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THINGS TO THINK ABOUT
• Advertising and Signage
• Acceptable Use
• Acce ss ib ilit y/ Accom m od a t ion s
• Alcohol Consumption & Policy
• Amplification of Sound
• Animals
• Contracting and Purchasing
• Decorations Policy
• Early/Late Access to Space Guidelines 
• Event Set -up and Custodial Procedures
• Event Support
• External Entities
• Facilities Plant Operations and Maintenance Support
• Food/dietary restrictions

• Fund ra is ing
• Inc le m e n t  We at he r
• Masco t  Ap p e arance s
• Out d oor Eve n t s
• Parking
• Re q ue s t  fo r Un ive rs it y Pho t ograp he r
• Pre s id e n t  Ap p e arance s  and  Re m ark Re q ue s t s
• Pro t e c t ion  o f Minors
• Re p ort  an  Inc id e n t
• Reservation Method and Timeline
• Reserving Space
• St ud e n t  Organ iza t ion  Eve n t s
• Sust a inab ilit y
• Venue Capacity



25Live is the official web-based space reservat ion and calendar syst em 
for West  Chester University. The software provides one cent ralized 
scheduling syst em and data source for most  event s held at  WCU.

ACCESS 25LIVE

25LIVE  
OVERVIEW

https://25live.collegenet.com/pro/wcupa#!/home/dash


YOUR ACCESS

SIGNING IN

SPACE RESERVATIONS: 25LIVE

To sign in, use your University credentials.

Access varies depending on your security group.



Visit t he websit e to access the Academic  Space Usage Policy and important  informat ion on 
layout s, food and beverage, t echnology, clean up, and more. 

GUIDELINES AND POLICY

General  Purpose Classrooms  are shared academic spaces cent rally managed by the Regist rar’s 
Office and used for class inst ruct ion, student  educat ion, or other like act ivit ies. Event s must  be 
compat ible with t he educat ional nature of classrooms in academic buildings. Non-class event s are 
welcomed, cannot  adversely impact  the classroom, it s content s, or the surrounding area. 

USAGE

SPACE RESERVATIONS: 25LIVE

https://www.wcupa.edu/registrar/campusScheduling/facultyStaff.aspx
https://www.wcupa.edu/registrar/campusScheduling/facultyStaff.aspx
https://www.wcupa.edu/registrar/campusScheduling/facultyStaff.aspx
https://www.wcupa.edu/registrar/campusScheduling/facultyStaff.aspx


USE THE QUICK SEARCH TOOL

SEARCH BY DATE OR LOCATION

25LIVE:  REQUESTING SPACE 

• Use building codes to search by location.

• To search by date, click on “Find 
Location” still need some knowledge of 
location.

• To search by location, click on “where” 
and type in your location. 



SEARCHING BY DATE

• In the main box, search by I know WHEN by 
event should take place.

• On the next  screen, enter your date, t ime, 
number of at t endees, and building, then 
select  show me what’s available.

• Select  a  space that  for your event . 

25LIVE:  REQUESTING SPACE BY DATE



• If searching by location, 
reserve the space by selecting 
the date and time you would 
like to reserve the space.

25LIVE:  REQUESTING SPACE BY DATE

NEXT STEPS

• Note the t abs above to view 
Details of space , List  of 
other event s happening in the 
space, Availability by week 
and Calendar view of event s .

WORK TABS



25LIVE:  REQUESTING SPACE BY LOCATION

• In the main box, search by I know WHERE my event should take 
place.

• On the next screen, If Location Name is known, type the location 
code, choose specific space from drop down then select Show 
Availability.

• If Locat ion Code is not  known, type the beginning let t ers for the 
locat ion and hit  “Go”, select  the space by using the drop-down 
box and then Show Availability.

SEARCHING BY LOCATION



• Complete the online form by filling 
out all the details of your event.

• You will need to know
⚬ Name of Event
⚬ Type
⚬ Organizat ion
⚬ Approximate at t endance
⚬ Date and t ime
⚬ Brief Descript ion

• Agree to the t erms and condit ions, 
t hen save.

