	
	
	



LNDL Campus Event Policy
Introduction
Mission & Priorities
The Loyola Notre Dame Library’s primary mission is to advance the academic and spiritual missions of Loyola University Maryland and Notre Dame of Maryland University. In alignment with this mission, LNDL prioritizes the needs of its institutions when evaluating requests from external community organizations. 
Types of Events at LNDL
[bookmark: _Int_v29yxyOe]This is a list of some of the various types of events the Library has hosted:
· Meetings
· Student Organizations
· Departments & Offices 
· Film Screenings
· Lectures/Panelists 
· Classes (Semester-long and one-off)  
· Fairs/Tabling
· Ceremonies/Receptions
· Trainings/Orientations 
If an event falls outside of these types, LNDL can work with Event Organizers to determine feasibility of hosting at LNDL. 
Library Operations Capacity
Semester-long class requests require proactive communication since this is a major commitment of library space resources. We encourage event organizers to reach out as far in advance as possible to coordinate support. 
The Lab A & B Instruction Labs primary campus venue supporting LNDL’s Research & Learning Program. These two spaces are prioritized for literacy instruction; all other requests for this space need to be considered for their impact on this critical function. The Instruction Labs cannot be reserved for semester-long classes. 
Timeline for Communication
Loyola University Maryland and Notre Dame of Maryland University can initiate the event request process by completing the Event Request Form. Event Organizers can expect the submission and approval process for events to take 1-2 weeks. Timelines can be expedited by request. Utilizing Loyola Event Services or Notre Dame Conference for equipment and furniture rentals may prolong the approval process.

Food & Catering
LNDL routinely hosts events that involve food, which introduce unique challenges. Event Organizers can work with their respective campus catering (Loyola Parkhurst Evergreen or Notre Dame SAGE Dining) or use a third-party caterer. 
Sanitation & Waste Management Notice
If event organizers choose to coordinate their own third-party catering, then they must take responsibility for proper disposal of food waste or communication of sanitation issues. LNDL staff will advise on the proper process for disposal of food waste.
Variety of Space Functions
LNDL may relocate events involving catering to ensure alignment with LNDL’s Food & Beverage Policy. The Learning Lobby and Gallery are preferred for large meals, such as catered lunches. In all other reservable spaces, snacks and university catered receptions are permitted. Exceptions are possible but maintaining a clean and sanitary building remains the priority.  
Alcohol Policy
All events that involve alcohol require campus catering services to ensure adherence with state and local laws and regulations. LNDL does not allow event organizers to host events with alcohol without contracting with campus catering.  
Library Event Support
Coordination Expectations
Event Organizers are expected to review event coordination summary documents to verify information and communicate any changes to event plans with library staff. For major events (+30 attendees) that require extensive furniture and technology support, an in-person building walkthrough will be scheduled. Finally, any event that requires extensive support from campus event services (such as large receptions in the Gallery) requires proactive communication to ensure that LNDL, Campus Event Services, and the Event Organizer understand and support one another. 
Parking at LNDL
[bookmark: _Int_cPWAtdKc]The Library has its own parking lot with approximately 60 spots. Here is more information about Directions and Parking at LNDL. Due to the need to maintain library operations during events, LNDL cannot guarantee a specific number of spots to be available for events. Events that require transportation via charter bus or large vehicles require additional coordination. 
Library Equipment & Furniture Support (Access Services) 
The Library can provide various support equipment for events. Here is an overview of LNDL event materials available:
· Portable Bluetooth Speaker and Wireless Mics (2) 
· Folding Tables:
· Three 8ft tables 
· Two 6ft tables
Also, Event Organizers can coordinate with the Access Services Operations Supervisor to store event materials in the Access Services Office Area a couple of days before their event.  
Event Technology Support (InfoTech)
The Library’s Information Technology unit can provide some support for event organizers
This includes these three categories: 
· AV Tech Troubleshooting
· Educational Technology Staging (Collaboration Stations)
· Hybrid Technology Set-up 
Campus Event Support
Loyola University Maryland
Loyola Events
For any events that require extensive furniture needs (like Gallery Entrance Receptions), then Loyola Events need to be consulted. Event Organizers are expected to work closely with the Access Services Operations Supervisor to communicate support needs and logistics. 
Loyola Event Services  can be contacted via their group email events@loyola.edu
Parkhurst Evergreen Catering
Loyola Parkhurst often caters for events in the library building; this service is organized by the event organizer directly. The Access Services Operations Supervisor will contact Loyola Catering Team if there are any concurrent event transitions that require special set-up/breakdown limits.  
Loyola Parking and Transportation
For overflow parking, Loyola Event Organizers need to contact Loyola Parking and Transportation to coordinate support. 
Notre Dame of Maryland University
Conference Services
For any events that require extensive furniture needs (like Gallery Receptions), Conference Services need to be consulted. Event Organizers are expected to work closely with the Access Services Operations Supervisor to communicate support needs and logistics. 
Notre Dame Conference Services can be contacted at arockstroh@ndm.edu
SAGE Dining
Notre Dame SAGE Dining often caters for events in the library building; this service is organized by the event organizer directly. The Access Services Operations Supervisor will contact Notre Dame SAGE Dining if there are any concurrent event transitions that require special set-up/breakdown limits.  
Registrar
When semester-long classes are booked in the library, the Access Services Operations Supervisor, will include the Registrar for final confirmation to ensure that the class location is documented correctly. 
Notre Dame Public Safety
For overflow parking, Notre Dame Event Organizers need to contact Notre Dame Public Safety to coordinate support.

Event Request Form submitted; request receipt shared with event organizer and LNDL contacts.


(within 5 business days of request)
LNDL staff reviews request and drafts event summary document, sends to event organizers for confirmation. 


(within 1-2 weeks of request)
Final confirmation of event assistance from LNDL InfoTech and/or LUM Event Services/NDMU Conference Services. 


(1-2 weeks ahead of event)
Reaffirm event support needs and LNDL policy, confirm catering, and schedule space walkthrough (if necessary).
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