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All events should be requested in advance as far out of the event date as
possible through Room Scheduler EMS.

Events must end by 12:00 a.m. midnight for events occurring Sunday
through �ursday nights; and by 2:00 a.m. on Friday and Saturday
nights.

Events must conform to �re code and maximum occupancy limits.

Student-initiated events are not allowed during Orientation, First Days,
or Final Exam Periods.

Student-initiated events are not allowed prior to the �rst day of each
academic term.

¸
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Student-initiated events are not allowed during Reading Periods
(except the night prior to Reading Period beginning, until 2:00 a.m.)
�e only other exception is for Final Performances.

Smoking is not permitted at events held indoors in College buildings as
they are considered smoke free.

Foam machines and foam parties are not permitted in any College
buildings.

Fog and smoke machines are not permitted for use in any College
buildings. If you would like to use these machines outside of a College
building you must check with the O�ce of Campus Life and
Environmental Health and Safety prior to usage.

If you are considering candles during an event it must be discussed in
advance. Be sure to speak with the O�ce of Campus Life and
Environmental Health and Safety.

Outdoor events must be requested and registered through the O�ce of
Campus Life and approved by Facilities and Campus Safety.

-

-

1

�is is the person whose information is entered when a request is made in
Room Scheduler on the “Details” tab under the subsection titled “Other
Information” in the request �eld with the question “Who is the individual
responsible that will be on-site for the entire event? (name, email, cell
phone #).”

¸
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If the request is approved this person is the responsible person who needs to
be on-site at the event for its entirety. �e full responsibilities an
expectations for the person can be reviewed at following link.

Responsible Individual Expectations

It is important to understand you are responsible for the events that your
group holds.

1

Campus Speaker/Performer Policy 

Freedom of expression is central to Williams’ educational mission as an
inclusive residential liberal arts institution, and the college is committed to
both inquiry and inclusion regarding outside speakers/performers and
related events.

Any guest speaker presenting at Williams should be prepared to listen and
respond to questions from the audience. An invitation extended to a guest
speaker or performer does not constitute approval or endorsement of the
speaker’s or performer’s viewpoint(s) by the college.

Recognized student organizations (RSOs) may invite speakers or
performers of their choosing to campus, subject to the guidelines outlined
below. If an individual student or non-registered group seeks to invite a
speaker or performer, an RSO, faculty or sta� member, or campus o�ce or
department may agree to sponsor the event on behalf of that individual or
group. In those cases, the sponsor is then responsible for ensuring
compliance with this and all relevant policies.

¸
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Sponsoring Organization Responsibilities

When inviting a non-college individual or group to speak or perform on
campus, sponsoring organizations shall:

Notify the O�ce of Campus Life (for OCL-advised RSOs) or the
Davis Center (for DC-advised RSOs) of plans to have a speaker,
performer, or event at the college.

Make clear to invited speakers and performers that any event or
performance must adhere to college policies.

Be clearly identi�ed as sponsors in all publicity materials for the event,
and at the beginning of the event itself.

Be responsible for the cost of additional security measures if the college
determines that such measures are necessary should the proposed event
have the potential to cause violence or damage or pose a threat to the
safety or security of individuals on campus. In exceptional cases, the
sponsoring organization may request additional funding from the
college to cover necessary security-related expenses.

RSO sponsors must complete & submit a written program proposal to
mrb1 @williams .edu in the O�ce of Campus Life (OCL) at least 45
days in advance of the anticipated program date, and then schedule a
meeting with a sta� member of the Davis Center (for DC-advised
RSOs) or the O�ce of Campus Life (for OCL-advised RSOs) to
review the proposal & determine next steps, including location &
logistics.

�e following policies guide the use of campus facilities and related
resources in support of outside speakers/ performers.

Contracts

Williams College will only recognize contracts for an outside
performer/speaker being paid for coming to campus that are signed by an
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agent of the college, de�ned as a faculty or sta� member who has been
approved by their correlating Senior Sta� member to sign contracts.

Students are not authorized by the college to sign contracts.

All third-party contracts, agreements, and arrangements must be fully
disclosed at least 30 days in advance of the speaker/performer’s anticipated
program.

Contracts are subject to review by the college’s legal counsel. It may be
determined that a certi�cate of liability insurance is necessary and, if so,
must be provided at least one week in advance of the program. All contracts
must include the Williams College Performance Rider and are subject to a
5.3% Massachusetts Performance Tax.