COMPLETING THE FORM

25LIVE:  THE EVENT REQUEST FORM



• Reservations are TENTATIVE unt il the requester receives a  confirmat ion not ificat ion. 
⚬ Advert ising and market ing for event s should not  occur unt il the reservat ion is CONFIRMED.
⚬ The email confirming your submission to reserve space DOES NOT mean your reservat ion is 

confirmed.
• Once the reservat ion request  has been entered into 25Live Pro, the requester will be limited on 

what they can edit, depending on the request status.
• Reservation requests are typically reviewed within two (2) business days; however , this may 

be delayed during peak times. Requests to use academic space over the weekend should be 
submitted by 12 pm on Thursday.

• Rain dates and/or rain locations may be requested when the original event request is submitted to 
anticipate possible inclement weather.

• To cancel an event request, use the confirmation email and respond to the approving 
department with ”Cancel” in the subject line.

• The University reserves the right to reassign space and/or cancel events to accommodate the 
University community.

25LIVE:  PENDING RESERVATIONS

https://25live.collegenet.com/pro/wcupa


Sykes Student Union 
Administration
Sykes Union administration manages reservations for only 
Sykes Student Union, SECC Ballrooms, and SECC Club 1871. 

Sykes Reservation Process
• For faculty and st aff, space can be reserved through 

25Live. 
• Event Set-Up Catalog  – view maximum capacit ies.
• Ram Park can also be reserved through 25Live. View 

guidelines and procedures for Ram Park HERE. 
• Spirit  Enhancement s (backdrop, WCU let t ers, 10 x10  t ent , 

various Rammy signs) can be requested HERE.
• ACCESS FLOOR PLANS OF SYKES STUDENT UNION

https://www.wcupa.edu/_services/Stu.Syk/documents/Sykes-Room-Set-Up-Catalog.pdf
https://www.wcupa.edu/_services/Stu.Syk/documents/Sykes-Room-Set-Up-Catalog.pdf
https://www.wcupa.edu/_services/Stu.Syk/documents/Sykes-Room-Set-Up-Catalog.pdf
https://www.wcupa.edu/_services/Stu.Syk/documents/Sykes-Room-Set-Up-Catalog.pdf
https://www.wcupa.edu/_services/Stu.Syk/eventReservations.aspx
https://ramconnect.wcupa.edu/sykes/survey?survey_uid=609473b6-c202-11ee-bde0-0a80ef5ee5f9&feedback_event_id=&content_type=&content_type_id=
https://www.wcupa.edu/_services/Stu.Syk/documents/sykes-building-maps-10-24.pdf
https://www.wcupa.edu/_services/Stu.Syk/documents/sykes-building-maps-10-24.pdf


Sykes Union and Student Activities implemented this process in 2022 to assist student organizations and 
university department s with reserving space within Sykes Student  Union for future event s.

With limit ed large venues on campus and t rying to meet  the needs of many organizat ions and departments, 
this process allows for space requests to be made in advance during a shared week to allow for equal 
opportunity to these spaces.  The current  process allows an event  organizer to request  space up to a  year 
in advance. This process provides more st ructure and creates more opportunit ies for all event  organizers to 
gain access to spaces.

The next  Advance Regist rat ion Process will open on Monday, February 16, 20 26 at  8:0 0  am – Friday, February 
20 , 20 26 at  4:30  pm for FY26-27. 

Sykes Student Union 
Administration
Sykes Advanced Reservation Process

https://www.wcupa.edu/_services/Stu.Syk/advanceReservationProcess.aspx


• SSU is a student-run and operated building.
• On 25Live, the “event set-up time” is used for our own internal 

set-up. Your event set-up time for your team should be included 
in your “Event Time” on 25Live.

• SSU has special policies and procedures that are specific to the 
building. Please check the website for details and information.

• READ YOUR CONFIRMATION EMAILS.
⚬ These emails include the “final” informat ion & all policies 

your group will be held to. This email is what  we reference 
on the day of the event .

⚬ Emails must  be forwarded to the event  point  person.
• ALL CHANGES/CANCELLATIONS MUST BE MADE 72 HOURS IN 

ADVANCE.

Sykes Student Union 
Administration



SECC BALLROOMS
The day-to-day management of the SECC ballrooms is the 
responsibility of Sykes Union and Student Activities.  The Office of 
the Provost approves reservation requests for this campus space.

• Ballrooms A, B, & C are reserved M-F from 8:00 am-4:30 pm 
and are currently not available for reservations.

• Ballrooms A, B, & C can be reserved beginning at 5:30 pm M-F 
and open all day on the weekend. All requests must be 
completed through the SECC Ballroom Request Form.

