
 Updated handbook for Student Organization Guidelines for Covid-19  

1. Introduction of student organization changes on policy  
2. Student organization advisor guidance 
3. Tabling on campus  
4. Scheduling meetings 
5. Student organization events  
6. Size guidelines for events  
7. Student organization recruitment 
8. Student organization funding  
9. Student organization meetings 
10.Student 1st year social  fleets 

 
Introduction: 
With the introduction of Covid 19 on our campus the way that student organization 
events will need to occur this year will look different. By working together we can ensure 
that we lower the risk to each other and other student groups. 

Only registered student organizations can hold events on campus. Every event held by 
a student organization must adhere to the following regulations. It is the organization’s 
responsibility to ensure the Code of Community Standards is upheld by all of their 
members and their guests whether the event is on or off campus. 

The purpose of these procedures is to promote and support events hosted by student 
organizations while ensuring safety and security. Failure to follow these event planning 
procedures may result in the cancellation of the event. 

Student organization advisor guidance: 
Student organization advisors should encourage the group and members to follow the 
guidance of the college and the city of Orlando and Winter Park regarding the 
prevention of spread of COVID-19. Below are a list of guidelines for student 
organization advisors:  

● Encourage student members to be conscientious of the parameters of physical 
distancing and avoiding high risk activities and environments. 

● Make your level of comfort with face to face meetings with the group clear. If you 
prefer to meet with them through virtual means that should be an option. Please 
continue to meet regularly with organization leadership. 



● Face coverings are required for face to face participation unless there is a 
documented medical accommodation on file with the health center.  

● Help students understand the importance of wearing a face covering and 
physically distancing themselves when that is not possible. 

● Help students understand that some people cannot wear face coverings and 
should have virtual opportunities to participate. 

● Help students make thoughtful decisions about how to ask members or guests to 
wear a face covering. 

Tabling on Campus: 
While tabling on campus procedures have mainly stayed the same, it is important to 
remember to reserve spaces on campus as soon as possible. With every type of event 
on campus social distancing and mask wearing are a key to keeping Covid positive 
numbers low on campus. Below are some updates for tabling procedures this semester.  

1.  Reserve table and location in VirtualEMS (ems.rollins.edu/VirtualEMS) (2 
weeks in advance) 

2.  If you are cosponsoring the event and with another organization(s), 
please indicate that in your EMS registration. 

3.  Making sure that students are 6 feet away from one another while tabling 
and make sure to use appropriate spacing indicators on the ground when 
students approach the table  

4.  Any giveaway or swag items that your organization is handing out have to 
be individually pre packaged and portioned to every individual student.  

 
Scheduling Meetings for your Organization: 
Scheduling meetings on campus will be the same as in years past. Due to Covid-19, no 
large scale events will be permitted to take place this semester. Large scale refers to 
events with 30 or more people with appropriate masks and social distancing. See below 
for additional updates.  

1. Reserve space in VirtualEMS (ems.rollins.edu/VirtualEMS)  at least 2 
weeks in advance 

2. If the space belongs to you (example: common room in residence hall that 
is assigned to an organization) you do not need to submit a reservation. 

3. Due to physical spacing requirements furniture can not be moved for the 
entirety of the events 



Events Open to Entire Campus 

1) Reserve space in EMS (2 weeks in advance) 
a. If you are cosponsoring the event with another organization(s), please indicate that in 
your VirtualEMS registration. 
b. If the event is outside, Scheduling and Event Services will schedule a walk through 
with you before the event is approved. 
c. No amplified sound can be utilized on Mary Jean Plaza before 9:15PM MondayFriday 
nights. 

2) Event walk-throughs may be mandatory for  outdoor events. Please note that 
students who miss an event walk-through without at least 1 hour prior notification will 
have their event cancelled, and a resubmission to Virtual EMS and Get Involved would 
be necessary for rescheduling the event. 

3) If students are going to participate in any potential high risk behavior on campus they 
must sign a Hold Harmless Agreement: 

http://www.rollins.edu/osil/docs/LiabilityHoldHarmlessWaiver.doc. 

4) Alcohol: Please refer to the College alcohol policy. 

5) Every event must have an attendance sheet that is turned in after the event. Accurate 
attendance is imperative to ensure that contact tracing can take place if needed.  

