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LIBRARY ATRIUM RULES
ALL ATRIUM USERS ARE RESPONSIBLE FOR THE FOLLOWING:

Access: 
· Check out Library Atrium, service elevator, and lighting keys from Admin 116 before your event. Keys are to be returned on the next business day.
· Do not prop open the doors leading to the service elevator; close behind you to protect our library collection. If both doors were used, remember to secure the top lock on the right door before leaving.
Helpful Resources:

· There is a house phone provided in the kitchen area for your convenience (x7316 or 352-7316). If calling out to a Regent extension, dial the four digit number. If calling outside of campus, dial 9 first.

· For a medical emergency call 911 immediately.
· For a campus safety emergency call 226-2911 or 226-2075, option 1, immediately.
· For non-emergency requests for police services call Regent University Police Department dispatch at 226-2075, option 2.

Rules:

· No red punch, glitter, confetti, sand, or other similar materials allowed.

· No tape is permitted on walls, doors, floors, etc. Wall Putty is allowed.

· Do not move tables, planters or benches as it may cause damage to the floor.  

· Do not remove linens from the tables.
· Do not take down tables and chairs.

Media & Lighting:

· If you have questions about your media set-up, call Media Services x4105. 
· Volume of microphones should not be so loud that it disturbs library patrons. 

· Only Media Services staff members are authorized to move the equipment.

· Spot Lights are managed by Media Services. You have permission to turn them on for a maximum use of 2 hours. Please note that they are not to be repositioned by anyone other than a Media Services employee. Technician fees will apply. 
· To turn on evening lighting (ceiling and/or wall lanterns), follow directions on laminated card in hanging bin on kitchen wall/lattice.

Spills and Required Clean Up:

· If you have a spill (liquid or solid) on the floor or benches, please clean it up.  There is a broom, dustpan, mop, and bucket in the atrium kitchen if needed for cleanup.

· All trash is to be picked up and disposed of in the trashcans.  You are responsible for taking all trash down the service elevator to the compactor located at the Library loading dock. Instructions are posted on the trash compactor door for your convenience. 
· Do not take trash out through the carpeted balcony area (carpet cleaning fees will apply). 
· Do not stack trash cans.                                                    
· After your event, please wipe down any tables covered with plastic tablecloths, typically used for food, with a damp paper towel.
· Brush crumbs and debris off all linen; rinse all rented coffeemakers, punchbowls, and utensils.  
· Failure to carry out the steps noted above will result in a housekeeping fee of $15 per man hour, with a minimum fee of $50 for each offense.  

Temperature and Electrical Outlets:

· To adjust temperature after business hours, contact Police Dispatch at 226-2075. During business hours, contact Admin Svcs. at x4442.

· If an electrical outlet is not working in the kitchen area, please push the reset button on the outlet

 behind the microwave. 

· The location of all working Atrium floor and wall outlets are noted on laminated card in hanging 
bin on kitchen wall/lattice.

Before Leaving the Library Atrium:

· Please make sure that all of your materials (food, supplies, etc.) are removed immediately after your event.

· Ensure that all facility lights are turned off and tree lights (if used) are unplugged. 

· Please lock all doors before exiting the room. 
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