
STUDENT TRAINING 

Activities Update email Submissions 

The Student e-mail updates can be a valuable tool to use for your program. The information is sent out 

campus wide allowing you to reach a broad range of students. In order to submit something please follow 

these steps: Your message should be as informative and concise as possible. 

Step 1: Write a brief, informative, description of your event. 

An example of a correct student update would be: 

Swim Meet All-Comers Swim Meet Friday at 5:00 pm in Hart 215 Pool. Sign up in Hart 

227.Volunteers needed for timing on Friday and Saturday at 12:00 noon. There will be pizza for those 

that volunteer. 

An example of an incorrect student update would be: 

Swim Meet Hey everybody, come on out for the All-Comers Swim Meet! It's going to be so much 

fun! We are going to party it up on Friday at 5:00 pm in Hart 215 Pool. So everybody come and sign 

up in Hart 227 right now! We need volunteers to time the swimmers on Friday and Saturday at 12:00 

noon. Don't worry we'll make it worth your while with a pizza party for all those that volunteer! So 

come today and check it out - we promise you won't regret it!!! 

Step 2  

Email this information newsdesk@byui.edu - You may attach a separate document or write it directly 

in the email. The emails are sent out every Tuesday. Make sure you have emailed your information before 

the weekly deadline which is 3 pm on Monday. 

Campus Event Planning 

Room scheduling is done through Scheduling at 496-3120.  Microphones, lighting, tables, chairs, etc 

should be scheduled with the room and noted if a sound technician is needed. An account number will be 

needed for charges.  

Audio Visual (496-3150) can bring microphones, projectors, and equipment for playing videos, etc.  An 

adviser will need to give approval for the equipment to be checked out. Equipment can be delivered to 

and returned from anywhere on campus.   

For large events remember to schedule set-up time for lighting and sound people to prepare for the event.  

For music in the Manwaring Center Ballrooms you will also need to schedule a D.J. through Euleza 

Hymas at 496-7352.  

If scheduled Mic is not set up call 496-3000 and they will contact AV to set it up if it is after hours.  

mailto:newsdesk@byui.edu


Ordering Food 

Ordering Food Process 

Please understand that any function taking place in the Manwaring Center (MC) can only use food 

purchased from BYU-Idaho Food Services. Food from other sources is permitted in any other building on 

campus. 

Steps: 

View their menu online at http://www.byui.edu/foodservices/catering/CateringHome.htm  

Choose the items you want from those available and that which will meet your budget restraints. If an 

item you would like is not listed, ask to see if it is available. Normally it is a good idea to run your 

recommended order by your student director or an advisor. 

Place your order by phone at 496-2840; e-mail at catering@byui.edu ; fax at 208-496-2843 or visit the 

catering office. The University Catering Pick-up Office (CPO) is located at the southeast entrance of the 

Manwaring Center, room 293. Takeout orders must be scheduled for pickup during normal Catering Pick-

up Office (CPO) hours, between 8:00 a.m. and 5:00 p.m., Monday thru Saturday. 

Your name, Organization or event, Account number, Date & time needed, delivery or pick-up order, 

Amounts needed of each item or number of guests if it is a served meal, Paper products, if needed  

Food should be ordered at least 72 hours in advance. Be sure to pay attention to the cancellation policy 

listed in the brochure. You can adjust your order normally up to 24 hours prior to the event. 

Purchasing 

To Purchase anything on-campus (Bookstore, Food Service, etc.) you need to get a Campus Purchase 

Order signed by your adviser. You will need an account number from your budget.  

Off campus local purchases should be cleared and approved with your adviser. Your adviser will give you 

a campus credit card which must be returned along with any receipts within 24 hours of the purchase.  

Orders on-line should be cleared with your adviser and a credit card account number will be given to you 

upon the approval. 

Large purchases or special orders should go through the campus Purchasing Dept. upon approval from 

your adviser. Campus Purchasing is in ASB or can be contacted at 496-2312. A campus account number 

will be needed. 

http://www.byui.edu/foodservices/catering/CateringHome.htm


Publicity 

Coordinators and Managers work with their area Marketing Coordinator to initiate publicity for their 

event.  

Printing Posters 

1. Design it, include the Student Activities Logo – Logos and templates can be found through the 

Univ. Communications website 

2. E-mail your completed file as a PDF to ucidentity@byui.edu  to receive approval 

3. Print posters (order through University Press or Copy Spot) 

4. Take posters and the approval e-mail to get it stamped in the Activities office 

 

Once posters are finished, it is up to each individual council to hang them in the appropriate areas on 

campus. Posters can only be hung on designated poster rails and bulletin boards. 

