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Guidelines – Hub Reservations

1.	Purpose

1.1 To provide a framework to book rooms and common areas in the Hub that promotes student life on campus. 

2.	Guidelines 

2.1 The facility shall strive to provide space and programming for all MSU members. If rooms and/or common areas are booked to constituent groups they will be done in the following priority:

2.1.1 MSU Clubs, Services, or Departments;
2.1.2 McMaster Student Faculty Societies;
2.1.3 Full-Time Undergraduate Students;
2.1.4 McMaster Community Members;
2.1.5 Other groups which are not defined above.

2.2 The following spaces in the Hub are available to be booked out: 

2.2.1 The Nest;	Comment by VP Education, Abigail Samuels: would it help to add a description of the space, location within the building and capacity for guests? it would eliminate the amount of emails asking these type of questions	Comment by Student Life Director, Mitchell German: Great point! From my understanding, this is information that would be posted on the website specifically (photos are already on the website!) and folks will be able to access that information there. 	Comment by VP Education, Abigail Samuels: okay awesome, didn't know that : ) wouldn't hurt to include! people can be ... selective when it comes to reading & critical thinking skills lol
2.2.2 The Community Kitchen; 
2.2.3 The Meeting Room; 
2.2.4 The Loft.

2.3 [bookmark: _Int_8OyKjv8t]Events must follow MSU polices, practices, and procedures to ensure appropriate risk management, health and safety, and food handlers procedures have been adhered to;

2.4 Student groups, MSU Clubs, and MSU Services must receive EOHSS approval for their event prior to a reservation request being made for the Hub;

2.5 Catering for any events in the Hub must be through the MSU’s Food and Beverage Department (TwelvEighty or The Grind) or through McMaster’s Hospitality Services. Requests for third party caterers must be approved in advance. 	Comment by Student Life Director, Mitchell German: Not sure what your thoughts are on this. Feel free to change the wording or take it out if you'd like. 	Comment by VP Administration, Adam F. El-Kadi: I like the wording, would it be helpful to say (such as TwlevEighty or the Grind) that way people know what we're referring to when we say F&B, as well as free advertising ;)

2.6 Non-academic MSU events that promote student life and are open to all MSU members will be prioritized;	Comment by Student Life Director, Mitchell German: Something about public events for MSU members being prioritized. 
The Loft for Friday Prayers (11am-3pm) 


2.7 Bookings for private or constituency events that restrict the ability for all MSU members to fully utilize the facility will be limited;	Comment by VP Education, Abigail Samuels: limited how? have we decided yet?

might be good to add whichever metric we decide on for transparency	Comment by Student Life Director, Mitchell German: Maybe a hot take, but I think that if we use less specific language here, it provides us with more flexibility to make judgment calls as necessary. The way this part of the policy would be applied is if, for example, Ath&Rec wanted to host a private banquet in the Loft on the same day that Campus Events wanted to host Battle of the Bands, then priority would go to Campus Events because it is NOT a private event and all MSU members are welcome to attend. Let me know if you have any questions about this. 

2.8 All reservation requests must be made at least ten (10) business days in advance to be considered. 	Comment by VP Administration, Adam F. El-Kadi: A question for me here-potentially for the reader too-when is the latest people can expect to hear back on whether they have a confirmed booking	Comment by VP Administration, Adam F. El-Kadi: Might it be helpful to outline that in policy as well to reduce the amount of questions that might ask that?

3.      Administration

3.1 The Student Life Director will be responsible for the implementation and enforcement of the above policy;

3.2 Failure to adhere to this policy can, and will, result in event cancellation at the discretion of the MSU. 

4.	 Review 

4.1 These guidelines will be reviewed by the summer of 2024; 

4.2 The MSU reserves the right to make changes to this policy as necessary. 
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