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Student Organizations Guide



Mission
The Office of Student Life empowers students to define  
their own DePaul experience by providing opportunities  
to connect, engage and grow. 

The Office of Student Life develops socially responsible 
leaders and facilitates holistic learning through support, 
coordination, advisement and mentorship of commuters, 
student organizations, fraternities and sororities, and on-  
and off-campus programs and events.



Introduction
The sole purpose of this document is to inform and provide answers to the most commonly 
asked questions about policies and procedures pertaining to student organizations. We 
hope this guide will provide your organization with answers to questions such as:  
“Who to ask?”; “What to do?”; “When to do it?”; “Where to go?”; and “How to do it?”

As a student leader, it is your responsibility to ensure that your organization is aware 
of these policies and acts in an appropriate manner when it comes to managing 
and budgeting the student fees you receive. Remember, being involved in a student 
organization is one of the best ways to make friends and gain practical training. Learning 
how to work through the system to accomplish greatness is all part of the game.  

The Office of Student Life staff at DePaul University is 100 percent committed to seeing 
your group succeed. We hope this guide will be a valuable tool, which will be passed on to 
future leaders. Our office is here to assist you with any questions you may have. 

Thank you for taking the time to participate in student activities and we look forward to 
working with you in the future.

Sincerely,

The Office of Student Life

StudentLife@depaul.edu

studentaffairs.depaul.edu/slife
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What do we mean at DePaul by  
“Socially Responsible Leader?”

DePaul’s VISION twenty12 calls for a special focus on 
“developing socially responsible leaders and engaged 
alumni.” The development of socially responsible 
leaders in today’s complex, global, and ever-changing 
world requires a commitment to students’ holistic and 
integrated learning by a community of faculty, staff 
and university partners who accompany and mentor 
students on their developmental path. Moreover, it 
requires that the university community itself embody 
what it seeks to develop in its students, thus acting as an 
effective mentoring community and environment.

Understanding of  
Socially Responsible Leadership:

1.  Self-Understanding & Personal Integrity 
 (self-reflective, responsible)    

Socially responsible leaders have achieved a sense of 
self-authorship or personal agency. They critically assess 
and actively discern how their personal gifts, talents, 
resources and abilities might best contribute to the 
broader human community. They articulate and live with 
a sense of authenticity, purpose and ethical integrity. 
They maintain an appreciation for the transcendent 
dimension of human life, and seek ongoing personal and 
spiritual development and growth. 

2.  Taking Seriously the Perspective of Others 
 (caring, compassionate)  

Socially responsible leaders engage and listen 
compassionately to alternative and diverse perspectives 
and people. Rooted in the spirit of the Vincentian 
tradition, they have a particularly keen recognition 
and appreciation for the sacred dignity of each human 
person, especially those who are poor or marginalized. 
They effectively cross the boundaries of religion, race/
ethnicity, gender and socio-economic class through 
dialogue and relationship.

3.  Contributing to a Larger Community 
  (systemically engaged, involved)  

Socially responsible leaders articulate, actively reflect 
upon, and live a commitment in their life and work to 
contribute to a community beyond themselves —  
locally, nationally and/or globally. Their sense of purpose, 
mission and vocation extends to consider the broader 
social and environmental implications of their decisions 
and actions. They actively participate in civic and 
political processes and demonstrate an ability to think 
systemically about social problems and opportunities 
in light of some normative understanding of the just 
society.

4.  Knowledge and Intellectual Competence 
 (critical-thinking, knowledgeable)  

Socially responsible leaders have the ability to think 
critically. They actively seek historical and contextual 
knowledge relevant to the concrete situations they 
experience or confront. They show the ability to apply 
knowledge from their expertise or discipline of study to 
their particular life experiences and social situations in 
fruitful ways and in dialogue with other perspectives and 
disciplines.

5.  Striving for Excellence 
 (committed long-term, open to change)  

Socially responsible leaders sustain long-term 
commitments worthy of their attention over a lifetime 
or career. They consistently strive for self-improvement 
and higher standards, and through their actions and 
words they effectively inspire others to do the same. 
They exercise ethical decision making and leadership by 
developing creative and innovative responses to both 
emerging and persistent human and societal questions. 
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These guiding principles are intended to serve as an 
overarching guideline to speech and expression at 
DePaul and to the development of university policies 
and procedures related to speech and expression. 
Several current university policies and procedures 
set forth specific standards for conduct in a variety of 
circumstances that could involve speech and expression. 
(policies.depaul.edu)

We are a university 

DePaul is committed to fostering a community that 
welcomes open discourse. We believe that intellectual 
inquiry is enriched immeasurably by robust debate and 
exposure to differing points of view. By remaining open 
to a broad range of ideas and opinions, we foster mutual 
understanding, test our beliefs and create the most 
effective conditions for seeking knowledge. 

We are a Vincentian university 
DePaul’s mission is built upon the Vincentian ideal of 
universal dignity in which each person is invaluable and 
worthy of respect as a member of the human family. 
That dignity depends in no small measure upon each 
individual’s freedom and opportunity as a speaker 
to give voice to his or her beliefs, and upon each 
individual’s freedom and opportunity as a listener to 
choose whether and how to respond. We believe that 
human interaction should always be conducted with 
civility and mutual respect. We believe that views and 
beliefs can be tested — should be tested — as part 
of the intellectual mission that we serve, but always 
in furtherance of the goals of education, intellectual 
enrichment and preparation for citizenship. 

We are a community 
As a Vincentian university, DePaul aspires to be a 
community of speakers and listeners marked by 
compassion and mutual respect, a community in 
which we never lose sight of the potential effects, 
both beneficial and harmful, of our words and of our 
expressive conduct. Members of our community have 
rights and responsibilities. DePaul affirms the right of 
speakers to voice their viewpoints, even at the risk 
of controversy. DePaul also insists that all speakers 
remember that the right of expression carries with it 
the equally important responsibility to exercise that 
right with a conscientious respect for human dignity. 
We accept that there is a distinction between being 
provocative and being hurtful. Speech whose primary 
purpose is to wound is inconsistent with our Vincentian 
and Catholic values. The university community must 
meet these situations by reasserting our fundamental 
values and by fostering educational opportunities, where 
appropriate. 

We are committed to an ongoing discussion 
about speech and expression 

DePaul is dedicated to engaging diligently and 
proactively in discussions concerning the many difficult 
issues raised by speech and expression in a university 
community with diverse beliefs and values. No set of 
guiding principles or policies can ever do justice to 
the range and difficulty of these issues. These guiding 
principles, while not policy, are intended to serve 
as a framework for those ongoing and challenging 
discussions. 

Several university policies and procedures set 
forth specific standards for conduct in a variety of 
circumstances that could involve speech and expression. 
Community members are encouraged to consult sources 
such as the university policies and procedures website 
for further information on specific policies. 

Approved by Rev. Dennis H. Holtschneider, C.M.: 1/13/2009 10:00am

DePaul University Guiding Principles  
on Speech and Expression 



DePaul University recognizes that learning is 
accomplished beyond the formality of the classroom 
in organized academic activities and that much of this 
learning takes place through the activities of student 
organizations. Because of this, the university encourages 
students to organize and participate in group activities 
intended to broaden the scope of general learning, 
extend knowledge of specialized areas or to serve their 
professional, entertainment, honorary, departmental, 
cultural, spiritual, political, service or recreational 
interests, consistent with the educational goals and 
purposes of the university.

Student groups and/or organizations at DePaul 
University are subject to the rules and regulations 
of the university. The following guidelines have been 
established within the Office of Student Life and DePaul 
University. Your liaison is the student life staff member 
under your organization area that will approve for 
recognition and/or to be registered and periodically 
review all student organizations.

Registration Process

1. For all new student organizations, you are 
REQUIRED to attend an in person registration 
workshop. 

2. For returning student organizations, you may  
attend a registration workshop or review the  
online module. 

3. Complete the quiz.

4. Prepare for Demon Direct

• Student Organization Officers contact information

• Student Organization Advisor contact information 
(departments, phone #, and e-mails)

• Upload a revised constitution 

• Complete list of membership roster (full name and 
e-mail address)

5. Complete or revise your student organization 
profile on Demon Direct.

6. Student Life will provide your student organization 
an update within five business days.

Take the Registration Quiz. Once you complete the 
quiz, Student Life will review the quiz and activate your 
profile on Demon Direct. 
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Annual Registration
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Privileges of a Recognized and Registered 
Student Organization

Benefits Registered Recognized

Room Reservations Privileges X X

Involvement Fair Participation X X

Student Activity Fee Funding 
Eligibility 

X

GOF Funding X

Pepsi Requests X X

Meeting Room Reservation 
Privileges

X X

Student Life Storage 
Privileges (if available)

X X

Promo Table X X 

Flyers/Promotion X X 

AV Rental from Student Life X X

Mailbox X  X

Balloons/Helium X X

Art Supplies X X

Butcher Block Paper X X

Copies $0.08 Black/ White, 
$0.10 Colored

X X

Board Games X X

Easels X X

Popcorn Machine (Loop) X X

Fax X X

Annual Expectations Registered Recognized

Roster X X

Alcohol Policy Agreement X X 

Student Organization Policy 
and Procedure Contract

X X 

DePaul’s Freedom of 
Expression

X X

Student Organization 
Registration

X X

Student Organization SAF-B 
Workshop

X

Student Organization GOF 
Workshop

X
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Responsibilities of a Recognized and 
Registered Student Organization

• To conduct itself in such a way that the university 
can support the organization.