Schedule Room 

Scheduling of campus facilities should be done through or with approval from your adviser. All 

scheduling of campus facilities is done through Scheduling at 496-3120.  

When scheduling be prepared with the following information: (Put link to their form here) 

 Type of room needed – size, etc.  

 Set-up time; starting time; ending time.  

 Audio Visual needs, microphones, etc.  

 Account number to charge any set-up needs to.  

 Number of chairs needed. 

 Other items needed such as podium, dividers, risers, etc.  

 If a room is not needed it should be cancelled 24 hours in advance if possible. 

Scheduling Activities (MC 101) Conference Rooms 

See Sister Anderson to schedule a conference room. Conference room schedules are printed every week 

on Monday morning. If there is available time on the printed room schedules after Monday morning you 

may write in your meeting time and have the room. 

Ticket Office 

An event or activity requiring tickets requires the services of the campus Ticket Office at Kimball 130. 

 Determine the price of ticket 

 Know the Revenue or “income” account number  

 Determine the number of tickets you can sell  

 Determine the dates you want the tickets to go on sale  

 Fill out the Event Request Form on the Ticket Office Web Site 

(http://www.byui.edu/tickets/ticketrequest.pdf) and return it to the Ticket Office at least two 

weeks in advance of the event  

mailto:ucidentity@byui.edu
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RISK MANAGEMENT PROTOCOL 

Off Campus: 

 If the emergency is life threatening or there is significant property damage please do the 

following:  

 Call 911-For Life Threatening Emergencies-If not skip this step.  

 Manage Group Members-Prevent more accidents  

 Emergency Contact List: Stop calling when you have spoken to anyone on the list  

Advisor 

 Area Coordinator- Trent S., Leon A., Scott H., Kris P., Morris C., Phil C.  

 Director of Activities (Layne Kinghorn: 313-0745 or Justin Garner: 313-3578)  

 Managing Director (Derek Fay: 313-5592)  

 Vice President (Kevin Miyasaki: 496-1110)  

 Campus Police (496-3000) 

 Write down what happened, what people saw, etc.  

 Fill out accident report within 24hrs of accident.   

 

On Campus: 

 Life Threatening Emergency: Call 496-3000 or 911  

 Manage Scene: Provide Care to level of training  

 IF body fluids present contact night custodial for help in cleaning up  

 Call Advisor if life threatening or significant property damage has taken place.  

 Emergency Contact List –Stop calling when you have spoken to someone on this list  

 Advisor  

 Area Coordinator- Trent S., Leon A., Kris P., Morris C., Phil C.  

 Director of Activities (Layne Kinghorn or Justin Garner)  

 Managing Director (Derek Fay)  

 Vice President (Kevin Miyasaki)  

 Campus Police  

 File Accident Report  

Assumption of Risk:  http://www.byui.edu/travel/Forms/ASSUMP_RISK_AGREEMENT.mht  

Resources Contact List 

 Audio Visual 496-3150 MC 230 

 Ticket Office 496-3170 Kimball 130 

 Food Services 496-2800 M.C. 276A 

 Travel Office 496-2340 ASB 110 

 Lodge Scheduling 496-7301 M.C. 101 

 Keys 496-2551 PPLT 82 

 Scheduling 496-3120 M.C. 191 

 Vehicle Scheduling and Driving Permits 496-2561 PPLT 83 ~ 

https://web.byui.edu/FleetServices/Driving%20Permit%20Application.pdf   

 Campus Police 496-3000 Kimball 150 

http://www.byui.edu/travel/Forms/ASSUMP_RISK_AGREEMENT.mht
https://web.byui.edu/FleetServices/Driving%20Permit%20Application.pdf


Map of Campus 

http://www.byui.edu/maps/ 

TRAVEL 

Driving Permits 

Obtaining a Driving Permit 

Things to know 

 Detailed information about the procedure is found at: Fleet Service Van Driver Training Form  

 Please go to this website and follow the instructions carefully.  

 You will need to start at least one week before you need the permit. Earlier is better.  

Steps 

 Obtain and fill out a driving permit form. Copy on-line  

 Take the on-line training and test on Blackboard.  

 Schedule and take a driving test with Fleet Services (496-2466)  

4.2 Schedule Lodge 

 Receive permission from your advisor to schedule a lodge 

 Contact Rebecca Johnston to schedule a date at 496-7301 or go to M.C. 101  

 Fill out an application form found on the Lodge website - Activities/Resources/Lodge 

 Include: objectives for retreat, schedule, advisor signature  

 Return form to MC 101 to Sister Johnston  

 Pick up a key and checklist, participant list and key prior to going to lodge (or print off the 

checklist and participant list above if no key is needed) 

 Return list and key to MC 101 by noon on the day following your return. 

