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Topics for today
Event Planning guidelines and process- Ashley
Risk Assessment (Matrix, Mitigations)- Ashley 
POM- HR
Safety and Security- Campus Police
Fire Safety & Preparedness - Ravneet
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Event Planning Guidelines and 
Process
● Check on space availability – 

anywhere on campus- prior to 
contracting a speaker for an event 
or advertising the event.

○ https://www.uis.edu/orbit/services/facilities-services/book-space 

● Space Request Submissions need 
to be Timely

● Consider Alternative Locations
● Understand that Venue Managers 

will do their best to get your event 
scheduled 

● Be Clear and Specific on all the 
needs for your event

● Think about Catering and 
Parking needs for your event

● Catering needs 10 business 
days for final confirmation

● Be Flexible on Set Ups
● August 18-31, the Union had a 

29.8% increase in confirmed 
event space usage. 

● Risk Assessment
● Think about accessibility
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Event Accessibility
     

• Departments and units hosting events must ensure that they are accessible for compliance with laws like the 
Americans with Disabilities Act, Illinois Accessibility Code, and Illinois Information Technology Accessibility Act.

o These are baseline standards to reduce disability-related barriers and provide opportunities for equal 
access and meaningful participation.
❖ E.g., ramps, accessible restrooms, unobstructed paths, video captions

o Some people may have additional needs or experience additional barriers, requiring reasonable 
accommodations. 
❖ E.g., Braille materials, ASL interpreters, alternative seating (like higher or wider chairs)



Risk Assessment– What is it?
IT IS:
� Identifying & minimizing risks
� Assess
�Mitigate
� Find workarounds

�Methodical
� Assigning all roles & responsibilities 
� Designed for success
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Risk Matrix and 
considerations

○ Risk Level

○ Type of Event

○ Insurance

○ Waivers (including participation waivers)

○ Facility Use Agreement

○ Code Compliance & Fire Safety

○ Public Safety / Police / Security / Emergency 

Management

○ Student Engagement Notification & Approval

○ Special Event Advisory Committee       

Presentation & Approval

○ Executive-Level Notification
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Risk Matrix and 
considerations
Risk Level

       Type of Event
Insurance
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Presentation & Approval
Executive-Level Notification
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Rave 

Breakfast w/ Cabinet
Breakfast w/ Cabinet

Rave 
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Proper Preparedness Ensures:
• Identifying Risks 

• Minimizing Issues 

• Planning Your Response

• Effective Recovery

Fire Safety and Preparedness 



Indoor Safety
• Understand all evacuation routes

• Be aware of the fire alarm panels and shut-offs

• Ensure smoke detectors are working properly

• Ensure fire exit doors are not blocked

• Report and replace damaged fire equipment

• Be familiar with how to use a fire extinguisher 

     

Fire Safety and Preparedness – Safety Reminders  



   Electrical – Indoor Hazards
• Ensure all devices have ground fault circuit interrupters

• Do not use frayed or cracked cords

• Do not overload plugs, circuits or extension cords

Housekeeping – Indoor Hazards

• Keep combustibles away from heat sources

• Keep aisle and egress routes clear at all times
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Electrical – Outdoor Hazards

• Ensure all devices have ground fault circuit interrupters

• Do not use frayed or cracked cords

• Do not overload plugs, circuits or extension cords

• Ensure wiring is protected from water and weather

• Ground wires may create trip hazard if not covered
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Housekeeping – Outdoor Hazards

• Make sure stage is well constructed and anchored

• Should have properly identified exits

• Should have Security Plan & crowd control measures

Fire Safety and Preparedness – Outdoor Hazards 



Questions?  