• To maintain an active, student-centered program.

• To file with Demon Direct at the beginning of 
each academic year (or after elections). (You 
should make any changes that may occur during 
the year in Demon Direct.)

• Each officer must be in good academic standing 
in order to hold office. 

• To adhere to all rules, policies and standards of 
DePaul University.

• To keep accurate financial records. Each 
organization shall anticipate, provide for and 
promptly meet their financial obligations in a 
manner that is fair and equitable to its past, 
present and future members. Registered and/or 
recognized organizations with DePaul University 
do not in any way imply that the university has 
any financial responsibility or liability for any of 
the organizations’ acts or obligations.

• To attend any workshops and training sessions 
offered by the Office of Student Life that 
acquaint officers not only with university 
procedures, but also assist them in becoming 
good leaders of their organizations.

• Use of DePaul logo is prohibited.

• To check your roster in Demon Direct weekly.

Constitution Update
studentaffairs.depaul.edu/slife

All student organizations need to check and update 
their constitution for any changes made throughout the 
previous year. This includes, but is not limited to, student 
organization’s name, purpose statement, by-laws, etc. 
Your student life liaison will make the decision to accept 
the updated constitution.  

Officer Eligibility Requirements
A student of the university may participate in any 
co-curricular activity offered by the university. For the 
purposes of co-curricular participation, “good standing” 
is defined below. Individual student organizations (e.g., 
Student Government Association) or any state, regional 
or national organization to which a student organization 
belongs (e.g. a national social fraternity) may impose 
special eligibility requirements which would be binding 
on student participants and/or organizations.*  

Undergraduates: For officers of any student organization 
group, the basic requirement is current enrollment for 
credit at DePaul University and maintenance of a 2.0 
GPA minimum (cumulative) and that they are not on any 
academic disciplinary or honor code probation.

Student Government Association officers and reps must 
maintain a 2.5 GPA minimum (cumulative) both before 
filing and during their terms of office.

* These requirements must be in accord with equal opportunity 
guidelines and nondiscriminatory with respect to race, color, 
creed, sex, sexual orientation, national origin, age, disability or 
Vietnam era veterans’ status (unless exempted by law). 



Graduate and Professional students: For officers of any 
student organization group, the basic requirement is 
current enrollment for credit at DePaul University and 
good academic standing in their respective schools both 
before filing for and during their terms of office and that 
they not be on any academic disciplinary or honor code 
probation.

For Student Government Association officers and 
representatives, the requirements are, in addition to 
the above, that they must have accumulated one full 
quarter credit (as defined by their respective schools) 
before filing for office, be currently enrolled for credit at 
DePaul University and in good academic standing in their 
respective schools both before filing for and during their 
terms of office.

Advisor Selection
An advisor is any part-time faculty/staff member of 
DePaul who is willing to support your organization 
by donating his/her time, effort and advice. In the 
interest of our student organizations, DePaul University 
recommends you have an advisor, but it is not required. 

Continued Recognition
If the Office of Student Life determines that an 
organization is ineligible for recognition or is not 
registered, the organization and advisor (if available) 
shall be notified by e-mail of each deficiency and a copy 
of this correspondence shall be provided on file at the 
Office of Student Life. The organization shall remain 
unrecognized or not registered until the proper steps 
are taken to reactivate the organization under the 
guidelines outlined in this publication. 

Officer/Member Listing Form
All student organizations need to update the officers and 
members on Demon Direct each academic year or when 
there is a change of officers.

Pepsi Order Form
In order for your organization to order Pepsi it must be 
registered or recognized with the Office of Student Life. 
You are allowed up to three orders per year. The orders 
are placed every Thursday morning and are delivered 
within two weeks. The Office of Student Life will contact 
the organization when the order arrives. This service is 
at no extra cost to the student organizations. Please visit 
the “forms” link on our website to place your order. 

Any extra soda not used MUST be brought back to the 
Office of Student Life.

This benefit is for student organizations doing events, 
not for organization meetings. 

Grade Requests Policy
If a student must submit grades to a student 
organization, that student must consult with the liaison 
for the organization in the Office of Student Life and fill 
out a grade release form. Once completed, the liaison 
will determine if the student qualifies for membership in 
the organization.
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Funding for Student Organizations

The Student Activity  
Fee Board (SAF-B)
studentaffairs.depaul.edu/slife

When a full-time undergraduate student registers for  
classes at DePaul University, the student is required to 
pay the Student Activity Fee of $25 per quarter. This 
fee funds student clubs and organizations as well as a 
variety of student activities and services.

Registered student organizations (in order to be 
registered a representative from the organization  
must have completed the re-registration packet, 
attended a workshop and received an e-mail or phone 
confirmation from student life) are eligible to apply for 
funding from university sources. Organizations must 
be in good standing with the Office of Student Life to 
receive funding. 

If you have questions regarding where to start your 
application for funding, contact: 
studentactivityfee@depaul.edu

Student Activity Fee Board Steps

1. Apply for funding by filling out the following:

• application  
• budget planner 

All funding applications are due by 5 p.m. on the 
application deadline date. Please note: Only 20 
complete applications are accepted per hearing on a 
first come-first served basis, so please complete the 
application in its entirety and submit it in person to the 
Office of Student Life at either the Lincoln Park or  
Loop campus.

Events less than one month away from a hearing date 
are not eligible for funding. Please make sure to check 
the SAF-B hearing dates and deadlines to ensure you 
are applying for the proper hearing date.

2. After the hearing, an award letter will be e-mailed 
to you. Upon receipt of the award letter, the student 
organization is free to move ahead with the rest of the 
planning process for the event or program. 

3. If you receive money from SAF-B for an event, you 
must fill out the evaluation form after your event takes 
place.

SAF-B Discretionary Funding

For requests that are less than $750, your organization 
must complete all SAF-B application procedures, 
but will not have to attend a hearing. By reducing the 
requirement to attend a hearing for less costly programs, 
more hearing slots are open to afford more organization 
applications overall.

Reimbursements
Please fill out the payment processing form found 
in the Office of Student Life or at the following link: 
studentaffairs.depaul.edu/slife/_downloads/payment_
processing_form.pdf. 

This must be filled out with all financial documents 
(original receipts, invoices, etc.) prior to submitting it to 
the business coordinator. 

You will be responsible for reading the award letter 
to know the dates of when receipts/invoices should 
be given to the business coordinator. If you miss the 
deadline, you will NOT be reimbursed and you will be 
responsible for all invoices. In other words, your award 
letter will be null and void.

Reimbursements and invoices will be paid 30 days 
from when accounts payable receives the paperwork. 
Because of the numerous reimbursements and invoices 
that come in to the Office of Student Life, please 
allow 10 business days for the business coordinator to 
complete the paperwork. 

All receipts must be original, not copied. The receipt 
should show the following:

• Vendor
• Amount
• Date
• Items purchased
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All food purchases (catering or from a store) must have 
a notation indicating the business purpose and a list of 
names taking part in the event.

The person who makes the purchase will be the person 
reimbursed. If what is turned in is only a confirmation of 
the purchase, you will need to show proof of purchase (i.e. 
canceled check, bank statement, credit card bill, etc.).

Payments
Vendor payments are made in a number of ways. If 
you have an invoice from a vendor, please bring it to 
the Office of Student Life so that paperwork can be 
processed. This ensures that the vendor will receive 
payment by university check. If the purchase is available 
to make online, come to the Office of Student Life and 
staff can make the purchase for you using a university 
credit card. Any payments over $2,500 must have a 
purchase order made. Only student life staff can create 
purchase orders. Please contact the office business 
coordinator for assistance.

General Funding Policies
Student fees will only be allocated to registered 
undergraduate student organizations.  

Student organizations or individuals may not request 
student fees as a reimbursement for any program or 
event that has taken place prior to funding approval.

Full-time employees of the university, who are currently 
enrolled as students, cannot serve in a student 
leadership position which can in any way cause a direct 
conflict of interest to their university affiliated position.

Student fees will not be allocated for a direct 
contribution to a specific philanthropic organization/
event, personal reason, political or religious agenda. For 
example, an organization cannot request that $200 be 
directly donated to the Salvation Army. 

Student fees will not be allocated to directly support an 
individual’s academic needs (e.g. tuition/fees, textbooks, etc.). 

Student fees may be allocated to a student organization 
requesting funds for the purchase of individual 
personalized equipment (e.g. jerseys for individuals, 
workout pads) only when it is deemed absolutely 
essential to the success of the organization. You can get 
up to 33 percent.