4.3 Schedule Vehicle 

 Link To: Vehicle Rental 

 Printable Version: Scheduling Vehicles 

Scheduling Vehicles 

 Determine the size and number of vehicles that are needed  

 Contact your adviser to schedule the type of vehicle needed or to receive permission to schedule 

the vehicle  

 Go to: Vehicle Rental  

 Click on the type of vehicle needed  

 Fill out the electronic form 

 Click on the ‘Submit Request’ button on the page. If there are errors, they will be shown what 

information needs fixed. Otherwise, they will be shown the data that was sent to Fleet Services 

for processing.  

Pick up keys prior at PPLT 83 

When returning vehicle record ending mileage, put key in packet and return to PPLT 83 office or in the 

drop box 

http://www.byui.edu/maps/
http://web.byui.edu/Vehicle/Driving%20Permit%20Application.pdf
https://web.byui.edu/Vehicle/
http://activities.byui.edu/intranet/travel/schedule_vehicle/Scheduling_Vehicles.pdf
https://web.byui.edu/Vehicle/


Student Travel 

Assumption of Risk Agreement: http://www.byui.edu/travel/Forms/ASSUMP_RISK_AGREEMENT.mht 

http:Link To Overnight Student Travel Authorization form: 

http://www.byui.edu/accountingoffice/overnightstudenttravel.htm 

APPLICATION: Programs involving overnight student travel should obtain travel approval from their 

vice president or his designee using an Overnight Student Travel Application. The approved application 

should be submitted to the Travel Office at least 14 days prior to departure. 

 

ITINERARY & ROSTER: For Activities overnight travel where the travel is for one night and the 

roster is subject to change up until the time of departure, the schedule, roster and itinerary should be left 

at the Manwaring Center Information Desk upon departure. 

 

TRAVEL AUTHORIZATION: For overnight travel, trip managers must also complete an online Travel 

Authorization Form (TA). As a general rule, a TA is required for all travel. 

STUDENT STATUS/HONOR CODE: Participants in student travel must be officially admitted to the 

University or be a student's spouse and must adhere to the Honor Code. Those students who are on 

academic, Honor Code, or other probation with sanctions may not travel with official University groups 

or on University business, except to fulfill academic requirements or participate in certain Student 

Activities. Even though additional students or students' spouses may accompany a group, participation 

must be authorized by the advisor or trip manager. 

 

PREGNANCY: Pregnant students are permitted to travel. However, if the travel extends into the 24th 

week of pregnancy, written permission from the student's doctor is required. The doctor's permission 

documentation should indicate an estimate of the due date. If the trip will take the student to within 30 

days of the due date, then the student may not travel. For travel by air, the guidelines of the specific 

airline should also be followed. 

 

TRIP ADVISERS: Same-day travel does not require an administrative, faculty, or staff supervisor to 

travel with the group. It does require, at the very least, a properly trained student supervisor with 

appropriate university driving permits. Overnight student travel requires fulltime faculty, administrative, 

or staff personnel to supervise travel plans and to accompany the students. Exceptions allowing 

supervision and accompaniment by part-time faculty or personnel must be properly authorized. 

 

PERSONAL VEHICLES: The university has no responsibility to provide transportation for students 

traveling to university-approved programs and activities, or to fulfill course requirements. To promote 

proper safety and insurance coverage, when the university opts to provide transportation, all such 

transportation must be by university vehicle, public commercial carrier, or other expressly approved 

modes of transportation. Any exception must be in writing with approval of a vice president or his 

designee. Travel by private vehicle is strongly discouraged when the university provides transportation. 

Students traveling by private vehicle may not be required to carry passengers, but may voluntarily elect to 

do so. 

 

TRAVEL HOURS: All road travel between the hours of 12 a.m. and 5 a.m. by university supplied 

transportation is prohibited unless by commercial carrier or university bus. 

http://activities.byui.edu/intranet/travel/travel_policy/Assumption_of_Risk_and_Release_Agreement.pdf
http://www.byui.edu/accountingoffice/overnightstudenttravel.htm


 

STUDENT DRIVER PERMIT: Student drivers must obtain a University Driving Permit to drive a 

university automobile. All student drivers who operate university vans, pickups, and trucks are required to 

obtain a university van and pickup permit. Training is conducted by University Fleet Services (extension 

2466). 

MIXED GENDER TRAVEL: Students or employees who are not related should never travel alone with 

a member of the opposite gender. When traveling in mixed gender groups, good judgment, and discretion 

should be exercised at all times with caution being exercised on the side of sensitivity to how others may 

view what is being done. 


