EVENT SAFETY PLAN CHECKLIST

If you’re planning an On-Campus event …  Event organizers have a duty of care to provide a safe working environment and to ensure people are not exposed to risks to their health and safety.  This includes throughout the event, pre-event set up and post-event take down.

The checklist below is intended as a guide to help complete all the necessary steps in preparing for your next event.  Consult with the Office of Risk Management for any guidance.

☐  A.  Event Overview.  State the purpose of the event, why it is being held, and any conflict of interest issues.  Who will be attending?  How large is the event?  Held on-campus or off-site?
☐  B.  Risks/Hazards/Threats Present. List all potential risks and hazards along with measures to reduce each risk.  When outdoors, how are weather conditions and wind speeds planned for and monitored?  Any PPE required?  How will security be handled at your event?  What is your plan for Check-in, Check-out and notifying attendees?  Parking and traffic flow?  Internal and external threats considered?  What equipment is being used; who owns it, who will be using it, how is it being used, and who is responsible for it?  Alcohol service?  Minors present?  
☐ C.  Emergency Contacts List.  Provide the phone number for OU Police Department and for local municipality.  Include the event location address.  List the on-site OU Site Supervisor and their back-up; consider several based on the size of event.  Provide phone numbers.  Are short wave radios needed from OUPD? Outline the responsibilities of OU Site Supervisor, vendors, and volunteers and how this will be communicated.
☐  D.  First Aid/CPR.  Identify nearest locations for first aid and CPR and nearest medical facility.  List information about the participants who are trained in First Aid and CPR.  
☐  E.  Event Hours.  Tentative date(s) and times for event should be listed.  Detail if there is a plan for inclement weather.   Include span of entire event from set up to tear down.   
☐  F.  Event Location.  Site map with address.  Identify location of amenities and hand washing facilities, availability of drinking water for staff and attendees.  Adequate facilities for food and clean up.  Adequate shade from sun.  Technology available.  Backup to a cell phone/short wave radio?  Able to enforce capacity limits and crowd control?
☐  G.  Signage.  Clear signage for waste, recycling, restricted areas, First Aid services,  fire extinguisher locations, exits, etc.
☐  H.  Evacuation plan.  In an emergency that requires evacuation, outline the evacuation routes and procedures.  Identify who will activate and communicate the plan to attendees.  Adequate exits?  Alternate location with outside events to shelter in place?
☐  I.  Physical Demands.  Identify any physical demands required by OU Supervisor, attendees, volunteers.  Address any ADA compliance.
☐  J.  Relevant Forms.  Use only approved templates under Releases and Waivers.   “Volunteer Acknowledgement and Release”, “Release – Participation in University-Sponsored Activity” forms have been collected and retained by department.  Itinerary if traveling?   Review                       “8)  Reporting Claims and Incidents” (Policy #1050) for non work-related campus incidents to have Managers complete the EFORM within 24 hours of the occurrence.  Post event report?  Handouts?  Informational items?
☐  K.  Names of all participants and their contact information.  Prior notification of items prohibited at event and no smoking policy.  Valuables/cell phones/personal items allowed?  Increase their safety awareness and provide information.  Volunteers are considered participants.  Minors present?
☐  L.  Youth Protection.  Minors present in our Care, Custody, Control ?  Review the Youth Protection  website, Policy 630 and all the program requirements.  Cost for background checks included in your budget?
☐  M.  Vendor Contacts.  Proper insurance provided for scope, size of event, presence of minors, dates of coverage active for event date, and shared liability.  Exhibit C lists many events and Exhibit D lists many waived events.  Prior notification of no smoking policy. Clarification/explanation to the vendor any accidents or incidents must be directed to the OU on-site Supervisor for proper reporting.  Departments need to work with Risk Management;  do not refer vendors or outside of OU to us.
☐  N.  OUPD notification.  Contact The Office of Emergency Management (OEM) early in your planning stage.  Discuss traffic control, active shooter preparedness, shelter in place plans, emergency vehicles having access to site, staged EMS, evacuation, emergency notifications, security staff.  Visit the Event Preparedness website and direct any questions to 248-370-3331.  Develop a written Incident (Emergency) Action Plan.
☐  O.  Oakland Center notification.   Grounds events, camps, space reservations at the Oakland Center all are managed by the Oakland Center Associate Director.  Complete the on-line form and direct any questions to 248-370-3245.
☐  P.  Post event.  Debrief with staff.  Document incidents and responses.  Identify improvements for future events.  Complete any departmental documentation.
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