6) Before any event is approved, the organizer must meet with CICI staff to ensure all 
policies and safety measures are in place.  

General Guidelines current guidance on in person meetings:.  
Organizations should continue to be thoughtful and conscious when choosing to host an 
event. Any event that can be facilitated virtually should be, and options to virtually join 
events should be offered as much as possible.   

Current guidance on in-person meetings:  
From Return to Campus Guide and Grant’s email 7/10   
In-person meetings are limited by the restrictions of local, state, and federal 
orders and should not exceed 50 percent of a room’s capacity, assuming 
individuals can still maintain 6 feet of separation for social distancing 
requirements.  
Student organizations may meet virtually or in spaces that enable social 
distancing.    

http://www.rollins.edu/osil/docs/LiabilityHoldHarmlessWaiver.doc


This plan and strategy will evolve to comply with the most up-to-date guidance from 
state and local officials, public health experts, College administration, and others as we 
all gain new knowledge and a deeper understanding related to best practices.  

The plan prioritizes the health and well-being of all members, chapters, and councils. 
We all must have one shared goal of striving to create as healthy and safe an 
experience as possible, while acknowledging the nature of the virus makes this 
incredibly challenging, and each of us have a role to play in that goal. The outline of the 
plan is aligned with Rollins College plan and focuses on the following areas:   
 
 Student Organization Recruitment 
 Student Organization Recruitment or the R Community Fair will take place via Get 
Involved, this fall there will not be an in person R community fair. Instead this will take 
place twice the first week of classes: 
 

Tuesday, September 15th from 6:00pm-8:00pm  
Thursday, September 17th at 12:30-2:00pm 

Instructions for registering will be sent via email to all student organization presidents.If 
those dates do not work for recruitment, students are still able to reach out to presidents 
to find out more about their organizations and how to join.  

 
Student Organization Funding 
As in past years, all organizations that complete student organization training will 
receive $200 to go into their Get Involved accounts. Students can use their funding for 
advertisements, giveaways and catering. 

Fox funds addendum-due to a shortened semester, students who want to access fox 
funds will need to request their funds at the beginning of the semester and have their 
events pre planned to the best of their abilities. For more information please contact the 
SGA fox funds chair Matthew Shultz.  

 
Student Organization Meetings  

We recognize the nature of student organizations is to meet and be in community with 
during your time at Rollins. We trust that you understand most of those opportunities to 
build community, socialize, and participate in functions will have to be conducted 
virtually. Large scale events will likely not be possible at this time, based on the current 

https://www.rollins.edu/covid/fall-2020-plan/


guidance of the Center for Disease Control (CDC), public health officials at the local and 
state level, and College guidelines. And while these things are options at this time, if 
each of us do our part in advancing the public health guidelines, that should help us get 
closer to a date with less restrictions, and more opportunity to gather in ways we are 
accustomed to being.   

When registering your events through Get Involved there will be an acknowledgment 
statement that you have read and understand everything in this handbook. To ensure 
that rules are being followed we will be implementing a two strike system this year. If 
policies and procedures are not followed, student organizations will not be able to meet 
on campus this semester.  

Due to Covid-19, off campus events and field trips will not be approved this semester. 

Meetings: 

Student Organization Executive Board Members 

Student Organization General Board Members Executive Board Meetings 

Student Organization Large Scale Events 

Student Org Transition Meetings 

Synchronous meetings via zoom or WebEx are the preferred avenues for virtual 
meetings. The exact virtual mode is up to the student organization. While virtual events 
can present a challenge to a traditional in person meeting, it is still possible to have a 
great time bonding and running business through the various mediums online. Virtual 

entertainment, live games and cool backgrounds are just a few ways to keep your 
audience engaged. 

Student Organization Events 

As previously stated, we expect all organizations to adhere to the local and state 
guidelines and mandates, follow the guidance from the Center for Disease Control 
(CDC), and College guidelines and expectations for the fall semester.   