Funding

All necessary funding must be secured to cover all associated costs before a
speaker/performer can be booked. Funding for these programs typically
comes from the sponsoring organization.

Alumni, foundations, and other non-college sources may provide funding
for campus speakers. For transparency’s sake, we require that such funding
be disclosed to the college. All agreements and arrangements related to such
funding must be fully disclosed to the college at least two weeks in advance
of the program.

RSOs must disclose their funding sources when they meet with the Davis
Center (for DC-advised RSOs) or with the O�ce of Campus Life (for
OCL-advised RSOs) regarding logistical coordination.

Funding sources must be disclosed in all publicity for these programs.
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General Support Resources

RSOs are required to coordinate logistical aspects of these programs
(including but not limited to publicity, set-ups, lock/unlock schedules, and
other details) through the Davis Center (for DC-advised RSOs) or through
the O�ce of Campus Life (for OCL-advised RSOs).

Hosts may be encouraged by the Davis Center or OCL to seek out
additional resources (through the o�ces of the Dean of Faculty, the Dean
of College, and/or Institutional Diversity, Equity, and Inclusion) in order to
plan the event in a way that will maximize inclusivity as well as educational
bene�t.

Some events may require support from campus and/or other resources
(including college sta� from various o�ces, Williamstown Police and/or
Fire Department, Northern Berkshire EMS, outside a/v tech companies,
etc.). �ese determinations are made by the college, and the sponsoring
organization is responsible for all payments for these services.

Overnight Stays

Outside speakers/performers are not permitted to stay overnight on
campus. If accommodations are necessary, they must be provided o�-
campus and paid for by the sponsoring organization or by the
speaker/performer themselves.

Protesting Speakers/Performers

Protests regarding a campus speaker/performer must adhere to the college’s
Campus Protest policies.

Right of Refusal
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In exceptional cases in which a threat assessment indicates signi�cant risk
to the community, the president and senior administration will work with
event sponsors to determine measures to maximize safety and mitigate risk.
Only in cases of imminent and credible threat to the community that
cannot be mitigated by revisions to the event plan would the president and
senior administration consider rescheduling or canceling the event.

1

Campus Speaker/Performer Policy, timeline, and process
If you are looking to host Bands, DJs, Lectures, Speakers, and Performers
please make sure you review this policy as well as the timeline and process.

Policy
https://docs.google.com/document/d/1g1R2jVLT-
XVSsl5sg6ktvmIMYetirTCuT9g7v5Ixt_A/edit?usp=sharing

Timeline and Process
https://docs.google.com/document/d/1uBZZZrB0c-
fh2I983EAZzCQTHgJp3y_6c7Q2lWjBGwo/edit?usp=sharing

¸

1

Campus Protest Policy

Williams recognizes and supports the right of students on our campus to
protest peacefully within the framework of the college’s policies. Protests
may take many forms including, but not limited to: assemblies,
demonstrations, rallies and picketing, displaying �iers/posters/banners,
distribution of lea�ets and petitions, chalking, tabling, or the temporary

¸
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installation of an object. �e college is committed to ensuring that protests
take place in a safe and responsible manner without infringing upon the
rights of others or violating standards of good conduct or public law.

Williams retains the right to regulate the time, place, and manner of
protests. For example, the Student Code of Conduct states: “�e College is
obligated to maintain orderly and equitable conduct of its a�airs, free of
intimidation and harassment. While peaceful and orderly protest and
dissent are the right of all members of the College community, any action
which obstructs or interferes with the ful�llment of this basic obligation
cannot be permitted. Violent acts and the incitement of violence are not
permitted.”

To ensure that the safety of the community is protected and that the
principles of freedom of inquiry and expression are supported, the college
has established the basic rules listed below regarding protests. In advance of
a planned protest, students are strongly encouraged to consult with relevant
o�ces including but not limited to: the Dean of the College, the Davis
Center, Campus Life, the Chaplains, or Institutional Diversity Equity and
Inclusion.

Protests may not violate or con�ict with college policies or the law.

A single person or group of people does not have the right to prevent
the public expression of others (e.g., preventing an invited speaker from
being heard).

Protests may not jeopardize anyone’s physical safety.