Student fees may be allocated to any student 
organization for events (e.g. convention, conference, 
seminar, etc.) held away from the university if the 
attendance at the events shows a direct impact upon 
DePaul University students.

Student fees may not be used to pay a salary to a 
student who is currently employed in a full-time position 
by DePaul University. 

Student fees may not be used to purchase attire for 
general members of student organizations unless it is 
vital to the success of the student organization.

Student fees may only be used as reimbursement to pay 
a currently enrolled student.

SAF-B and the Office of Student Life hold the right 
to deny any funding that is not deemed fit to DePaul 
University’s mission and values.

Officers of any organization found to be knowingly 
violating any of the above policies will be subject to 
appropriate disciplinary action as outlined in the code of 
student responsibility.

SGA and DePaul University reserve the right to amend 
these guidelines at any time. For the most recent 
guidelines, always consult the student life website.



Fiscal Account Policy
External Bank Accounts
The Office of Student Life holds no responsibility for 
off-campus organizations’ bank accounts. In addition, it 
is required that any organization that has DePaul at the 
beginning of their account, check book, etc., must be 
changed.

For example, you CAN put Bowling Club at DePaul. You 
CANNOT put DePaul Bowling Club. Repercussions will 
come from the Office of Student Life if a bank informs 
us this has happened.

On-Campus Organization Accounts
If you wish to create an on-campus account, you must 
be an active organization. You can fill out the “Account 
Request Form” found in the Office of Student Life. This 
form should be turned in to the Office of Student Life 
once it is filled out.

Depositing of Funds
Student organizations may deposit funds collected 
(membership dues, sales of organization’s items such 
as t-shirts or pins, fundraising collection, etc.) into their 
university account. Cash, checks or money orders may 
be submitted.

The process to deposit your funds is as follows:

• Fill out a deposit form.

• Take the form and cash to DePaul Central to 
deposit or bring it to the Office of Student life to 
deposit for you.

• Bring the gold color copy back to the Office of 
Student Life for our records.

Tax Exempt Purchase Policy

DePaul is organized and operates exclusively for 
educational purposes. As such, some purchases made by 
DePaul University can qualify as a tax-exempt purchase, 
where Illinois (or WI, FL, NY) state sales tax is waived. 
Registered student organizations are viewed as a 
subsidiary of the university. Thus, as a registered student 
organization, when paying a vendor for a good or service 
directly through your university account or through 
SAF-B or Cultural Center funding, the organization 
can inquire about utilizing DePaul’s tax exempt status 
by contacting student life’s business coordinator. If 
requested, a letter can be sent directly to the vendor 
for tax exemption consideration. Please note, purchases 
made for individuals or with off-campus accounts are 
NOT eligible to utilize DePaul’s tax-exempt status. 
Additionally, tax exemption is at the discretion of the 
vendor; it is not a guarantee with all purchases. Other 
than state sales tax, tax exemption does not waive 
financial responsibility for city, hotel or entertainment 
(amusement) taxes. 
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Contracts

Student organizations must use DePaul’s standard 
performance and vendor contract(s) when working with 
all performers and vendors. Please review the following 
policies and procedures regarding contracts. Failure to 
comply with the policies, procedures and expectations 
of the Office of Student Life may result in the loss of 
organizational status or privileges. This can be found at 
under “forms” on our website. 

All contracts must be signed by both parties before the 
event takes place.

Student Organization Contract  
Policies and Guidelines
You must use the standard contract provided  
by the Office of Student Life. If you plan to use  
another contract, you must speak with a student life  
staff member before getting the contract signed  
by the vendor. 

All contracts for registered organizations must be 
reviewed and signed by the Office of Student Life. 
Students and advisors may not sign any contracts. 

As a courtesy, please make sure your advisor is  
informed about the event. 

If your organization is using an off-campus account to 
pay the vendor/performer AND the amount is over 
$500, your organization must submit proof to the Office 
of Student Life that your organization has the necessary 
funds available, (e.g. a copy of a recent bank statement). 

Additional policies apply to fraternities and sororities. 
Please see the fraternity and sorority life advisor  
for details. 

Step-by-Step Contract Guidelines 
A student organization representative should pick up or 
print two copies of the standard performance and/or 
vendor contracts. 

The student organization is responsible for having the 
vendor sign two copies of the contract. 

Student Organization submits the two contracts signed 
by the vendor to the Office of Student Life Lincoln Park 
or Loop campus office. Under no circumstances may a 
student or an advisor sign a contract of ANY amount. 

Contracts must be submitted no less than 21 days 
before the event. Please make sure that your 
contracts are completely filled out, have all supporting 
documentation if necessary and are turned in on time. 
The Office of Student Life may not accept forms that are 
incomplete or late and student organizations who do not 
turn in contracts to the Office of Student Life on time 
will be sanctioned and may lose student organization 
privileges or status. 

The Office of Student Life will contact the student 
organization when the contract is ready to be picked up 
(out of the student life student workers’ mailbox). 

The Office of Student Life will return one of the two 
original signed contracts to your organization for the 
other contracting party (e.g. the vendor). 



Sanctions
Student organizations that violate the contract policies 
and guidelines (including not turning contracts in for 
review on time) are subject to penalties, including 
temporary or permanent loss of student organization 
privileges or status. 

The First Offense.  
Written warning from the Office of Student Life.

The Second Offense.  
No promo tables or walls will be approved, no room 
reservations will be allowed to occur, nor will any 
contract be signed for any vendor or service for a period 
of 10 weeks of the academic calendar (not including 
summer).

The Third Offense.  
Loss of organization recognition for a year.

Guest Speaker Policy
DePaul University encourages its recognized student 
organizations to sponsor guest speakers whose 
presentation will contribute to the role of the 
university as a forum for intellectual discussion, debate, 
investigation and/or artistic expression. Speakers 
provide an opportunity for students to hear and discuss 
opposing viewpoints on a wide range of issues.

It should be understood that providing a forum in no way 
implies university approval or endorsement of the views 
expressed by the sponsored speaker. This statement 
must be included in all publications and advertising of 
the event.

General Liability Policy
rmehs.depaul.edu

The general liability plan provides coverage for bodily 
injury liability as well as some other liabilities arising 
from university operations when it is deemed that 
DePaul was negligent or otherwise at fault in causing 
or promoting the accident/incident. University 
officers, agents, employees, authorized volunteers and 
authorized students are covered under this policy.

Events Held On Campus
With regard to insurance, events sponsored by student 
organizations and held on university grounds are treated 
as part of the university. If the student organization has 
invited an outside vendor to the event, the vendor must 
have proof of insurance.

Events Held Off Campus Grounds
Student organizations may sponsor an event off campus 
for its members. Events held off campus may be covered 
by the university’s insurance policies. Check with the 
Office of Risk Management ahead of time to determine if 
the event would be covered. If the student organization 
holds an event off campus at a third party location, that 
party may request that DePaul issue a certificate of 
insurance (at no cost). The Office of Risk Management 
can submit these requests to our insurer upon request 
if the event is a covered event. Contact the Risk 
Management for specifics at rmehs.depaul.edu. 

University Vehicle, 
Driver & Travel Policy 
DePaul University does not accept responsibility for, nor 
does insurance coverage extend to, any travel program 
not authorized by the university. The use of the name 
DePaul University in connection with anything other 
than an authorized travel program is strictly prohibited. 

This policy explains the responsibilities and 
requirements related to vehicles owned, rented, or 
leased by the university; explains the responsibilities and 
qualifications for drivers of vehicles owned, rented or 
leased by the university and drivers who are driving their 
personal vehicles for university business and events; 
and explains the responsibilities and requirements for 
sponsoring travel for university business and events. 
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DePaul University does not have DePaul owed vehicles 
for student organizations to lease or rent. All vehicles 
used for travel must either be rented from an outside 
vendor or be your personal vehicle. Please visit the 
following website to view car rental vendors that offer 
DePaul discounts: 
discounts.depaul.edu/travel/carrentals.html

Qualifications
All drivers who will be driving students in personal 
vehicles for university business must meet the following 
qualifications:  

1. Have a valid state issued driver’s license.

2. Have no more than two at-fault accidents/violations 
within the last two years.

3. Have no DUI or DWI conviction within the last three 
years.

4. Be at least 21 years old. Drivers who are 18-20 years 
old may, under certain circumstances and subject 
to discretion of the Office of Risk Management and 
Environmental Health & Safety, be allowed to drive 
for local travel.

Driver Certification
Additionally, all drivers who will be driving students in 
personal or rental vehicles for university business must 
participate in a driver certification process maintained 
by the Office of Risk Management and Environmental 
Health & Safety. The driver certification process is 
initiated by filling out a “Motor Vehicle Form” available 
on the Office of Risk Management and Environmental 
Health & Safety website: rmehs.depaul.edu 

This driver certification process will include a check 
of the driver’s driving record (with a charge-back to 
the department that has requested that the driver go 
through the driver certification process) and an online 
driver training program. Drivers will be notified within 
four to five business days if they successfully completed 
the driver certification process. 