We also recognize that there may be changes to guidance and expectations as the 
virus develops and affects geographic areas differently, and as continued scientific 
research better understands the nature and progression of COVID-19. As of this report, 
the following information is known about the transmission of the virus and has informed 
the below recommendations:   



·       Risk of transmission is maximized during close-up, person to person interactions 
for extended periods of time, particularly in crowded events and poorly ventilated 
areas.   
·       Prolonged exposure (defined as 15 minutes or more of unprotected contact with 
someone within six feet of you) increases risk of transmission.   
·       High-touch surfaces are a risk, but based on the latest research less commonly 
touched surfaces are less risky because of the rate at which the virus degrades on 
surfaces.   

(Source)  

***The college may issue further guidance regarding a cap on the size of all 
events. We expect all registered students organizations to adhere to that 
guidance.  

Room reservation locations will look different this year as not all the normal spaces on 
campus will be able to be utilized due to classroom space reservations. To increase the 
ability to access more space, student organizations are encouraged to hold meetings or 
events on the weekend.  

The rooms that can be utilized for student organization spaces are linked in the student 
event guide 

Student Organization Executive Board Meetings  

Recommendations  Requirements  

Conduct virtually to minimize exposure to 
executive board members and advisors.  

Uphold all CDC, state, local, and college 
mandates and guidance in place at the 
time of the event.  

  

Student Organization General Board Meetings 

Recommendations  Requirements  

https://www.wsj.com/articles/how-exactly-do-you-catch-covid-19-there-is-a-growing-consensus-11592317650?shareToken=st2187c87cb0264d40b06fbaff8e0f21eb&mkt_tok=eyJpIjoiTm1VMFpqVTJOemhtTVRsbCIsInQiOiJ2WFZ2ZDE0ZVAzSTY2RWliQk9jK2F1eEQxcEhvOGRtSWdMeVZEVHlHWEdqeER2WVN1MWZlc3NKNno0UnpyTHlESDVpOElPVkdTS0J4d1VVUjhiVkR3Zz09In0%3D


Due to the range in chapter size and 
anticipated limitations in campus space, 
conduct virtually.  

Uphold all CDC, state, local, and 
university mandates and college in place 
at the time of the event.  

  

Student Organization Large Scale Events  

Recommendations  Requirements  

·       Hold events of fewer than 30 
people to limit exposure and not create 
“super spreader” opportunities. · 
Utilize outdoor venues that have an 
outdoor component 
·       Educate members not to share 
drinks, food, and/or smoking devices, 
·       When socializing outside of chapter 
events, ensure that social distancing 
guidelines are being followed.  

  

·       Uphold all CDC, state, local, and 
college mandates and guidance in 
place at the time of the event.  
·       Per Rollins plan,there should be 
no food present at meetings that are 
for group consumption.  
·       Keep an entirely accurate 
attendance list in case it is needed 
for contact tracing afterwards.  

  

 Student Organization Officer Transitions  

Recommendations  Requirements  

Ask incoming and outgoing officers to 
meet in pairs for position-specific 
transitions, then host full executive 
board/committee/team transition virtually.  

Uphold all CDC, state, local, and college 
mandates and guidance in place at the 
time of the event  

  

Meals at Events  



Recommendations  Requirements  

  
 Consider not having your events over 
mealtime or at an on campus location 
that already serves food.  

·       Per the University plan, no open 
food or beverage sources, including 
buffets, are permitted of Registered 
Student Organizations.  

 

 

How to find community within a Covid-19 context ? 

Student 1st year social  Fleets 

How do you safely decide who to socialize with in your first year at Rollins? One way to lessen 
risk and expand your social circle is to create a social fleet. These fleets can be decided by 
residence halls, student organization interest or even just friends from home.This will allow you 
to be in community with others who share similar values of social distancing and Covid safety. 
All fleet levels should limit leaving campus to minimize risk of exposure to Covid 19. Campus 
includes the immediate surrounding Winter Park community.  

A NOTE: All levels of fleets should continue with frequent handwashing and isolating 
themselves when they are feeling sick. 

What is a social fleet? 

A group of friends who decide to join together and create a safe haven with each other so they 
are able to be in community with one another while still wearing a mask and social distancing. 
We recommend a fleet be no bigger than 10-12 people. This group decides on the level of 
interactions with outside groups and tries their hardest to lower the risk of Covid 19 spread by 
selective isolation. 

Who runs the fleets? 

The fleets will function in a self-governance model so it is up to you and your members how to 
enforce any ground rules amongst yourselves 

Are fleets necessary? 