• Except ions are made on a  case-by-case basis & determined by 
the Provost ’s office. 
⚬ Decision is based on scope & scale of event , connect ion to 

unit  mission, just ificat ion for the space over use of other 
spaces, and ability to relocate Admissions office.

⚬ If approved, Sykes Student  Staff will communicate back 
and work to assist  you with the event . 

• Request s must  be made at  least  30 business days in advance 
to accommodate all necessary changes in exist ing reservat ions.

https://redcap.wcupa.edu/redcap/surveys/?s=KEYF8EPF8LYMML98


SECC, LOWER LEVEL

• Club 1871 is a faculty and Staff lounge with 40 seats 
varying; bar height, cafe height, and lounge seating.

• Glass walls can be open or closed upon request.
• Set-up cannot be altered. If you alter configuration, 

you’re responsible for returning to how you found it.
• Centrally located on campus for convenience and 

collaboration.
• Monitors with Ram Cast and additional tech 

components.
• Not available to reserve M-F between 8 am - 5 pm. It 

is accessible with any employee ID.
• To reserve in the evening or on weekends, contact 

Jayna Suter directly.

CLUB 1871



Conference 
Services

Philips Memorial Building
• Autograph Library - capacity 64 (round tables), 100 

(theatre style seating).
• Lower-level conference room capacity = 40
• 3rd board room capacity – 25
• Library setup details (moving services) and AV support 

(IS&T Multimedia) are the responsibility of the host.
• All food must be coordinated through Aramark.

Conference Services administration manages reservations for all 
external groups wishing to rent space on campus. Conference services 
also manages reservations for internal groups wishing to use spaces 
within Philips Memorial Building. Certain spaces within Philips are not 
listed in 25Live.  Please work directly with Conference Services to 
reserve these spaces. For conferences involving outside guests, a 
facility usage fee may apply. These fees are listed in the Facility Use 
Policy.



Conference 
Services
RESERVING SPACE

The lower-level conference in Phillips can be reserved via 25live, as 
can the Phillips Board Room (employees only). Once the space is 
approved, you will be asked to complete the Philips Room 
Regulation form (below).

The Autograph Library can be reserved by contacting Mary Beth 
Kurimay or Leighann Keegan. You will need to complete both the 
Room Regulation Form and a special form just for the library to to 
secure your reservation.

• Autograph Library Room Reservation Form
• Philips Room Reservation Regulations Sheet

https://www.wcupa.edu/OCA/conferenceServices/documents/Autograph%20Library%20Room%20Reservation%20Form%20Template.pdf
https://www.wcupa.edu/OCA/conferenceServices/documents/Autograph%20Library%20Room%20Reservation%20Form%20Template.pdf
https://www.wcupa.edu/OCA/conferenceServices/documents/Philips%20Room%20Regulations%20Sheet.pdf
https://www.wcupa.edu/OCA/conferenceServices/documents/Philips%20Room%20Regulations%20Sheet.pdf


TANGLEWOOD

Requests to use Tanglewood are limited and must be approved by the President.  Submit a request at least one month in 
advance using the Tanglewood Request Form . Only the President ’s Office, the WCU Foundat ion, Vice President s, and Deans 
can submit  a  request .  If approved, requestors are responsible for the cost  and coordinat ion of catering needs, room setup, 
and audio/music (if applicable). 

Requestor must  work direct ly with New St reet  Catering for Catering , and contact  Kaysey Davis to coordinate live music 
through the Wells School of Music.

https://redcap.wcupa.edu/redcap/surveys/?s=RCE3TDWMMFYT8RNE
https://wcucatering.catertrax.com
mailto:KDAVIS4@WCUPA.EDU


The serving of alcohol on the WCU campus is approved only on an exception basis, and in 
limit ed designated locat ions.  Approval must  be received from the Vice President  of the 
Division sponsoring the event , t he Execut ive Director of the Foundat ion, and the President  of 
the University at  least  two weeks prior to the event .  

Alcohol used for University event s must  be paid for by the Foundat ion, and University Dining 
Services will be responsible for serving of all a lcoholic beverages. No University funds, 
regardless of source, may be used to purchase alcoholic beverages. 

View the conditions, policy, and access the form .