In order to remain certified, employees must 
successfully complete the driver certification process 
every three years and students must successfully 
complete the driver certification process annually. 
Additionally, drivers who are in a vehicle accident while 
driving a university vehicle will be required to repeat the 
driver certification process.

*There is a cost associated with this, but your organization 
can ask for funding through SAF-B to cover the cost.

Local or Non-Local Travel
generalcounsel.depaul.edu 

Local (Cook, DuPage, Kane, Lake, McHenry, and Will 
counties)

• Must have driver certification.

• No travel waiver required (unless some risk is 
associated with the event).

Non-Local (all other counties and out of state)

• Must have driver certification.

• Must have travel waiver.
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Event Planning

The Office of Student Life is a great resource to use 
to help you plan your events. There is a lot to consider 
about how best to use space, what vendors to hire, even 
how to negotiate price. Feel free to use the program 
planning tool available online and in the Office of 
Student Life and contact your student life liaisons for 
help. 

Reserving Space
If you would like to have a meeting or event on the Lincoln 
Park Campus or at the DePaul Center located at the Loop, 
Student Centers will be glad to reserve the space for you.

Lincoln Park Campus
Student Centers at Lincoln Park have the ability to 
reserve rooms at the following locations:

• The Student Center Building (all three floors)
• Quad
• Cortelyou Commons
• Munroe Hall (not available during the weekend)

You can find more information for Lincoln Park at  
studentcenter.depaul.edu, by calling 
(773) 325-8381 or at confservices@depaul.edu

Loop Campus
If you are looking at reserving space at the Loop, Student 
Centers can reserve space at the following locations:

• DePaul Center
• Lewis Center
• CDM Building

You can find more information for the Loop at  
studentcenter.depaul.edu, by calling 
(312) 362-8624 or at confservices@depaul.edu.

Room Requests
In order to request a room, you must first have an 
account. Attendance at a training session is required 
in order to receive an account. If you are unable to 
attend the training session you will need to view a 
presentation and complete a quiz with Student Centers. 

In order to receive this presentation and quiz, e-mail 
studentcenters@depaul.edu. Once you have completed 
the quiz accurately you will receive an e-mail with 
account information. If for some reason you do not 
receive your account information in two business days, 
please e-mail studentcenters@depaul.edu. You must 
be a DePaul University faculty or staff member or the 
event planning representative for a recognized student 
organization in order to be eligible for an account.

The person(s) and/or organizations making the request 
will assume full responsibility for any abuse of property 
and actions of participants.

Cancellations 
Standard room reservation cancellations (except for 
Cortelyou Commons ballroom and Student Center 
Room 120) should be made at least two business days in 
advance for weekday events, and three business days in 
advance for weekend events. Failure to notify Student 
Centers of event cancellations may result in suspension, 
or loss of reservation privileges in Student Center 
facilities. When this occurs, it will count as a no show 
against your group. 

Cancellations for Student Center Room 120 and 
Cortelyou Commons ballroom must be made at least 
three weeks before events. 

No Shows 
In order to accommodate as many requests for events 
as possible, we must ask all organizations to honor their 
reservations. Organizations which fail to use reserved 
space (without prior written notification) twice within 
a school year will be unable to meet in the Student 
Centers for ten (10) weeks. 

The Student Centers reserve the right to change and/
or cancel a reservation or alter the use of other assigned 
space with the understanding that, at all times, every 
effort shall be made to provide comparable facilities. 
The Office of Student Life also reserves the right to 
deny organizations continued registration or recognition 
with continued misuse of univeristy space. 



Time Restraints 
Rooms may be occupied only during specific event times. 

Events may not begin until 30 minutes after building has 
opened. 

Events must end at least 30 minutes before building closes. 

Groups exceeding these time limits without prior 
approval will be charged $100 for any increment of the 
first hour and $100 for each additional hour. 

The building hours of the Cortelyou Commons are  
8 a.m.–11 p.m.

Extending Building Hours  
(early open/late close) 
Requests must be made at least 10 working days in 
advance of event. 

An operating cost of $100 per hour will be charged to the 
organization responsible for the event for an early opening. 
A fee of $100 per hour will be charged to keep the building 
open late. Fees are not pro-rated for partial hours. 

Cortelyou Commons events must end by 10:45 p.m. 

Events in the Quad must end by 9:45 p.m.

Late Night Event Policy
Please come to either the Office of Student Life or 
Student Centers to review all late night event policies.

Rental Charges and Event Responsibility 
There is no charge for use of Student Center space 
for internal use by DePaul University departments and 
recognized student organizations. 

An event that is attended predominantly by non-
university guests will be charged a room rental. A 
chartfield must be given to reserve space and rental 
costs will be charged against that chartfield. 

A chartfield is the individual identification number 
DePaul assigns to student organizations.

An event that is reserved by a university staff member 
or department on behalf of a non-university organization 
will be charged rental for university space. 

The sponsoring organization is responsible for all 
charges, fees and any damage resulting from a member 
of the organization or from anyone attending the event. 
The sponsoring organization will be assessed the full 
replacement cost for any damaged furniture, draperies, 
carpeting, etc. 

Classroom and Lecture Room
To reserve an academic building at Lincoln Park,  
fill out the on-line form at lasscollege.depaul.edu/rooms/
default.aspx. 

To reserve PC classrooms and labs fill out the online form at  
is.depaul.edu/computers/technology/room.asp. 

No special events, meetings, or other non-course gatherings 
will be assigned rooms until two weeks after the start of 
the relevant quarter. The only exceptions to this rule are 
requests for weeknights after 9 p.m. and Sundays anytime.

DePaul courses are given priority for all rooms. 

Ray Meyer Fitness and Recreation Center
ccmpusrec.depau.edu

Ray Meyer offers a variety of resources. A few of the 
benefits that Ray Meyer provides is the ability to rent a 
facility, rent equipment, get involved in numerous athletic 
programs, etc. Please visit their website to learn more.

Decorations and Clean-Up Policy
Immediately following a campus event, all debris must be 
removed from buildings and grounds by the sponsoring 
organization. For cases in which the university must 
provide extra cleaning, the cost of the work will be paid 
by the organization. Any damage to a building or loss 
of university-owned material or equipment resulting 
from the use of a building will also be charged to the 
responsible organization.

Decorations must be flame retardant. 
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Decorations must be attached only to cement with 
masking tape. 

Decorations may not be attached to wood, metal, glass, 
paint, ceilings, floors, or other surfaces, as they scar the 
finishes of the facility. 

Balloons are not to be used in the Cortelyou Commons 
or Student Center Room 120. 

No decorations with diameters smaller than two inches 
may be used. This includes but is not limited to glitter, 
confetti, beads, marbles, pebbles, etc. A cleanup fee may 
be assessed if these items are used. 

The use of paint is prohibited in Student Center facilities. 

Candles, incense and fire are not allowed in any of the 
Student Centers facilities. No open flames, including 
candles and incense, will be allowed. 

Balloons used in the Student Center Atrium must have a 
ribbon attached with sufficient length to reach the floor 
of the first level. 

Meeting Rooms 324, 325 and 380 have permanent set-
ups. The furniture in these rooms cannot be rearranged. 

Event Security Policy
Student Centers administration or Public Safety may 
require security officers to be present at an event. 
This expense is the responsibility of the sponsoring 
organization, and the sponsoring group must provide 
a completed and signed budget transfer form to the 
Student Centers. 

Requests must be made through the Student Centers 
administration 10 working days in advance of event. 

The sponsor may be required to provide security to 
check for DePaul ID cards. 

If security requirements are not completed, the event 
will be cancelled. 

Security ratios are determined by a 1:50-75 person count. 
DePaul University contracts the security service and 
groups shall not make their own arrangements. 

Contracted security may be required for events in the 
Student Centers facilities when events have one or 
more of the following components: 

• Percentage of non-DePaul attendees exceeds  
50 percent. 

• Entry fees, admission charges or donations are 
collected at the entrance. 

• Start and end time of late night events or events 
that extend building hours. 

• No on-site presence of organization’s advisor or 
student life/student affairs staff at event. 

• Equipment or product is stored in a reserved 
space overnight. 

• All “Late Night” dance/party event programs or 
any combination event that includes a late night 
dance/party will require security. 

• All late night events that include a “show” 
component in the program, including but not 
limited to fashion show, talent show, cultural show 
or concert will require security. 

• Events where alcohol is served will require security.

Raffle Policy
The City of Chicago requires there to be a raffle permit. 
DePaul obtains this permit, which allows student 
organizations and departments to legally hold a raffle. 
If you are selling raffle tickets and prizes are awarded, 
please contact the Office of Student Life at least one 
week in advance of promoting the raffle on campus. 
We will need to know the price per raffle ticket and the 
prizes that will be awarded.