While fleets are not necessary, they can be a great way to build community in a safe way that 
allows for limited social distancing/ mask wearing. 

What needs to be discussed before joining a fleet? 

Similar to a roommate agreement, discussions before deciding to commit to a fleet are 
important. Before officially joining it is important to be open with your potential fleetmates and 
set some common ground rules and discussions amongst yourselves. 

What happens if a fleetmate does not follow the rules? Will Covid testing be regular or 
situational? These and other questions will need to be discussed and agreed upon by all pod 
members before entering into agreement. We encourage members of each fleet to hold open 
dialogue and how they will hold themselves accountable as staff mediation will not be available.  

 

Below are some examples of how you could decide to run your fleet. These are not set in stone 
and are open to any interpretation that the group sees fit. 

Fleet levels:  

When you're having internal conversation with your friends on what makes the most sense for 
you and your safety feel free to use the levels to begin the dialogue. The suggestions are mostly 
guidelines and can be customized to meet your fleets needs. 

Fleet levels of accessibility are fluid based on where the Orlando/ Rollins community is faring 
with positive covid cases.   

 



Level 1 *least stringent*  You and your fleet are open to combining 
with other groups of students. You are 
comfortable hanging out with people outside 
of your fleet  but still wanting to be 6 feet 
apart and wearing a mask. 

You may be eating in the dining hall without 
your fleetmates as well as eating on Park Ave 
with others. You are not sharing your 
belongings with anyone 

You are only getting tested if you have been 
potentially exposed. You get tested and 
immediately quarantine and inform your 
group if you are feeling ill. 



Level 2  You are only comfortable hanging out with 
members of your fleet. You are still wearing a 
mask and associating 6 feet apart from one 
another. 

 Within your fleet you can play games on 
campus, eat in the dining hall but try to keep 
distance from those outside.You are not 
sharing your belongings with anyone. 

Testing is done if you feel you have been 
potentially exposed. You get tested and 
immediately quarantine and inform your 
group if you are feeling ill. 

Level 3 * most stringent*  This pod will be virtual only. You and your 
pod have decided to only interact fully online 
and not have interactions in person. Masks 
and social distancing are always enforced. 
Meals are grab and go and you are not 
leaving campus unless there is an 
emergency. You are getting tested if you 
have been exposed or have fear of exposure 
to someone with Covid-19. 

 

Where are some places that you and your fleet can join in community together? 

When choosing fleet mates common interest might be a great place to start after safety 
concerns. If your group enjoys physical activities maybe a pod that is intramural focused or 
plays soccer on Mills lawn is the right place for you. A great way to find some common activities 
to join is by attending the R Community Fair on Get Involved on Tuesday, Sept 15tth from 
6-8pm and Thursday, September 17th from 12-2pm. At the fair you are able to get more 



information and join groups that may align with any interest or hobbies that you have that Rollins 
provides. If there is not a group that you can find you are more than welcome to start your own. 

 How can I find a group of students to be in a fleet with? 

There will be a wejoin in that goes out to all first year students to connect them with other 
potential students to join a fleet with. Stay tuned for more details! 
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This guide is meant to help student organization event planners in the process of planning a safe event. 
Scheduling and Event Services (SES) has the right to deny any event that does not meet the below 

policies and procedures. All campus policies for campus are still in effect for events and gatherings on 
Rollins campus. 

 
Policies and Procedures  

 

 All requests must be submitted via Virtual EMS at least two weeks prior to the event date. If a 
venue does not appear on Virtual EMS that you’d like to inquire about, please contact Christina 
Schloot at CSCHLOOT@Rollins.edu. 

 All event attendees must wear a face covering per the Rollins College Guidelines for Face Mask 
Usage on Campus.  

 Set up cannot be adjusted in academic spaces. If it is found a group moves furniture or does not 
follow the guidelines that group or department may lose their ability to reserve rooms in the 
future. The setup is in place for the safety of you and your event guests. 

 If a student requests a room for a class, his/her professor must confirm via email with a SES staff 
prior to room confirmation.  

 All student organized requests must be submitted on Get Involved. An event cannot be reserved 
unless it is listed on both EMS and Get Involved.  

