POSTER POLICY & PROTOCOL

This poster policy and protocol are in effect during the academic calendar year and applies to all common area
bulletin boards throughout campus—those found in Larsen Student Union, Eisenhower Campus Center, Hoffman,
Hostetter Chapel, Old Main, Murray Library, Sollenberger Sports Center, and all academic buildings.
Departments are responsible for maintaining their departmental bulletin boards. Outdoor signage is only permitted
on the day of an approved event.

Messiah College divisions, schools, departments, offices, and centers are permitted to place posters and/or flyers
on bulletin boards as needed at their discretion. In addition, athletic teams and officially recognized, chartered,
and executive student organizations may place posters and/or flyers on common area bulletin boards (reference
above paragraph) after receiving prior approval from their respective coach or organization advisor. All other on-
or off-campus individuals or groups must first obtain permission through the approval process outlined below
prior to posting any posters/flyers on common area bulletin boards. Poster/flyers not following guidelines will be
removed.

Process for Messiah College divisions, schools, departments, offices, centers:
1. No additional approval needed.
2. The name of the division, school, department, office, center, team or organization must be clearly visible
on the poster or flyer.
3. All promotional activities must comply with Messiah College policies and standards.
4. Posters/flyers related to events need to be removed within two (2) days of the conclusion of the event by a
representative of the appropriate division, school, department, office or center.

Process for Messiah College athletic teams and officially recognized, chartered, and executive student
organizations:
1. Prior to hanging, coaches must approve posters/flyers created by their respective athletic teams; and
advisors must approve posters/flyers created by their respective student clubs and organizations.
2. The name of the team or student club/organization must be clearly visible on the poster/flyer.
3. All promotional activities must comply with Messiah College policies and standards.
4. Posters/flyers related to events need to be removed within two (2) days of the conclusion of the event by a
representative of the appropriate athletic team or student club/organization.

Process for other on- or off-campus individuals, groups, and organizations (including parents and
alumni):

1. Submit request using the online form found at www.messiah.edu/posterpolicy.

2. Within two (2) business days of the request being received, a response will be provided.

3. If approved, requesting party brings posters/flyers and proof of approval to the Office of Student
Involvement & Leadership Programs desk (located on the upper level of the Larsen Student Union)
during desk hours (Monday—Friday, 8 a.m. to midnight; Saturday & Sunday, 1 p.m. to midnight).

a. At the desk, the requesting party will be provided with an official stamp and must stamp each
poster/flyer at the desk. The approval stamp will include an end date until which posters/flyers
can be displayed.

b. The requesting party is responsible for placing the stamped posters/flyers on the appropriate
bulletin boards.

General guidelines for removal of posters/flyers:
1. Posters/flyers not aligning with policy will be removed.
2. Posters/flyers promoting events must be promptly removed after the date of the event.
3. The Office of Student Involvement & Leadership Programs and Conference & Event Services has
discretion in removing posters and flyers as appropriately necessary.


http://www.messiah.edu/posterpolicy