Casino Night/ 
Gambling Policy
Student Life Casino Night Policy
A student organization may only host a casino night or 
an event involving a game of chance (poker, blackjack, 
roulette, etc.) if the organization is granted approval 
from the Office of Student Life. Student organizations 



are advised to meet with their Office of Student Life 
liaison at least 2 months in advance of the planned event. 
The organization must work in conjunction with the 
Office of Student Life to complete the appropriate 
paperwork through the State of Illinois. If your 
organization plans to fundraise and/or charge at the 
door, a charitable gaming license must be obtained from 
the State of Illinois at least 30 days in advance of the 
event. There are state limitations (four per year) as to 
how many casino nights can be hosted in a given year. The 
student organization is responsible for the fee associated 
with obtaining the license, which cannot be funded by 
SAF-B. The Office of Student Life must first approve all 
gaming events, even if the student organization does not 
plan to charge money and/or fundraise. 

Please review the associated policies and guidelines that 
support the Office of Student Life’s procedures for such 
events:

Student Center Casino Night Policy
studentcenter.depaul.edu/documents/Lincoln%20
Park%20Student%20Centers%20Event%20
Planning%20Policies%20and%20Pro.pdf

No event taking place in a Student Center facility that 
involves legal gambling, raffles or games of chance 
may take place unless they have obtained the proper 
licenses from the city of Chicago and/or state of Illinois. 

Student groups should work with the Office of Student 
Life to host such events.

Gambling includes but is not limited to poker, card 
games, games of chance, raffles and betting. 

You must apply for the license at least 30 days in 
advance from the date of the event. This only applies 
to the charitable gaming license for casino events. The 
raffle license is separate and the university renews this 
annually. As a student organization, you still need to 
inform the Office of Student Life about your raffles.

University Gambling Policy
sr.depaul.edu/catalog/catalogfiles/Current/
Undergraduate%20Student%20Handbook/pg64.html

In accordance with applicable Illinois and federal 
gambling laws, DePaul University prohibits gambling 
or any form of illegal wagering, bookmaking or 
unauthorized games or contests of chance on university 
premises, including but not limited to university housing 
and/or university sponsored functions including sporting 
events. In addition, students shall not knowingly provide 
information to assist any individual involved in any 
gambling activities. 

Food Policy
Activities Involving Food
If a student organization’s event is to be held on DePaul 
University property (Lincoln Park and/or the Loop 
Campus), all food and beverages must be catered with 
the university food service, Chartwells. When catering 
services are required, the student organization should 
contact Chartwells. Note: If the organization has 
received student activity funding, please do not use 
personal funds to pay for the food ordered.

Student organizations must create an account with 
Chartwells through the Chartwells website in order to 
place a food order. Food must be ordered at least 48 
hours in advance of an event.

If the student organization’s event is not on DePaul 
University property, food need not be purchased 
from Chartwells. The use of an outside food vendor is 
acceptable. However, the group must still contact the 
Office of Student Life to ensure that proper procedures 
are followed to pay for the food ordered.

You can find more on Chartwells policies at their 
website: depaulcatering.com.
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Bake Sale and Food Donation
Student organizations may hold bake sales, as long as all 
sanitation guidelines and health regulations are followed. 
Student organizations need permission from Student 
Centers if the food is donated. Baked goods must be 
individually wrapped in clear wrap. The bake sale area 
must be orderly during the sale period and must be 
cleaned thoroughly immediately following the bake sale. 

If the food is donated, there may be tax implications for 
the donor. Please contact the Office of Advancement as 
well as Student Centers. 

Office of Advancement: policies.depaul.edu/policy/
policy.aspx?pid=255

Student Centers: studentcenter.depaul.edu/
EventResources/EventPolicies_CateringDonation_
Request.pdf

Fundraising Guidelines
All DePaul University student groups must obtain approval 
from the Office of Advancement prior to planning, publicly 
announcing and/or conducting fundraising events aimed at 
generating charitable contributions for DePaul University, 
its schools, colleges, programs and/or student groups. In 
addition, a clearance form documenting the cost of the 
event, the list of invitees and the fair market value of all 
benefits returned to attendees in exchange for the entrance 
fee must be submitted to the Office of Advancement prior 
to sending invitations.

Credit Card Solicitation 
Policy
In-person credit card solicitation is prohibited on university 
property. Companies wishing to post informational material 
on university bulletin boards may do so within campus 
guidelines and should contact the Office of Student Life.

Student groups are not permitted to sponsor credit card 
companies on-campus as part of their fundraising events. 

Sponsoring Off-Campus 
Organizations Policy
Any student organization sponsoring an off-campus 
organization, must have representation from the DePaul 
student organization at all times. There will be no fee for 
the table. However, if you leave the table your organization 
will be charged $150.00 (standard rate) for the day. Along 
with the cost, penalties will consequently follow. Those 
penalties will be up to the discretion of the student life 
staff.



Multi-Media
Audio Visual Policy
When reserving rooms in Student Center, AV equipment 
may also be reserved at the time of the request. 

The use of all audio/visual equipment requires a reservation 
placed five working days in advance of the event date. 

Any equipment that must be sub-rented will be charged 
to the sponsoring group.

If there are any special audio/visual requests, these 
must be made at least two weeks in advance to allow for 
equipment rental and technician scheduling. 

Fulfilling requests submitted less than three business 
days before your event will depend on equipment and 
technician availability. 

An AV technician will be available for setup and training 
on equipment but will not be available for the entire 
event to operate equipment unless specifically requested. 

Any special circumstances can be discussed with the AV 
coordinator at (773) 325-4079. 

Additionally, the Office of Student Life has the following 
equipment for use by student organizations: two way 
radios, digital cameras and digital video cameras.

Teleconference/Video Conference Policy
financialaffairs.depaul.edu/procurement/news/2005-
2006/May06-procupdate.htm

If needed, teleconference or videoconference facilities 
are available for student organizations. Pricing for audio 
services is $0.08 per minute and web conferencing is 
$0.22 per minute. 

Two training sessions will be offered via a web 
conference to showcase InterCall’s features and to take 
any questions. Please RSVP to procurement@depaul.edu 
if you plan to attend. 

Film/Movie Policy
The Federal Copyright Act (Title 17 of the U.S. Code) 
governs how copyrighted materials, such as movies, may 
be used. Neither the rental nor the purchase of a movie 
carries with it the right to show the movie outside the home. 
Student organizations must secure a public performance 
license to show copyrighted movies on-campus. The three 
companies to receive the license and the film are:

• Swank Motion Pictures, Inc. 
swank.com 
(800) 876-5577 

• Criterion Pictures  
criterionpicusa.com 
(800) 890-9494 

• Motion Picture Licensing Corporation (MPLC)  
mplc.com 
(800) 462-8855

The Office of Student Life will only approve flyers, promo 
walls or promo tables advertising a public showing of a 
copyrighted movie if the student organization provides a 
secured license from one of the above companies, or if 
the student organization can demonstrate that it is in the 
process of securing the license from one of the above 
companies. The license will also allow you to reserve 
space with Student Centers. Without this documentation, 
Student Centers cannot hold the space for you.
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Marketing Policies

When marketing and distributing information for a 
planned event for your student organization, there are 
several different avenues you can take. Along with the 
different ways to promote your event are the policies 
and procedures that must be followed. For more 
information please see the following website: 

studentaffairs.depaul.edu/slife

Distribution of 
Literature On Campus
Recognized student organizations may distribute 
literature on campus with prior authorization of the 
Office of Student Life with four stipulations: 

1.  All posters, handbills, chalking (LPC ONLY) and 
flyers must clearly state sponsorship by a recognized 
student organization.

2.  Posters/notices are to be posted in accordance with 
the bulletin board policy.

3. One copy of all mass handouts, handbills and/or 
flyers must be filed in the Office of Student Life.

4. Handouts, handbills and/or flyers may not be 
placed on classroom seats or posted at random 
in classrooms, or attached to cars or to university 
property not designated for that purpose.

Flyers
Flyers may be posted on designated bulletin boards 
after flyers are approved and STAMPED by the Office of 
Student Life. Both Lincoln Park and the Loop Campus 
need to stamp flyers for whichever location you choose 
to hang the flyers. The Office of Student Life MUST keep 
a copy for its records. 

All flyers must be approved by the Office of Student Life. 

Flyers cannot exceed 8.5" x 11" for external organizarions 
and 11" x 17" for internal organizarions. 

Maximum flyers: External organizations = five, 
Student organizations = 20 (15 if larger than 8.5" x 11"), 
Departments = 20 (15 if larger than 8.5" x 11") .

No staples or tape on bulletin boards — only push pins. 

All flyers must have contact information on them. 

All flyers to be posted must show original blue and red 
stamp — no copies. 

Only one flyer per bulletin board. 

Flyers are approved for a two-week period. 

Promotion of alcohol, profanity or other topics that do 
not support DePaul’s mission are not allowed. 

Student Life doesn’t make copies for free, post flyers or 
provide push pins (use the ones already in boards).