 All events, meetings, and gatherings held on the Rollins College campus this fall semester should 
be primarily intended for the Rollins faculty, staff, and student community. 

o Please note: events may be declined if the mission or core audience do not align with 
campus priorities for this semester.  

 
 

Guest Count 

 All indoor and outdoor events can have no more than 30 guests at one time. 

 New occupancy limits in both classrooms and event spaces will be set to maintain 6 feet 
physical distance. 

 When submitting your request, please be as accurate as possible for group size.  

 Social distancing capacities will be listed and most marked on the rooms themselves.  
 Please check Virtual EMS or inquire with SES about questions regarding new room 

capacities.   
 

Vendor Tables 

 At this time, vendor tables will only be offered at Tars Plaza due to social distancing standards. 

 Up to two groups may request the plaza for a tabling event.  

 Each station will comprise of two six foot tables setup along their long sides, creating a total 
tabling space of 6-feet by 5-feet.  

 SES will supply one chair per station, allowing for only one student organization member to 
table at a time. 

 Due to these limitations, vendor tables will only be made available to registered student orgs, 
and Rollins Faculty, Staff, and Students. Outside vendors will not be contracted.  

 
IT 

 In person class tech is available Sunday-Friday Times listed on the IT Help Desk 
website: https://rollins.teamdynamix.com/TDClient/1835/Portal/Home/  

https://rollins.teamdynamix.com/TDClient/1835/Portal/Home/
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 Class Tech can provide tech assist for Webex for virtual sessions. 
o In EMS, add as a tech assist and add comments on the type of tech assist that is needed.  

 One sound system (dennon) is available. 
o Weekend usage- check in and out from a new Parcel Locker unit outside of Olin 
o Make sure to make the request in EMS as only one is available for the entire campus.  

 Multimedia carts are available in classrooms for hybrid learning.  These will be listed as a feature 
under the room listed in Virtual EMS.  

 
Things to Consider

 Offer online attendance options in addition to in-person attendance to help reduce the number 
of attendees.  

 If you need a computer to project in a classroom, please plan to bring your work issued or 
personal laptop.  
 

 
 

Use of Outdoor Spaces 

 When reserving an outdoor space a weather back-up date must be reserved.  

 A walk-through is required before the event can be confirmed.  

 A decision for all outdoor event set-ups is required in writing to Scheduling and Event Services 
(SES) by noon one business day prior to event.   

o If the client does not make the required decision, then SES, along with Facilities 
Management (FM), will make the decision regarding the event location or event 
cancellation (when no rain back-up location was scheduled). 

o  SES/FM will make the event set-up determination by consulting weather.com and 
weatherunderground.com, when rain or thunder/lighting is predicted for 40% chance or 
higher at any time during event and the two hours prior to the event.  

o  Once a set-up location has been determined, there will be no changes.  
o This policy ensures the safety of our Transport team members, which is our number one 

priority. For all facets of SES/FM to be successful in executing the set-up for your event, 
proper advanced planning is required. 

 
Catering Requirements 

 Rollins College Catering is the exclusive caterer for all campus events. 

 At this time, all catering will be individually packaged; buffets will not be offered. 

 If you plan to provide your own food or food from another source, you must inform the catering 
department at 407.975.6499 and complete the first right of refusal form at least 14 business 
days prior to the event. 

o The Catering Director will review the plan for food and beverage service and will 
approve, deny, and/or suggest appropriate alternatives in keeping with college policies 
and health regulations.  

o Food that has not been approved by the catering department is subject to removal. First 
right of refusal form can be found on catering’s website 
www.rollinscollege.sodexomyway.com.  

o Please note room reservations must be made through Scheduling and Event Services 
prior to confirming arrangements with Rollins Catering Services.  

