Guidelines for the Posting Information at the Kelowna Campus/Centres, at Okanagan College
The following guidelines have been established to assist staff, students and the general pubic on how they can post information
 at the Kelowna Campus/Centres at Okanagan College. The guidelines are for any information that is posted in the public spaces of the College (i.e. hallways, lamp posts, courtyards areas, the pit, etc.). The guidelines do not include internal departments, classrooms or office spaces. 

The Guidelines were established to ensure that materials are well organized, accessible, and visible to students, staff and the general public on campus. The guidelines will also assist in maintaining a post-secondary atmosphere and appearance to the campus. 
Guidelines
· All materials should be posted in designated spaces only. These spaces include bulletin boards, display cases, sandwich boards, or sign holders. Information should not be posted on walls, in washrooms, classroom doors, exit/entrance doors, or the reception desk area. The only exception would be posting a classroom change or cancellation of a class.
· All bulletin boards will be assigned to a department or program area (example Water Quality Technician, Trades or Early Childhood Education) or organization (example Students Union or Campus Life) for their development, organization and maintenance.
· Anyone assigned a bulletin board or display case is responsible for the on-going maintenance of that space.

· All public bulletin boards or display cases have been assigned. Please contact the Regional Dean’s office if you would like to re-assign, move or request a bulletin board or display case.

· Permission must be obtained from the group assigned to the bulletin board or display case prior to anyone posting anything on that group’s bulletin board. 

· All materials should be date stamped before being posted on any public bulletin board or display case for ease of maintenance. The OCSU requires all materials to be stamped prior to their posting on their bulletin boards.

· There are several general display cases/bulletin boards at the College that are available to display general information (e.g. exam schedule, ED Council and Board of Governors elections, bookstore sales, etc.). There are also publicly accessible program racks cases available to display program information at the College.

· If anyone would like to advertise an up coming event, sign holders and sandwich boards are available from the Regional Dean’s Office to possibly assist you. These will be strategically placed in the hallways as needed. 
· To assist with information dissemination, the KLO Campus will also be implemented a communications system in the pit area of Student Services Building by spring 2008. This will consist of 4 TV’s mounted in the area that will advertise programs, up coming events, etc. The large sign on KLO Road can also be used.

As a reminder, if you do have an upcoming event, please send your work request to Facilities with event information and drawing layouts ahead of time so as to ensure setup and any extra chargeable costs involved.

� Information includes: posters, program information, bulletins, notices, bills, flyers, advertisements and events information.