All religious flyers (not including registered religious 
student organizations) should obtain approval from 
University Ministry: 

• Advertising: two flyers + one for office records
• External organizations: five flyers + one for office 

records
• Student organizations: 20 flyers + one for office 

records
• Departments: 20 flyers + one for office records

A list of all bulletin boards managed by the Office of 
Student Life is available upon request.



Posting with Residential Education
To post flyers in Res Ed, you must take them to the 
Department of Residential Education, Centennial Hall 
for the administrative assistant to stamp for approval. 
The administrative assistant will then deliver them 
to the residential directors to be posted at each Res 
Life location. They ask that all flyers be brought to 
Centennial Hall, room 302 at least five business days 
from the date of your event to give sufficient time for 
the Residential Directors to pick up and post. They will 
approve up to 85 flyers. If you need further assistance, 
please call (773) 325-4279.

Posters
Posters that hang in the Atrium of the Student Center at 
Lincoln Park can no longer be created by hand, but must 
be made by our poster machine. The Office of Student 
Life has created this policy in order to attract more 
attention and offer a more professional appeal to your 
organization and to DePaul’s property. 

All other areas where posters are allowed can be drawn 
by hand.

We charge for posters based on the amount of ink and 
paper used by the file. That is why we do not have a set 
pricing chart. The poster maker tells us how much [ink 
x paper] was used once a poster is printed and we pass 
the cost on to the student organization. The Office of 
Student Life can charge your copy bill which will be due 
at the end of each quarter. Or you can choose to pay 
by cash or check on the spot. Please know we are not 
providing this service for a profit.

To have a poster made, please send a PDF file to 
studentlife@depaul.edu. You must send the PDF file at 
least 48 hours prior to needing the poster for pick up.

Promotional Walls 
Student organizations and departments may reserve 
promotional walls on a first come, first served basis. 

Promotion of alcohol, profanity or other things that do 
not support DePaul’s mission is not allowed.

Groups may not reserve promotional walls for two 
consecutive weeks. 

Promotional walls are reserved from Sunday to Saturday. 
Organization’s materials that are left after Saturday may 
be disposed. 

Promotional Tables for Internal 
Organizations and Departments 
Organizations and departments are allowed to use a 
promotional table for a period of up to ten days per 
quarter. One reservation may be carried at a time. 

Phone/e-mail confirmations will be given on business 
days within 24-48 hours after the form has been 
received. 

Promotional information may be displayed on the 
promotional table only. All such material must be 
removed once the table is vacated. 

Promotional tables must be used during the time period 
requested. 

Please call the Office of Student Life if there are to be 
any cancellations to avoid future penalties. 

The Office of Student Life seeks to avoid competition 
between student groups by preventing two groups from 
promoting the same event/item/fundraiser on the same day. 
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Table Tents 
Table tents can be made from a sheet up to 8.5" x 11" 
folded into any form for placement on tables in the 
university dining centers at both Lincoln Park and Loop 
campuses. One copy of the table tent must be approved 
by and kept on file in the Office of Student Life. 

Loop Campus
Tents can be placed on cafeteria tables no earlier than 
one week before the event and taken down no later than  
one day after the event or if possible at the end of the 
date of the notification. 

Tents can be placed on tables in the gallery (Loop) on/
during the event for decoration purposes.

Come by the Office of Student Life to reserve the 
cafeteria tables.

Only one table tent per table.

Lincoln Park Campus
Table tents can go up when you choose to place them, 
but must be taken away the day of your event or they 
will be thrown away by Chartwells.

One table tent per organization, per table.

• Chartwells has the right to throw any table 
tents away that are deemed by them to be not 
presentable for their area.

• The Office of Student Life holds no responsibility 
for any damaged or missing table tents. We do 
not control that area.

Handbills 
Handbills may be handed out anywhere on campus but 
cannot disrupt the flow of pedestrian traffic, especially in or 
near campus buildings. One copy of the handbill must be 
approved by and kept on file in the Office of Student Life. 

Chalking 
Chalking is permitted on the sidewalks on the Lincoln 
Park campus only. No chalking is permitted on any 
vertical locations including sides of buildings, etc. All 
chalking must indicate the date, time, location and 
sponsor of the event. Chalking must be in a location 
where the advertising can be reached by rain; therefore, 
no chalking is permitted under an area where there is an 
overhang. Any chalking placed in unauthorized locations 
will be removed by facility operations and the cost of 
removal may be charged back to the responsible party.

T-Shirts and Other Memorabilia Policy
All recognized student organizations should consult 
with the Office of Student Life when purchasing t-shirts 
or other memorabilia item when using the university 
name, logo, emblem, etc. to ensure that the necessary 
procedures are followed. SAF-B is willing to pay up to 
33 percent if approved. Please follow SAF-B procedures 
which can be found under SAF-B in this guide.

Usage of University Name, Logo,  
Emblem, Etc. Policy
The DePaul University name, logo, official university seal, 
athletics Blue Demon symbol and any other DePaul 
University symbol from any school are all officially 
licensed trademarks of the DePaul University. For the 
Blue Demon, you must get permission from athletics. For 
any other DePaul trademark, please e-mail the request 
to Enrollment Management and Marketing.



Printing/Photocopying
Student Organizations can print one copy for free, but 
are charged for each copy made. You will be charged 
eight cents for white paper and 10 cents for colored 
paper. Clubs are billed quarterly.

Advertising Student 
Organization Events
The Office of Student Life has developed several 
methods to advertise student organizations’ events. 
Please use the contacts below for any avenue your 
organization wishes to utilize.

Student Life – Demon Direct 
Channel 4 
Located in all DePaul Residence Halls 
E-mail: channel4@depaul.edu

Radio DePaul 
Phone: (773) 325-7341 
Website: radio.depaul.edu 
E-mail: radiodepaulmusicdirector@gmail.com

The DePaulia 
Student organizations receive a 40 percent discount. 
Phone: (773) 325-2283  
Website: thedepaulia.com 
E-mail: depauliabusiness@gmail.com

Campus Connection – News and Events
Website: campusconnect.depaul.edu

Student Centers
Phone: (773) 325-7346 
Video channel in LPC Student Center

Digital Signage System/Info Channel
studentcenter.depaul.edu/MeetingsandEvents/Form/
upcomingEvent.aspx

Organizations now have the opportunity to advertise 
their events or programs on the Student Centers’ digital 
signage system. TV monitors that will display your 
message are available at both campuses. To submit a 
request or to get further information, go to the above link. 

The DePaul University Student Centers department is 
the administrator of a digital signage system comprised 
of several screens located at the Loop and Lincoln 
Park campuses. In the Lincoln Park Student Center, 
the screens are located on the first floor near the 
information desk, outside of Room 120 and near each 
set of elevators on all three floors. At the Loop Campus, 
in the DePaul Center, screens are located in the Loop 
Student Center on the eleventh floor, in the Conference 
Center on the eighth floor and on the first floor near the 
main elevators.

What happens if you invite a prominent 
speaker on campus?  
Contact the Office of Student Life.  

What if you would like the media present 
at your event?  

Contact Public Relations and Communications.
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Website Guidelines

•  Only registered and recognized student 
organizations with the Office of Student Life are 
allowed to have DePaul student organization 
websites. The websites may not be used for 
individual students, class projects or non DePaul 
students or entities.

•  The text and graphic content of the Web 
page is solely the responsibility of the student 
organization. Inappropriate messages, pictures, 
images, documents, etc., may not be included 
on student organization Web pages. Such 
inappropriate materials include, but are not  
limited to, fraudulent, harassing, obscene, 
pornographic, or threatening messages or images. 
Content that promote social biases (e.g., gender, 
racial or religious biases) should be rejected or 
critically reviewed. 

•  Links to resources outside of DePaul servers must 
not violate DePaul policies and guidelines.

•  The use of website space for promoting or 
advertising commercial goods or services, soliciting 
customers or investors, and selling and distributing 
illegal goods or services is strictly prohibited. 

•  Student organizations may be given one yourorg.
depaul.edu webpage, but it is the responsibility of 
the organization to keep it current.

•  Student organization websites must follow Office 
of Student Life, Information Services and DePaul 
University policies and guidelines. 

•  Websites are to be used for the sole purpose  
of communicating information about the  
student organization.

•  The student organization must identify one 
webmaster to make revisions and work with 
the Office of Student Life Web developer. 
The organization webmaster is responsible for 
transitioning all pertinent information.

•  The student organization may not password-
protect the Web page, its content or its files in 
such a way that DePaul is unable to remove the 
Web page.

•  The webmaster is responsible to pass along all 
policies, passwords, etc. to the next webmaster.

•  The content of the website should be current, 
accurate and regularly updated. If content is not 
updated after 15 months, the Office of Student Life 
has the authority to remove the website.

•  All student organization websites must include a 
Demon Direct and Office of Student Life button.

•  Website navigation should be easy to follow.

•  All websites require sitemaps.