Protests may not prevent, unduly obstruct, or interfere with the normal
academic, administrative, or programmatic operations of the college.
�ese include but are not limited to:

Academic activities, such as classes, labs, activities in any
academic building, libraries, etc.
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Athletic events, including both varsity and club sports

Events or speakers hosted in accordance with college policy by
academic departments, administrative o�ces, or recognized
student organizations

�e functioning of the college’s student residences and dining
halls

Pedestrian & vehicular tra�c �ow

Access to/from any college facilities

In the event that any of the above conditions are violated, college
personnel and/or other o�cials will ask for immediate compliance.
College personnel may require students to leave public events at the
College for improper behavior. Students are expected to comply with
the requests of campus or public o�cials.

Damage or alteration, whether temporary or permanent, to any campus
structure or landscape is not permitted, unless authorized in advance by
the College. Formal requests can be made to the owner of the location
being considered; if the owner is not known, contact Facilities for
assistance. Students who damage property may be required to pay for
replacement/repair costs (in addition to facing potential disciplinary
action).

�e college reserves the right to determine an appropriate location for
rallies & picketing to ensure that college policies are followed, and to
relocate or suspend any protest that violates college policies or the law.
In all cases, legal building capacity limits must be strictly enforced.
Rallies & picketing may not interfere with access to buildings or spaces.

Protests in the form of �iers, banners or other large format materials,
chalkings, or table tents, must adhere to the college’s Postings policies.

�e use of ampli�cation equipment for protest is allowed as long as it
does not prevent an invited speaker from being heard, interfere with the
normal operations of the college, nor violate local noise laws.

Non-college groups, and individuals who are not current Williams
students, sta�, or faculty, are not permitted to engage in protests on
college property unless they are invited to campus by a college
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department or registered student organization in accordance with
college policy.

Violation of these policies will result in disciplinary processes.

1

�ese policies address the permitted means of sharing information publicly
on campus property in the form of postings.

Postings are de�ned as:

Fliers (any temporary sign or poster 11” x 17” or smaller)

Large Format Materials (any temporary sign, �ier, �ag, banner, etc. that
is larger than 11” x 17”)

Chalkings (messages installed on hard permanent surfaces such as brick,
cement, etc. with chalk)

Other (any physical installation in a campus public area that does not �t
within the categories of Flier, Large Format Materials, or Chalkings).

All postings must clearly indicate the name and contact info for the person
and/or group responsible for the posting, or a QR code that brings you to a
website that indicates that information.

Postings are to be installed by the person/group responsible for the postings.
When a�xing a posting to walls or windows, use blue or purple masking
tape to avoid damaging or marking surfaces (you can pick up some blue or
purple masking tape from OCL during regular o�ce hours). Postings may

¸
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not be a�xed to the glass portion of doors. For large format materials, you
may check with Facilities in advance for assistance.

Chalkings may be installed on horizontal outdoor concrete surfaces which
are exposed to the elements, i.e., not on walls, pillars or other vertical
surfaces, and not under overhangs of any kind.

�e location of a posting must not pose a risk to health or safety, including
by breaching Fire Codes or similar life/safety regulations as determined by
the appropriate College or Town o�cials.

For postings that fall into the “Other” category, the installer must meet with
the location/space owner of the proposed installation at least 7 days in
advance of the proposed installation for consideration. If a location/space
owner is not designated or clear, the installer must contact OCL or
Facilities for assistance.

�e College seeks to assure the ability of all students to express themselves
freely. At the same time, Williams has a responsibility to ensure that no
member of this community is intimidated, harassed, or subjected to a
hostile learning or work environment. While allowing the broadest possible
space for expression, the college may in speci�c cases remove postings that
are deemed to have this e�ect. In cases that may violate the Williams Code
of Conduct, the college will also pursue disciplinary processes.

Postings that do not appear to adhere to these policies should be referred to
the Director of Student Involvement & Events for compliance review.

Postings removed due to compliance issues will be held in OCL for one
week, after which they will be discarded. An “Oops” card (see below) will be
temporarily placed near where the posting was removed, noting the
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compliance issue(s). �e card will show a web address to this policy, as well
as a QR code linked to this policy.

Standard Durations:

General �iers may be posted for 14 days,
after which they will be removed and
discarded.

Program event/series �iers may be posted
until the last program date on the �ier has
passed.

Large format materials may be posted for 7
days, after which they will be removed and
discarded.

If you wish for your posting to have a longer duration than those noted
above, contact the Director of Student Involvement & Events for
consideration.

Postings will be removed and discarded campus-wide on the day after the
last day of �nal exams at the end of each semester; at the end of Winter
Study; and in mid-August.

Individual o�ces/departments often provide dedicated bulletin or other
display areas that are managed by the individual o�ces/departments
themselves and may not be available for general postings. �ese
o�ce/department owners may remove any posting on their boards at any
time and for any reason.