WCU Alcohol Policy and Form

https://www.wcupa.edu/tanglewood/WCU%20Alcohol%20Related%20Events%20Policy%20-%202017%20update.pdf


WCU Foundation
For information on reserving event space in the  
Foundation ballrooms, contact Director of Events 
& Communications, Marissa Klees, at  
mklees@wcufoundation.org .  You will be 
required to complete a  WCU Foundat ion Rental 
Form.  Rental fees may apply.  

Please note, t he WCU Catering Policy does not  
apply to event s held at  t he Foundat ion.  New 
St reet  Catering can provide catering services for 
event s held in this space. 

mailto:mklees@wcufoundation.org


NEW STREET CATERING



• Catering Director - Imani  Johnson
• Front of House 

⚬ Catering Manager, Tirzah Walker
⚬ Catering Supervisor, Anthony LaVecchio

• Back of House
⚬ Chef Manager, Michael Jennings
⚬ Sous Chef, Beth Mot tola

About Us
We are a  full-service catering company, dedicated to 
meet ing the varied needs of our client s by creat ing 
memorable, signature event s. 

Whether it ’s a  meet ing break, t ailgate party, themed dinner, 
or evening recept ion, WCU Catering caters to you!

Our Team



• When should WCU employees place an order through New Street Catering? 
⚬ WCU cont ract s Aramark/New St reet  Catering for all dining and catering services on campus.  

Any food order over $250  must  be placed through New St reet  Catering.  If we are unable to 
accommodate your request , you will receive a waiver.  

• How far in advance should I place an order?
⚬ At  least  5 business days before your event , or as soon as you know the date of your event . 
⚬ We encourage you to place your order as soon as you know your date, even if you do not  know 

the exact  details. 
• Changes

⚬ All changes must  be finalized 5 business days before your event . 
⚬ A 10 %  fee will be charged for changes made between 3-5 business days before the event .  A 

15%  fee will be charged for changes made within 3 business days before the event . 
• How do I submit  changes?

⚬ Updates can be made in the Catertrax  portal .

Catering 101

https://wcucatering.catertrax.com
https://wcucatering.catertrax.com


Cancellation Policy
• Within 24 hours of the event, the client is responsible for 100% of the order.
• Between 24 -72 hours before the event, the client is responsible for 50% of the order.
• There is no charge if the order is cancelled 72 or more hours before the event. 

All outdoor events must have an inclement weather plan.



New Street Catering

https://wcucatering.catertrax.com/shopportal.asp?pageref=HowtoOrderOnline&intOrderID=&intCustomerID=


Custom Orders
Our expert team is available to customize orders for your 
vision.  Reach out to us at newstreetcatering@wcupa.edu . 
For custom orders, we will need the following informat ion:

• Date of event
• Guest  count
• Budget
• Style of event
• Dietary rest rict ions
• Init ial t hought s or theme

QUOTES  
If you already have an idea of what  you want  but  need 
pricing, you can place the order in Catert rax under custom 
menu, and we will get  back to you by phone or email.  Our 
t eam is available to discuss opt ions to meet  your budget . 

mailto:newstreetcatering@wcupa.edu


Service Options

Unless you request a pickup, our standard service is to deliver, set up and break down.   There are different china 
service options:

• Disposable* – We use disposable equipment, and your team is responsible for breaking down  t his event .
• Standard – we use our regular equipment  with eco plateware and utensils.
• Upgraded Reflect ion – same as st andard setup, but  the plateware and utensils are upgraded to disposable.
• China – we use our finer equipment .



Other Information

• To finalize your order, the correct  payment method must be 
on file. We accept:  Check, SSI/Cost Center#,  Credit Card.

• You can link your primary form  of  payment to your account 
to make this process easier.

• We may not be able to change the payment method quickly 
once an invoice is processed.  Please check your payment 
method to ensure it  is processed correctly .

Payment

Hours of Operation
• Our business hours are M-F,  7a -7pm.
• If you are booking an event  that  st art s out side of those 

hours or on a holiday, there is a  10 %  service fee.

Feedback Survey
• Please complete our post -catering survey. Your 

feedback helps us improve our program and recognize 
our st aff for a  job well done.



Linens, Rentals, & Decor

Linens are available in purple, gold, white, and black.  
• Standard (good for rectangular tables, 6ft or 8ft)
• Premier (good for cocktail tables and round tables)
• Napkins for china service.