•  Demon Direct is the sole place that rosters should 
be submitted. Web pages can be a secondary 
source to provide rosters.
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INVOLVEMENT FAIR – SEPTEMBER/JANUARY  
This is the largest annual event that is hosted by the Office of Student 
Life. Representation of student organizations, specialty departments 
and offices, vendors and sponsors offer incoming, transfer students, 
and the overall student body an opportunity to GET INFORMED… 
GET INVOLVED… & GET CONNECTED to the university. For further 
information please contact the Office of Student Life at (773) 325-7361 
in Lincoln Park or (312) 362-5015 at the Loop Campus.

WELCOME WEEK – SEPTEMBER   
As a new DePaul student, you are invited to participate in DePaul 
University’s official kick-off to the academic year, Welcome Week and 
Blue Demon Days. 

Activities are abundant during this exciting time! Whether you dance, 
eat, do community service, see a movie or attend Mass, there’s 
something for everyone during Welcome Week and Blue Demon Days.

FAMILY WEEKEND – OCTOBER   
Parents and family members from all over the United States and 
other countries come and enjoy three days of academic, athletic, 
social and educational programs at the annual Family Weekend. Some 
highlights of Family Weekend include the President’s Diversity Brunch, 
sponsored by the Office of Multicultural Student Success; a standing-
room-only Sunday Mass in St. Vincent de Paul Church presided by 
Rev. Dennis H. Holtschneider, C.M., president, followed by a brunch; 
and an ‘L’ party on a special four-car Chicago Transit Authority train 
that takes guests on a ride through the Loop and into Chicago’s  
unique neighborhoods.

ALCOHOL AWARENESS WEEK – OCTOBER   
Alcohol Awareness Week is a national initiative that different DePaul 
University departments put on for the week. The objective is to teach 
students and the DePaul community about the risks and dangers of 
alcohol-use. We encourage students to drink responsibly with positive 
messages to empower our students to explore healthy lifestyle 
choices, and to support the university’s commitment to minimizing 
alcohol-related incidents in the campus community. A few of the 
events that have been put on in the past by DePaul are the “Drunk 
Simulators,” “Mock-tails” and “Promoting Safe Drinking.” 

DEPAUL’S HOMECOMING AND SPIRIT WEEK- FEBRUARY  
Taking place during the winter quarter, the DePaul Activities Board 
(DAB) celebrates the return of the basketball teams with a week of 
celebratory events, culminating with the homecoming dance. 

INNOVATION CONFERENCE – MAY  
The Office of Student Life’s annual Student Organization Innovation 
Conference is held at the Lincoln Park Student Center. The goal 
of this conference is to provide student organizations with a series 
of workshops that focus on issues pertinent to the success of the 
organization as it transitions into the new school year. 

The workshops will cover topics such as: 
 Transitioning 
 Program and year-long budgeting  
 Programming ideas 
 Registration for the following school year  
 Marketing tips  
 Retention of organization members 
 Fundraising ideas 
 SAF-B policies  
 And much, much more!

The Office of Student Life hopes that all organizations will attend 
in order to learn valuable skills which will enable the organization 
to be more effective while transitioning into the new school year. 
The conference will provide a great opportunity to learn from 
administrators, faculty and experienced students on how an 
organization can perform effectively within the DePaul community.

COUNTDOWN TO GRADUATION – MAY   
Sponsored by the Division of Student Affairs, the purpose of 
COUNTDOWN TO GRADUATION is to give graduating seniors an 
opportunity to celebrate their memories and accomplishments at 
DePaul. The role of the COUNTDOWN committee is to help plan 
events throughout spring quarter. Please help us make spring quarter 
memorable for our graduating seniors!

FRATERNITY AND SORORITY WEEK – MAY   
This week of events is designed to unite the fraternities and sororities 
on campus. Each chapter participates in events such as variety shows, 
dodge ball, “mock-tails”, quiz bowl and much more! It is an opportunity 
for networking and friendly competition which serves to unify the 
fraternity and sorority life community. A trophy is awarded to the 
fraternity and to the sorority who score the most points. 

FEST – MAY   
FEST is an outdoor spring concert which has quickly become one 
of DePaul’s favorite traditions. Presented by DAB, it includes a 
day-long carnival type activity fair called “FESTival” with university 
organizations and music acts. A three band concert follows as the 
highlight, featuring familiar bands. An after-hours event concludes the 
night, which in the past has included comedy troupes and the  
DJ “Girl Talk.” These acts are voted on by the student body in the 
winter quarter.

Student Life
Annual Events

Here at DePaul University, several organizations and 
campus departments have coordinated campus-wide 
programs in which student organizations can participate. 
In fact, it is the support of the student organizations that 
ensure the success of these programs. The Office of 
Student Life would like to continually encourage student 
organizations to show their support for these traditional 
programs and make them a proud of DePaul University. 
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Code of Student Responsibility
ALCOHOL POLICY 

DePaul community members owe it to themselves 
and others to make educated decisions about their 
use or distribution of alcohol. The university respects 
and adheres to state laws governing the sale, use, 
possession and transportation of alcohol. 

Such laws are strictly enforced by DePaul. Violators  
are subject to University disciplinary action and  
criminal prosecution, including fines and imprisonment. 
The following regulations govern alcohol use on 
university premises: 

 The State of Illinois prohibits the sale, use or 
possession of all forms of alcoholic beverages by 
persons under 21 years of age. 

 All casual possession or consumption of alcohol 
in designated common or non-reserved areas on 
university premises is prohibited by any person 
regardless of age. 

For specific policies regarding alcoholic beverages 
in the residence halls, please see the Residential 
Education Handbook.

Consumption of alcohol which results in behavior that 
infringes on the rights of others in the community may be 
considered a violation of the University alcohol policy.  

Alcoholic beverages will not be served at student-
sponsored or student organization-sponsored events on 
university premises without written authorization from the 
associate vice president for Student Affairs. Notification 
of such authorization will be sent to the student 
organization itself, the organization’s moderator/advisor, 
the building director and the Public Safety Office. 

This authorization will detail the provisions 
for maintaining control of the consumption of 
alcoholic beverages at the event. In making the final 
determination for authorization, the associate vice 
president for Student Affairs or his/her designee  
will consider the following points: 

• Control measures (i.e., security, presence 
of university representative, method of age 
identification and monitoring of the event, etc.).

• The type of event. 

• Estimated attendance and percentage of those 
under 21 years of age .

• Adherence to area/building procedures. 

• The presence of food and non-alcoholic 
beverages in a prominent place. 

• The publicity for the event not advertising  
the availability of alcohol. 

• The possible requirement of a special  
events permit or other license to dispense 
alcoholic beverages. 

• When student organizations sponsor off-campus 
events at which alcoholic beverages are sold and/
or offered for consumption, the organization and 
its officers shall be solely responsible for the 
conduct of such affairs in accord with civil law and 
university policies, including this alcohol policy.

• SAF-B and the Office of Student Life will 
not purchase and/or reimburse for alcohol 
purchased for events that are held on or  
off campus. The student organization is  
solely responsible.

DEMONSTRATIONS 

Orderly and peaceful demonstrations on the campus 
are permitted. However, the university has the 
obligation to ensure the safety of individuals, the 
protection of property and the continuity of the 
educational process. When picketing or other forms 
of peaceful protest take place outside university 
buildings, the university insists on the right of free 
passage for all through the areas where members of 
the university community have a right to be. When such 
demonstrations take place inside university buildings, 
the university insists on orderliness, free passage to 
all rooms, lack of excessive noise, and no interference 
with classes, libraries, offices, assemblies or normal 
administrative functions. Students participating in off-
campus demonstrations will be subject to university 
discipline for reasons stated above as well as for 
the deliberate misrepresentation of the position of 
the university, outrageous abuse of the name of the 
university or participation in demonstrations adjacent to 
the campus that disrupt university functions.
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DISORDERLY, VIOLENT, INTIMIDATING OR 
DANGEROUS BEHAVIOR TO SELF OR OTHERS 

Students are not to engage in behavior that threatens, 
harms or causes to place in harm themselves or other 
persons, or to exhibit behavior that is illegal, destructive, 
lewd, indecent, obscene or disorderly. The types of 
conduct that this regulation is designed to cover include, 
but are not limited to, the following examples: 

• Intentionally inflicting bodily harm upon any person; 
taking any action for the purpose of inflicting 
harm upon any person; taking reckless action that 
results in harm to any person; taking any action that 
creates a substantial risk or harm to any person; or 
threatening by any means of transmission the use 
of force to harm or injure any person. 

• Disrupting the peace, impeding classes, causing 
emotional harm, and/or endangering the safety, 
health or life of any person on campus through 
actions or words. 

• Obstructing fire escape routes such as hallways 
or stairwells. 

• Committing acts of an indecent or lewd nature. 

• Climbing or scaling the exterior of any university 
building or facility. 

• Production of sound through amplification or 
other means (including voices) that unreasonably 
disturbs or disrupts the peace of others or violates 
university standards.  

