring that no Event attendee who is underage or visibly intoxicated is served alcohol at the Event.   If the Event Caterer becomes aware that alcohol was served to of-age Event attendees is then being provided by such attendees to underage Event attendees, then the 
Event Caterer shall immediately report this situation to the Event Sponsor and a security officer if one is in attendance at the Event.

D. At Events that students may attend, the Event Caterer is responsible for ensuring that the age of all Event attendees requesting service of alcohol is verified via state ID, driver’s license or passport.  No one under the age of 21 may be served alcohol.  The Event Caterer must also ensure compliance with all applicable state and local laws as well as with the University Alcohol Policy, including limiting the service of alcohol to no more than two (2) hours and making sure alcohol service ends at least forty-five (45) minutes prior to the end of the Event unless a request to serve alcohol for more that two (2) hours has been expressly granted by the University.  

E. Any alcohol remaining at an Event canceled for non-compliance with the University Alcohol Policy must be disposed of by the Event Caterer or its designee before leaving the Event facility and no reimbursement or other compensation will be due the Event Sponsor for the alcohol or alcohol service.

F. The Event Caterer must ensure that non-alcoholic beverages are continuously available throughout the entire Event.

G. At the conclusion of alcohol service at an Event, the Event Caterer must dispose of all alcohol in single-serving containers that have been opened by pouring the remaining contents into a sink drain at the Event Facility.  Any open multiple-serving alcohol containers may be returned to the Event Sponsor at the conclusion of the event so long as the containers are capable of being re-closed.  The Event Caterer may only release any alcohol remaining at the end of the Event to the Event Sponsor; provided, if the Event Sponsor is visibly intoxicated, then any alcohol remaining at the end of the Event shall be poured out by the Event Caterer before leaving the Facility.  Any Alcohol that is released to the Event Sponsor must be removed from campus immediately and may not be opened/reopened while on property owned or controlled by the University.

Georgia State University Police

A. Georgia State University Police Officer(s) must be present for any Event at which (1) minors may be in attendance; or (2) alcohol is served and seventy-five (75) people or more may be in attendance.  At student Events where minors may be in attendance, the officer(s) must be uniformed.  The number of Officers necessary to manage the Event will be at the discretion of the Director of University Police.  A greater number of Officers will be required at Events at which alcohol is to be served for more than two (2) hours.

B. If a police presence is required at an Event, then the officer(s) are to maintain a security presence and to  respond to requests for intervention.  The Officers are to also maintain contact with the Event Sponsor’s contact person, the Event Caterer, and Event Facility staff.  Officers providing Event security are to intervene when circumstances warrant intervention, when there is a duty to act, and as requested by the Event Sponsor, Event Caterer or Event Facility staff.  

C. The Event Sponsor is solely responsible for paying the cost of hiring the number of Georgia State University Police Officers required to provide security at the Event.  Officers require a four (4) hour minimum hire. 

Event Facility

A. Alcohol may not be present in any other area of the Event Facility except the space requested and approved.
B. Event Facility staff are not responsible for ensuring compliance with the University Alcohol Policy but are to report violations of which they become aware to the Event Sponsor and the University Police.

For Use by University Departments
and Chartered Student Organizations
Georgia State University

Request to Serve Alcohol On Campus
Note:  The Request Form must be submitted to the Office of Legal Affairs no later than 2 weeks prior to the Event.  Prior to submission to Legal Affairs, the Request Form must be completed and routed for signature through all departments identified on the Alcohol Request Routing Sheet.  The Office of Legal Affairs is located at 10 Park Place, Suite 510, Atlanta, GA 30303
1. Event Sponsor: 



              
                                                                      
    
2. Event Sponsor Contact Person:  



____    Telephone: _____                __________
3. Event Name: ________
___     _ Event Facility and Room: 
_______________________                 _
4. Event Date: _____________
Event Beginning Time: 
  
        __  Ending Time: _________

5.
Alcohol Service Time (limited to 2 hours unless special authorization given by President or his designee and must end 45 minutes prior to the end of the Event): 
__________________ to __________________  

6. Event Description:  
___________









7. Maximum Number of Possible Event Attendees:  


___________

______
8. Describe the type (student, faculty, administration, etc.) of attendees: 

_____                 __

_________________________________                                                                   ____________
9. Is there any possibility minors may attend?  Y / N.  If so, describe (student, family members, etc.) ______
_____________________________________________________________________________________

10. Type of Alcohol Service Requested (wine reception, beer service, etc.): 





11. Name and Contact Information of Caterer Serving Alcohol at the Event: __________________________

_____________________________________________________________________________________
12. Non-alcoholic beverages and food that will be provided at Event in equal or greater quantities as alcohol: 



                                          




_____________

To Be Completed by Office of University Legal Affairs

___
1.
Approved with the following stipulations:


A.
Maximum Length of Time Alcohol May be Served: ________________________________________

B.
University Police required for Security? Y / N  
Number of Officers Required:
_____________


C.
Other:
_______________________________________________________________________





_______________________________________________________________________

___
2.
Denied


__________________________________________________

____________________________

Authorized Designee





Date

Copies to:
______
University President



______
Event Facility



______
Event Sponsor (who shall forward a copy to Event Caterer and University Police)
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Request to Serve Alcohol On Campus - Routing Sheet

1. For all Events - Faculty or staff person (e.g. student organization advisor) responsible for compliance with the University Alcohol Policy.

I have read, understand, and will ensure compliance with the University Alcohol Policy and the attached Rules and will be present during the Event designated above.

Printed Name: 



______
            ______
Signature: 






______ 

Date: _________   ____
University Address: 





  
Phone: 
              

2. For Student Organization Events - Student officer responsible for compliance with the University Alcohol Policy. 

I have read, understand, and will ensure compliance with the University Alcohol Policy and the attached Rules and will be present during the Event designated above.

Printed Name: 
______



            ______
Signature: 






______ 

Date: ______   _______
Mailing Address: _




              
  
Phone: 
               

3. For All Events - Dean or Vice President Giving Initial Approval for Event:
Signature: 






______ 

Date: ___________   __
University Address: 





  
Phone: 
              
    
4. For All Events:  Caterer serving alcohol at the Event:

I have read, understand, and will abide by the University Alcohol Policy and the attached Rules with respect to the Event identified in the attached Alcohol Request Form.

Printed Name: 




____________
Signature: 






______ 
  
Date: ______   _______
Address: 





  


Phone: 
              
  
5. For Events with 75+ possible attendees or where alcohol will be served for > 2 hours - University Police Chief or designee:

# of Officers: 




Estimated Cost: ____      _         _
_____
Signature: 






______ 
 Date: ____________    ______
6. For All Events - Director of Student/University Center or Building Manager of other Event Facility:

Approval Recommended: 
              

Approval Recommended with Additional Recommendations: 
_________________ _______

Signature: 






______ 

Date: _________ ____

