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OFFICER/STAFF REQUEST FORM

General Guidelines for Requesting Officer/Staff (See back for specific guidelines.):

1. The normal ratio of officer/staff for special events is one (1) uniformed officer per 100
–150
participants. The number of officer/staff will depend upon the specific event. Student sponsored
dances, for example, will generally require  a minimum of two (2) officers.

2. There is an hourly charge for each officer/staff assigned to the event.

3. Officer/staff are required to report one half hour prior to the event start time and will remain one half
hour after the event ends or until the participants have cleared the event area.

4. Complete the section below and submit 18 days prior to the event. (25 days prior to the event, if
additional dispatchers or parking personnel are required.)

5. If the event is cancelled, you must notify Police Services at least 24 hours prior to the

event’s initial start time. Otherwise, you will be charged three (3) hours of time per officer/staff
scheduled for
the event.

EVENT INFORMATION:

Date of Event __________Day __________Time Begins __________Ends______________________

Name of Event __________________________Location ____________________________________

Alcohol Served/Sold? Y  N Open to the Public? Y  N Expected Attendance __________
(circle) (circle)

Sponsoring Organization __________________ Person in Charge ____________________________

Address ________________________________ Phone No. __________________________________

SSU Account No. ______________________ ____________________________________________
If applicable. Signature of Person Responsible for the Account

Police Services Use Only
PO Required # ________________________ Hours Assigned ____________ to ____________ Total Hours____________

CSO/Student Required # ________________ Hours Assigned ____________ to ____________ Total Hours____________

PO Costs __________________ CSO/Student Costs ______________ Cancellation Fee____________________________

Total Cost $ __________________________ Received Stamp:

Distribution: White – Events Canary – Police Services Pink – Requester
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Guidelines to Request Police and Parking Services Staff
For University Events

The legal alcohol consumption age in California is 21 years. Those under 21 years of age are considered minors
and therefore cannot be given, sold, or consume alcohol. The Alcohol Beverage Control Board (ABC) strictly
regulates the sale of alcohol beverages.

Sonoma State University maintains exclusive rights to “sale” and regulate the distribution of alcoholic
beverages on campus.

This form1 must accompany the completed Request for Use of University Facilities form, if applicable, from
the Events Office or Student Union (for SU events).

Events where Police and Parking Services staff may be required include the following:

n Any event where 100 or more persons are expected to attend and alcohol is served.

n Student events where alcohol is served, regardless of the number of persons in attendance.

n Official undergraduate events (regular student group meetings excluded), regardless of 
whether or not alcohol is served.

n Other events open to the public, to protect attendees and safeguard university property, as 
deemed necessary by the Chief of Police.

The sponsoring organization of the event where alcohol is served is responsible for assuring that persons being
served alcohol are of legal age. Faculty and staff moderators of student organizations are required to be present
at their organization’s event if alcohol is served. Police Services will assist those who are in charge of the
function with the enforcement of alcohol possession and consumption by anyone under 21 years of age. This
assistance may include the control, eviction, or arrest of any person disregarding alcohol consumption
regulations or who are causing a disturbance to the event or its attendees.

References:
SSU Alcohol Beverages’ Policy
Alcohol Beverage Control Act 24945.1 & ABC Regulations 59 & 59.5
Business and Professions Code 23004

1 The Chief of Police reserves the right, by University Police, to require SSU Police Services’ staff at any
event, where such event, lecturer, or topic of the event or lecture is known or expected to be controversial
and/or disruptive.