EMERGENCY REGULATIONS 

The specific emergency regulations and evacuation 
procedures for university buildings must be obeyed at  
all times to ensure the safety of all.

FINANCIAL OBLIGATIONS 

Students are expected to promptly pay all university bills, 
accounts and other related financial obligations when due. 
If for good reason a student cannot pay such obligations on 
time, he/she is responsible for contacting the department 
or the individual concerned in order to arrange an 
extension. Failure to meet university financial obligations 
and deadlines generally results in the suspension of 
registration and the withholding of credits and grades.

GUEST RESPONSIBILITY AND VISITATION 

Students and student organizations are responsible for 
the behavior of their guests while they are on property 
owned or controlled by the university or in attendance 
at its sponsored events. The host students or student 
organizations assume full responsibility for their guests’ 
compliance with all proscribed university policies and 
procedures, including those specific to building hours 
and residence hall visitation.

HAZING 

The hazing of students at DePaul University is strictly 
prohibited. Hazing is defined in accordance with all 
applicable local, state and/or federal laws and includes 
any action taken or situation created to produce mental 
or physical discomfort, embarrassment, ridicule or 
endangerment of a student or group of students. Such 
activities include, but are not limited to: use/abuse of 
alcohol, paddling in any form, creation of excess fatigue, 
physical and psychological shocks, treasure hunts, 
scavenger hunts, road trips or other similar activity, 
wearing of public apparel that is conspicuous and 
normally not in good taste, and morally degrading or 
humiliating games and activities.

Hazing is strictly prohibited in the state of Illinois and by 
the university. Hazing is defined as any willful act, occurring 
on or off the campus of an educational institution, 
directed against a student or a prospective member of an 
organization operating under the sanction of an educational 
institution, that recklessly endangers the mental or physical 
health or safety of a student or prospective member for 
the purpose of initiation or admission into or continued 
membership in any such organization. 

Acts of hazing include, but are not limited to:

• Any activity that recklessly endangers the 
physical health or safety of the student or 
prospective member, including but not limited 
to physical brutality, whipping, beating, branding, 
exposure to the elements, forced consumption of 
any food, liquor, drug or other substance. 

• Any activity that endangers the mental health  
of the student or prospective member, including 
but not limited to sleep deprivation, physical 
confinement, or other extreme stress  
inducing activity.



28   DePaul Student Organization Guide   

• Any activity that requires the student or 
prospective member to perform a duty or task 
which involves a violation of the criminal laws of 
this state or any political subdivision in this state. 

Hazing is a class C Felony. 

POLITICAL CAMPAIGN ACTIVITIES

DePaul University, consistent with its educational mission, 
supports and promotes participation in the political 
process on the part of its students, faculty and staff. 
Participation and voting in civil elections are among the 
highest responsibilities of good citizenship. The Higher 
Education Act of 1998 specifically mandates institutions 
that receive federal aid to promote voter registration.

All colleges and universities, however, are limited in the 
extent to which they, as institutions may participate in 
campaign activities. DePaul is subject to limitations on 
political activity as a nonprofit, tax exempt organization. 
An organization exempt from under Section 501(c) 3 
may undertake no activity whatsoever on behalf of or in 
opposition to any candidate for public office  
whether such office be federal, state or local. This is  
an absolute prohibition.

DePaul University, in order to protect its tax-exempt 
status as a 501(c) 3 organization, may not “participate in, 
or intervene in (including the publishing or distributing 
of statements), any political campaign on behalf of 
(or in opposition to) any candidate for public office.” 
Penalties for improper political campaign activity can 
include loss of tax exempt status, substantial taxes on 
DePaul University (and on managers who knowingly 
violate the law), and federal or state government audits 
or investigations.

ACTIVITIES OF OR ATTRIBUTABLE  
TO DEPAUL UNIVERSITY

A.  Examples of Permitted Activities

 Curricular activities aimed at educating students 
with respect to the political process, and 
addressing, during a political campaign, usual and 
customary permissible public policy education. 

 Voter education activities, if linked to DePaul’s 
educational purpose. 

 Non-partisan voter registration 

 Conducting DePaul-sponsored public forums 
to which all legally qualified candidates (or, if 
impractical, at least all candidates who meet certain 
objective criteria) for public office (or for the 
nomination of a particular party) are invited and 
given equal access and opportunity to speak. The 
format and content of the forum must be presented 
in a neutral manner. 

 Supplying a hyperlink to the Web pages of all 
candidates (or, if impractical, at least all candidates 
who meet certain objective criteria). 

 Circulating unbiased questionnaires to all 
candidates (or, if impractical, at least all candidates 
who meet certain objective criteria) and  
tabulating results. 

 Conducting training programs designed to increase 
public understanding of the electoral process. 

 Conducting public opinion polls with respect 
to issues, rather than candidates, provided that 
the questions are framed to be fair and neutral, 
accepted polling techniques are used, and the 
questions do not directly or indirectly concern 
records or positions of particular candidates or 
parties. With respect to such activities of faculty, 
the limitations should be addressed with due  
regard for academic freedom. 
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B.  Examples of Prohibited Activities

 The university or anyone acting on behalf of the 
university is prohibited from: 

 Posting or distributing posters, campaign signs, fliers, 
etc., for political candidates on campus. 

 Endorsing by or on behalf of the university, expressly 
or by implication, a candidate for public office 
whether such office be federal, state or local. 

 Making official comments on specific actions, 
statements or positions taken by candidates (except 
issues pertinent to its tax free purpose). 

 Reimbursing university employees for campaign 
contributions. 

 Fundraising for a candidate for public office on 
university premises. 

 Conducting “voter education” activities, if confined 
to a narrow range of issues or biased in favor of a 
particular candidate or party. 

 Conducting voter registration activities that are 
similarly biased. 

 Coordinating voter education activities with 
campaign events. 

 Sponsoring events to advance the candidacy of 
particular candidates. 

 Providing to a candidate, campaign, political party, 
political action committee (PAC) or the like mailing 
lists, use of office space, computers, telephones,  
fax machines, photocopiers or other DePaul supplies 
or facilities. 

 Publishing ratings of candidates, where it could be 
viewed as reflecting views of DePaul. 

 Promoting action (e.g., voting) with respect to issues 
that have become highly identified as dividing lines 
between candidates. 

 Use of message boards and forums on DePaul’s 
Website to support particular candidates if the 
statements of the provider of the information can 
be reasonably attributed to DePaul (a disclaimer 
that states that the opinions are neither the opinion 
of the university nor sanctioned by the university 
is recommended in those public discussion areas 
where the information could reasonably be 
attributed to the university). 

ACTIVITIES OF STUDENTS OF DEPAUL UNIVERSITY

A.  Examples of Permitted Activities

 A student newspaper that is financially supported 
by the university may engage in partisan editorial 
activities, given the student newspaper provides 
a disclaimer that the editorial views do not reflect 
those of the university. 

 Student organizations recognized by the Office of 
Student Life may use DePaul facilities for partisan 
political purposes, provided the organizations pay 
any normal charge for use of facilities, if any. It 
must be made clear that views presented by the 
organizations do not reflect those of the university. 

  
DePaul student radio station may provide access to 
airtime to political candidates, provided it is offered 
on an equal basis to all candidates and it is made 
clear that the views presented do not reflect those 
of the university. 

 Students may wear political reference paraphernalia. 

 Students may post campaign signs, fliers, etc., for 
political candidates in their personal rooms, only if 
such material is not posted for public viewing (i.e., 
not placed in a window facing out). 

B.  Examples of Prohibited Activities 

 Student organizations are prohibited from providing 
to any individual or group in support of a candidate, 
campaign, political party, political action committee 
(PAC), or the like, university developed or provided 
mailing lists, use of DePaul letterhead, office space, 
computers, telephones, fax machines, photocopiers, 
or other DePaul supplies or facilities. 

 Soliciting of students on campus to work in a 
campaign unless sponsored by a recognized  
student organization. 

You can find all Code of Student Responsibilities at 
the following website: studentaffairs.depaul.edu/code_
StudentResponsibility/index.html
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Locations & Hours

Lincoln Park Campus
Student Center 

2250 N. Sheffield, Suite 201

Chicago, IL 60614

Tel: (773) 325-7361

Fax: (773) 325-7359

Loop Campus
DePaul Center

1 E. Jackson Blvd., Suite 11027

Chicago, IL 60604

Tel: (312) 362-5015

Fax: (312) 362-5011

Office Hours

Monday-Thursday    9 a.m.–10 p.m.

Friday     9 a.m.–5 p.m.

Saturday     Closed

Sunday     3 p.m.–7 p.m.

Monday-Thursday    9 a.m.–6:30 p.m.

Friday 9 a.m.–5 p.m.

Saturday Closed

Sunday Closed

 
StudentLife@depaul.edu
studentaffairs.depaul.edu/slife

 
StudentLife@depaul.edu
studentaffairs.depaul.edu/slife

Follow us  
on Facebook.

Download our 
app “Student Life 
Mobile” in the Apple 