 Tables do not come with linens. Linens must be rented from Rollins Catering Services.   

http://www.rollinscollege.sodexomyway.com/
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 Please contact Rollins Catering directly for all food, beverage, and linen questions or concerns. 
RollinsCatering@rollins.edu 407.975.6499 

 
EMS Training Guide 
https://www.rollins.edu/scheduling-event-services/documents/virtual-ems-student-guide.pdf 
 
 

 
For additional questions please contact Christina Schloot from Scheduling and Event Services. 

cschloot@rollins.edu 407.646.2541 or visit www.rollins.edu/scheduling-event-services 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:RollinsCatering@rollins.edu
https://www.rollins.edu/scheduling-event-services/documents/virtual-ems-student-guide.pdf
mailto:cschloot@rollins.edu
http://www.rollins.edu/scheduling-event-services
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Traditional Academic Spaces  

 

Scheduling: Virtual EMS 

 

Availability: after class hours, weekends  

All classroom- fixed set up  

Built-in Audio/Visual and features based on room 
 

Reference EMS for new socially distanced capacities.  

Set up cannot be adjusted. Room privileges will be taken away if the setup is adjusted.  

 

• • • 

 

 **NEW** Fall 2020 Academic Spaces 

 

Availability: after class hours, weekends  

Setup cannot be adjusted. Room privileges will be taken away if the setup is adjusted.  

 

 

Rice Family Pavilion Banquet Room 

 

Scheduling: Email Christina for availability, CSCHLOOT@Rollins.edu 

 

 

 

 

 

 

 

 

 

Location: Across from Sandspur Field 

  Square Feet: Banquet room- 3,000, 

Rotunda- 1,165  

Set up- fixed classroom  

 

 

 

 

 

 

 

 

 

Set up Capacity 
Classroom 30 

Features  Available  
Screen 
Projector  
Audio Speaker 

Yes 
Yes 
Yes 

White Board No  
Podium Yes 

mailto:CSCHLOOT@Rollins.edu
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Rice Family Pavilion Rotunda  

 

Scheduling: Email Christina for availability, CSCHLOOT@Rollins.edu 

 

 

 

Location: Across from Sandspur Field 

Rotunda- 1,165  

Set up- fixed classroom  

 

Bieberbach-Reed 

Scheduling: Virtual EMS 

 

 
 

 

 

 

 

 

Location: Cornell Campus Center 

Square Feet: 867 

Set up- fixed classroom  

 

Bush Auditorium 

Scheduling: Virtual EMS 

 
 

 

 

 

 

 

 

 

Location: Bush Science Center, 1st Floor  

Square Feet: Auditorium- 3,190, lobby square- 105  

Fixed Setup 

 

 

 

 

Set up Capacity 
Classroom 30 

Set up Capacity 
Classroom 23 

Features  Available  
Screen 
Projector  
Audio Speaker 

Yes 
Yes 
Yes 

White Board No  
Podium  Yes 

Set up Capacity 
Fixed theater 
with tablet desks 

30 

Features  Available  
Screen 
Projector  
Audio Speaker 

Yes 
Yes 
Yes 

White Board 
Chalk board 

No  
Yes 

Podium Yes 

mailto:CSCHLOOT@Rollins.edu
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Galloway 

Scheduling: Virtual EMS 

 

 

 
 

 

 

Location: Kathleen W. Rollins Hall- 3rd Floor (Former Mills Building)  

Square Feet: 1,825 

Set up: fixed classroom  

 

• • • 

 

 

Outdoor Academic Spaces 

Availability: after class hours, weekends 

Scheduling: Virtual EMS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Set up Capacity 
Classroom 30 

Features  Available  
Screen 
Projector  
Audio Speaker 

yes 
Yes 
Yes 

White Board Yes  
Podium Yes 

Location  Set up Capacity 
Lakefront Beach 
Sand Volleyball Court 
CFAM Patio 
Bush Lawn 
 

 Classroom 
Classroom 
Classroom 
Classroom 
 

30 
30 
30 
30 
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• • • 

 

 

Indoor Event Space  

Faculty Club 

Scheduling: Virtual EMS 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Location: Off Holt Ave, next to Alumni House  

Square Feet: 787.5 

Availability: weekends, Mon-Friday before 11am or after 7pm 

Set up: fixed classroom  

 

 

 

 

 

 

 

 

 

 

 

 

Features  Available  
Screen 
Projector  
Audio Speaker 

No (white board used as screen) 

Yes 
Yes 

White Board Yes (used as screen) 
Lectern  Yes 

Set up Capacity 
Classroom 18 
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McKean Gym  

Scheduling: Virtual EMS 

 

  
 

Location: 2nd floor of Alfond Sports Center  

Square Feet: - 8,880  

Availability: after class hours, weekends 

The above diagrams are examples. Please list in EMS if a specific set up is needed with the approximate 

guest count.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Set up Capacity 
Rounds 
Classroom 

30 
30 

Hollow Square 30 
U-Shape 30 
Theater 
Reception 

30 
30 
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• • • 

 

 

Outdoor Event Spaces 

All outdoor events spaces require a walkthrough before the event can be confirmed. Indoor rain 

backups will not be available. Each event date must have a rain back up date.  

