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Events Fire and Safety Procedures

l. General

This procedure shall be used to coordinate the safety of events on University grounds, buildings, and facilities.
This procedure intends to promote health and safety and prevent damage to University property. This procedure
is for event managers, event coordinators, event organizers, and event staff to help facilitate an event so that it
runs safely.

1. Definitions

1. Academic Event means the use of a Facility or Outdoor Space for teaching and/or instructional
programs for University credit or research by University faculty.

2. Event means the use of a Facility or Outdoor Space for a specified period. This includes, but is not
limited to, demonstrations, parades, festivals, or other gatherings.

3. Event Coordinator is a University personnel member who schedules and coordinates the event, from
the beginning to the end of the event.

4. Event Manager means the individual responsible for activities related to the health and safety of
attendees in arenas, large ballrooms, performance halls, and other places of assembly.

5. Event Organizer is an individual who develops the event and is responsible for operating the event from












Safety Checklist for Events

Electrical/Power/Generators/Utilities | Yes | No | N/A | Additional Action required

Electrical cords are secured to prevent tripping and other
hazards

Leads, plugs, etc. are protected from all weather conditions

Electrical cords and plugs are in good condition with proper
grounding and no frayed wires

All portable generators are at least 25 feet from any
structure, isolated from the public.

36" clearance maintained in front of electrical panels

Location of all site underground services (power/gas/water/
electrical) and overhead power lines have been identified







Staging/Platforms/Tents/Membrane Structures | Yes | No | N/A | Additional Action required

All stages are erected by personnel with appropriate training

All structures have been inspected and approved by a
competent person where required




Event Manager, UNCPD, or EHS Use Only
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