If College property is damaged by any posting, those responsible will be
charged for any associated costs in addition to possible disciplinary follow-
up.
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Individuals who are creating postings as part of academic projects,
programs, or assignments may seek exceptions to some of these parameters.
Please contact OCL in advance for guidance.

1

College property (including but not limited to College buildings and
grounds) is primarily designated for use that correlates to the College’s core
educational purposes. Its use for such purposes as lectures, plays, musical
performances, dances, etc., must be approved by the appropriate College
authorities.

College property may not be used for the purpose of participating in, or
intervening in, any political campaign on behalf of any candidate for public
o�ce.

¸

-

1

Below is a list of questions frequently asked about student events.  If your
question is not answered here, contact the Director for Student
Involvement and Events.

Q: Who created the formula for alcohol and what does it mean?

A: �e 2004 Alcohol Task Force made the recommendation for the formula based
on the percentage of Williams students who are 21 years or older and can legally
drink. �e recommendation was approved by the Dean of the College. �e
responsible rate of consumption is based on one drink per hour per person.

Q Wh d I h f ll h f l f l h l

¸
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Q: Why do I have to follow the formula for alcohol?

A: �e formula for the amount of alcohol must be followed to ensure compliance
with Massachusetts Law and College policy. Furthermore, compliance encourages
responsible consumption.

Q: Why can’t I have more people attend my event than what’s listed on the capacities
sheet?

A: Capacities are set by the Massachusetts Building Code. Some of the factors are
the building use group, number of exits and number of bathrooms. 

Q: How do I book a room for my event?

A: You must request a room reservation separately through the online room
scheduler (EMS).

Q: I’m a �rst-time event planner.  What do I do?

A: If you are part of an organization supported by CampusLife or an individual
student, contact Mike Bodnarik, Director for Student Involvement and Events   
  to set up an initial meeting. If you are part of a student organization supported
by the Davis Center, please contact your organization’s speci�c advisor.

Q: Why do people in other o�ces need to know about my event?

A: Various o�ces on campus need to know what events are happening, and
sometimes need to ask questions about an event to ensure that the event goes o�
without a hitch. Sometimes sta� in other o�ces will need to o�er assistance, too.
So we include folks from Facilities and Campus Safety so they have the same
information the O�ce of Campus Life & the Davis Center have, at the same
time. It also gives those o�ces a half-day to bring up initial questions to be shared
with the student by the Programming Coordinator or the Davis Center advisor
during the meeting the next business day.

Q: Do hosts & servers at events with alcohol have to be certi�ed?

A: Yes. Both TIPS (one-time during Williams career) and Host/Server
(annually) and be hired by the Student Involvement and Events Assistant,



8/31/23, 2:38 PM Events – Campus Life

https://campus-life.williams.edu/events/#use-of-college-property 15/17

Trevor Biggs.

Q: My event doesn’t include alcohol.  Do hosts need to be certi�ed?

A:  Maybe – it depends on the event and speci�c details submitted through your
Room Scheduler request. Trevor Biggs, Student Involvement and Events
Assistant or your advisor in the Davis Center will let you know.

Q: I don’t have all the details of my event worked out – should I still submit the Room
Scheduler (EMS) request?

A: Yes! Submit it as early as possible and �ll out the information as completely as
you can at the time. We’ll work with you to �gure out the details after you submit
the form.

Q: My event involves a contract.  Can I sign it?

A: No – students are not authorized to sign contracts on behalf of the College.
Contracts must be reviewed and signed by a sta� of the college. Please see the
contract policy found HERE.

Q: Do I have to meet with someone in the O�ce of Campus Life or the Davis Center
after submitting the Room Scheduler (EMS) request?

A: Yes – so we can help you make sure that your event happens smoothly.

Q: What if I don’t meet a deadline for submitting the form or for contract review, or for
auxiliary services?

A: You probably won’t be able to have the event on the date you’d like, but we’ll
work with you to �nd a new date that will work.

Q: Who gets the email or the form when it’s submitted?

A: Sta� from the O�ce of Campus Life, the Davis Center, Campus Safety,
Facilities, and the Dean’s O�ce.

Q: I have more questions in about being a certi�ed host or server. How do I get answers?

A: Contact Mike Bodnarik he will be able to answer any questions you have
about becoming or hiring a host or server for your events.
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Faculty or Sta� planning events should refer to the O�ce of the Dean of the
Faculty event planning site.

-

-

-
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