 

Mills Lawn  

Scheduling: Virtual EMS 

 

 

 

 

 

 

 

 

 

 

Availability: All times  

The above diagrams are examples. Please list in EMS if a specific set up is needed with the approximate 

guest count.  

 

 

 

Set up Capacity 
Rounds 
Classroom 

30 
30 

Hollow Square 30 
U-Shape 30 
Theater 
Reception 

30 
30 
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Mary Jean Plaza 

Scheduling: Virtual EMS 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Availability: after class hours, weekends due to noise 

Tent setup cannot be adjusted.  

The above diagrams are examples. Please list in EMS if a specific set up is needed with the approximate 

guest count.  

 

 

 

 

 

 

 

 

 

 

 

 

Set up Capacity 
Rounds 
Classroom 

30 
30 

Reception 
Vendor 

30 
30 
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Bush Lawn  

Scheduling: Virtual EMS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Availability: after class hours, weekends 

Tent setup cannot be adjusted.  

The above diagrams are examples. Please list in EMS if a specific set up is needed with the approximate 

guest count.  

 

 

 

 

 

 

 

 

 

 

 

 

Set up Capacity 
Rounds 
Classroom 
Reception 
Vendor 

30 
30 
30 
30 
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CFAM Patio  

Scheduling: Virtual EMS 

 

 

 

 

 

 

Availability: after class hours, weekends 

Tent setup cannot be adjusted.  

The above diagrams are examples. Please list in EMS if a specific set up is needed with the approximate 

guest count.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Set up Capacity 
Rounds 
Classroom 

30 
30 

Reception 
Vendor 

30 
30 
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Vendor Tables 

Scheduling: Virtual EMS 

 

 

 

 
 
 
 

 
 

 

 

 

 

Only one student per tabling session 

Location: 

(2) Tars Plaza 

 
 
 
 
 
 
 

Set up Capacity 
2 tables 1 



Virtual EMS 
Training Guide
Students & Student Organizations



What is EMS?
EMS is Rollins’ campus-wide 
scheduling system which integrates 
with Banner to allow users to view a 
real-time schedule of all classes, 
meetings, and events occurring on 
campus on any given day.

This is the first of a two-step process 
required for registering student org 
events such as social events, 
fundraisers, lectures, or other large 
meetings.

Once an event is requested in EMS, 
students are required to log their 
event in Get Involved for approval 
through CICI or FSL.



Functions of 
Virtual EMS
• Browse real-time calendars and 
available space

• Schedule events with multiple 
spaces and recurrences

• Add resources to your event, such 
as a/v, furniture, and catering

• Modify your event, such as 
changing date, time, location, or 
cancellation

• Rollins Dining Services’ integration 
for catering orders and invoicing



How can I access 
Virtual EMS?
Virtual EMS can be accessed 
through Rollins’ R-net, towards the 
bottom of the panel on the right-
hand side.

I recommend accessing Virtual 
EMS through a Google Chrome 
browser.



How do I login 
to Virtual EMS?
Enter your Rollins username and 
password.

Remember: do not include 
@rollins.edu in your username.



Home Screen
From here, you can:

• Start a new reservation

• Access your existing 
reservations

• Browse events, location, people 
(in our case, departments or 
student orgs)

• Access website links that may 
help in the planning process



Browse 
Functions
EVENTS:

• You can view a list of all scheduled classes 
and events on any given day

• Toggle between dates using arrows, or jump 
to specific date using calendar box

LOCATIONS

• View event calendar on any given day

• Also, can see more info on room by selecting 
the name: setup type and capacity, features, 
and photos in many cases

PEOPLE

• In our case, you can search for a department 
or student org’s events for any given day 
using this search function



Links
EVENT CATEGORIES

• This is important to reference

• Helps you determine how to classify 
your event. 