Rentals & Decor  – We can rent special equipment or 
supplies, if needed.  A $500 minimum is needed to 
complete a rental order.  We will gladly shop around to 
order special decor.  Please feel free to inquire. 

Meal tickets  – We partner with The Commons dining hall 
to accommodate larger groups.



• We do not provide tables for set up. This must 
be coordinated in advance with Facilities - 
Moving Services.

• When reserving a room, please allow an 
additional 1 hour for catering setup, regardless 
of the size of your event.

• If a floor plan is created for your event, please 
send it to us!  Otherwise, we will make the call, 
which may not always align with your vision.

OTHER 
IMPORTANT DETAILS



Campus Resources 
to Support Your Event

IS&T ServiceNow - Access Digital Media & Multimedia Services
• Multimedia Consultations
• PA System Rental
• Philips Autograph Library Technology Services Request Form
• Digital Media Center Production
• Digital Signage Request Form (advertise on campus TVs)

Facilities - Access Work Control 

• Event Request Form - Facilities offers support (moving services and custodial for numerous 
events at West Chester University. They provide support through clean up before or after 
events, providing tables, chairs, tents, podiums, and extra waste receptacles, unlocking and 
temperature controlling spaces, and a lot more. Please include all relevant information related 
to both the setup and removal of the event on your facilities request.

https://wcupaprod.service-now.com/sp?id=sc_category&sys_id=c767986a87dc259098faa7dd3fbb3599&catalog_id=-1&spa=1
https://wcu.webtma.com/?tkn=mXRcxF3dFyorKX_HiS1vhuWadnu3OnVzc9RsHuL50d9N10uXQKQUUZbQ6aPSwdMm4CrMfvYflnW-ZCkx4w4z8YeOTSItjSNK5fxysIWQww-XDqA-MJ_Fk49L1KOQ78nmT3omIw3n49GxC8oemvG-53pHTXIaHjkaDQ092w2M82BkiBr6QkvB2185pi8SbsPsbtTy8L04Q4_ZsgFhqZ_fgeQ8suNk12WwHkeLwyBlml-A_OzUFz6eF2iONIMEyim_bd60Fg9HiWV7DDA_nwjyXw


QUICK LINKS

Access a contact list  for popular 
spaces on campus.

CAMPUS & 
CLASSROOM 
SCHEDULING

02

Visit the Event Planning Guide and 
Policy website to get begin planning 
your campus event.

EVENT 
PLANNING01

Access the Quick Help for 25Live 
website and 25Live Training Guide 
or email space@wcupa.edu.

25LIVE03

Learn more about Tanglewood 
reservations and view FAQ’s HERE.

TANGLEWOOD 
WEBSITE04

Access the FACILITIES USE 
POLICY.

POLICY05

Access the website  to place 
orders and learn more. 

06 NEW STREET 
CATERING

https://www.wcupa.edu/registrar/campusScheduling/contactList.aspx
https://www.wcupa.edu/universityAffairs/event-planning.aspx
https://www.wcupa.edu/universityAffairs/event-planning.aspx
https://www.wcupa.edu/registrar/campusScheduling/quickHelp.aspx
https://www.wcupa.edu/registrar/campusScheduling/documents/25Live%20PRO%20training%20doc.pdf
mailto:space@wcupa.edu
https://www.wcupa.edu/tanglewood/
https://www.wcupa.edu/policies/documents/Facility%20Use%20Policy.pdf
https://www.wcupa.edu/policies/documents/Facility%20Use%20Policy.pdf
https://wcucatering.catertrax.com


Contact Us
JANINE MORRIS 

IMANI JOHNSON

JAYNA SUTER

HELEN HAMMERSCHMIDT 

jmorris@wcupa.edu

Johnson-Imani1@aramark.com

jsuter@wcupa.edu

hhammerschmidt@wcupa.edu

25Live Space Reservations

Sykes Student Union Reservations 

Tangelwood Reservations 

New Street Catering

MARY BETH KURIMAYmkurimay@wcupa.eduConference Services | 
Philips  Library



Thank You for 
Joining Us Today!

The slides will be made available to you as a reference.

TIME PERMITTING, WE WILL ANSWER RESPOND TO QUESTIONS. 
PLEASE POST YOUR QUESTIONS IN THE Q&A SECTION.
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