• Virtual EMS should only be used for 
Official College events hosted by a 
registered student org or in 
conjunction with an academic class

• Study sessions
• Other break-out events with written approval by 

the Professor in charge of that class

• Category 2 & 3 events should be 
considered sponsored. Category 4 is 
external. Prior to requesting these, 
please email events@rollins.edu.



Starting a 
Reservation
• Most will just show 

Student/Student Organization 
Request Form

Click BOOK NOW button.



Date, Time, & 
Location
DATE

• Enter your date, must be at least 9 business 
days (roughly 2 weeks) out by noon

• Recurrence: select this if you have an event 
meeting at the same time daily, weekly, 
monthly, or random occurrence

ROOM FILTERING

• Leave this blank if you want to see all 
options

• “Let me search for a room” filters by room 
setup and capacity

• “I know what room I want“ allows you to 
search for just 1 room.

Click SEARCH when finished.



Select Room(s)
• Time requested in visible through 

the red lines. If it is grayed out, 
the room is not available.

• Select desired room(s) using the 
green +.

• In the pop-up screen, indicate 
approximate number of guests 
and desired setup. Please do not 
indicate no preference. 

Click ADD ROOM.

Once all rooms have been added, 
click NEXT STEP at top.



Select Services
• This screen allows you to add resources 

to events, such as a/v, furniture, r-card 
readers, catering, etc.

• Note: for catering always make sure your 
service time, service type, and a budget 
code or payment method are added on 
this page and correct. Catering should be 
requested via Virtual EMS or through 
Catering directly---SES cannot add 
catering orders for you.

Select the service listed that you would like, 
add any special notes and quantity in the 
pop-up window. Once added, they will 
appear in the Services Summary panel.

Once all services have been added, click 
NEXT STEP at top.



Reservation 
Details
• This screen collects important 

information for confirming your event.

• Anything in a red box is a mandatory 
field.

• Client refers to your department. If this is 
your first time using Virtual EMS, the 
drop down selection may be blank. Use 
the magnifying glass to the right to 
search for your department.

• Make sure you read and agree to the 
Terms of Use at the bottom of the page.

Once all services have been added, click 
CREATE RESERVATION at top or bottom of 
the page.



Confirming Your 
Event
• Once CREATE RESERVATION is 

selected, you will receive an 
automated email confirming your 
request was made. The event is 
not yet confirmed and scheduled 
until a SES staff member reviews it 
and you receive your confirmation 
email.

• In cases of student events such as 
social events, fundraisers, etc., the 
event must also be logged and 
approved in Get Involved prior to 
confirmation from SES.



Editing Your 
Event Once it is 
Created
• From this page, you can edit your 

event further using Edit This 
Reservation. 

• You may also edit it at a later date 
by searching for it under My 
Events.



Editing or 
Cancelling Your 
Event
• Select MY EVENTS.

• Click the blue name of the event 
you would like to edit.

• From here, you can perform many 
actions if you are at least 9 business 
days out (if not, please contact SES 
directly to see if resources may be 
added or to cancel your event).

• Most tasks can be accomplished in 
the Reservation Tasks panel or area 
above your booking(s). 

• You may also add a new request to a 
standing reservation from this 
screen.



Add or Cancel 
Services
Select ADD SERVICES:

• Add any applicable services, and 
click NEXT STEP.

• Select the room(s) in which the 
services should go. Click ADD 
SERVICES. 

Select CANCEL SERVICES:

• Select the service you would like to 
cancel from the dropdown box, and 
select the room from where it 
should be removed.

• Select CANCEL SERVICES. 



Edit or Cancel 
Booking
To EDIT BOOKING:

• To edit an event time or date, select Booking 
Tools.

• Enter the new desired date/time, select the 
room you would like this to apply to, select 
UPDATE BOOKING.

To CANCEL BOOKING(S):

• To cancel one booking in a series, select 
CANCEL BOOKINGS in the middle of the screen.

• To cancel all bookings in a reservation, select 
CANCEL RESERVATION in the right panel.

• You must always input a cancellation reason. 

• Don’t worry—reservations are never truly lost 
and we can always search for a cancelled 
booking using the reservation number.



ANY QUESTIONS?
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