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PLANNING AN ON-CAMPUS EVENT

As we gradually resume on-campus activities and events, we remain committed to taking the actions necessary to prevent the further spread of COVID-19. In order to have an event receive approval, event organizers must be able to clearly demonstrate how public health protocols will be adhered to for the duration of the event. It is the responsibility of the event organizers to collaborate with all relevant departments to ensure there is an actionable plan in place that prioritizes health and safety. If it is determined that the plan is insufficient or that the risk is too high, the event will not be approved. 

Please answer the following questions prior to working through event logistics and setting up a meeting with CUE’s COVID-19 coordinator, Andrew Sterne, Director, Custodial and Security Services (andrew.sterne@concordia.ab.ca). 

Step One: General Event Questions

Please answer the following questions as a first step before moving forward with the event planning process. If these questions are not answered, please be advised your event will not be approved to take place on-campus. 

Event Name:

Date and Time:

Location:

Type of Event (social, academic, co-curricular, etc.): 

Brief Event Description:

Target Audience (reminder there are currently no visitors allowed on-campus):

Estimated Number of Attendees and How to Register:

[bookmark: _Hlk49500840]Does your event include visitors from outside of the CUE community? If yes, approval must be received from CUE’s leadership team and COVID-19 coordinator. Contact information must also be shared with the COVID-19 coordinator. 

Will masks be required? If so, how will this be communicated to attendees and enforced? (Note: masks are required in all indoor public spaces.)

How will physical distancing be enforced?

Will you require enhanced cleaning/disinfecting?

Will there be food? What is the plan for distribution?

Please provide a brief overview below of your strategy for ensuring all public health protocols, as well as protocols for on-campus attendance, will be adhered to for the duration of your event.	


Step Two: Logistics

Please review the following steps and use them as a resource for planning. Prior to proceeding to Step Three, you must have, at minimum, had an initial conversation with Conference Services and Student Life and Learning, as dictated below. 

1. Date and Location (confirm there are no other events scheduled)
· [bookmark: _GoBack]Reserve campus space and receive confirmation from Colette Storms, Conference Services, who is to attend all on-campus events during the fall and winter semesters colette.storms@concordia.ab.ca
· Contact Taylor Penney, Student Life and Learning, to confirm her attendance at your event
taylor.penney@concordia.ab.ca 

Please note: Both Colette and Taylor are to attend all on-campus events during the fall and winter semesters. Their attendance is a condition of event approval. 

2. Costs 
Note: The following is for planning purposes. We recognize CSA and GSA events will have a separate budget approval process; however, all employee events must follow this process. 
· Catering 
· Linen rental or dry cleaning
· Rentals (tent, equipment etc.)
· Décor (centerpieces, flowers, candles, etc.)
· Entertainment 
· Gifts/Swag (if applicable) 
· Printing 
· Promotion

3. Revenue
How will the event be funded? Department/faculty budget, ticket sales, sponsorship, concession sales, etc.

4. Attendees 
Determine who should be at this event (and acquire appropriate permissions if including non-CUE community members).  Who is your ideal Audience and what Channels will you use to reach them?

Contact Marketing sarawjeet.panasar@concordia.ab.ca to discuss marketing plans (website, social media) and print materials (programs, posters, invitations) as early as possible (minimum of 2 weeks in advance of event for simple promotion; minimum of 4 weeks if your event requires the development of promotional/print materials). This does not apply to CSA or GSA events.

5. Event Registration
How will you be controlling access to the event? Where will guests register in advance of the event?

6. Food and Beverage
Send catering details to Dave Szabo, District Manager, Dana Hospitality szabodav@danahospitality.ca a minimum of 2 weeks in advance of the event but earlier is better.  

Include:
· Event Name
· Date & time, including break times
· The name of the on-site contact person 
· The name of the billing contact person
· Number of Guests
· Location 
· Menu
· Beverages
· China service (if applicable) 
· Do you require rental linens?
· Service requirements 
· Dietary restrictions
· Submit a list of attendees along with the catering invoice
· Final attendee numbers must be submitted 5 business days before event date

7. Floorplan and Set Up
Send requirements to Conference Services  colette.storms@concordia.ab.ca An inventory list is available.

Floor Plan 
· Location of all tables, chairs, podiums, sound system, etc.

      Set Up 
· Date, location and setup time
· Registration requirements (table, etc.)
· All tables and chairs, including number of chairs per table, types of tables (round, rectangular or cocktail tables) 
· Tables for food and beverages and sign-in tables 
· Linen requirements for tables 
· Stage setup and configuration (number of pieces, flat, tiered, etc.).
· Sound system requirements (microphones: cordless, headset, lapel mics, iPod or CD connection)
· AV equipment (screen projector, laptop)
· Coat racks (if applicable)
· Additional requirements (extension cords, flags, podium, etc.)

8. Custodial Services and Security
Send requirements to Andrew Sterne  andrew.sterne@concordia.ab.ca 2 weeks prior to event.

Custodial Services
· Date, location and event time 
· Any additional cleaning required (particularly washrooms or if event is split into sessions, disinfecting between each session)
· Garbage and recycle bins emptied prior to event 
     Security 
· Date, location, event time
· Are any doors required to be locked or unlocked?

9. Noise
It is extremely important to respect the surrounding community and neighbors. 
· For outdoor or potentially noisy events, obtain a Noise Waiver from the City of Edmonton www.edmonton.ca/attractions_events/rentals_event_planning/legal-requirements-faq.aspx 

10. Liquor 
The Office of the Vice President of Finance and Operations vpfo@concordia.ab.ca must approve any event where liquor will be served on campus. Once permission has been approved, an ALGC liquor license must be obtained.  




Step Three: Review Plan with COVID-19 Coordinator

Once you have completed the questions in Steps One and Two, please make an appointment to review your plan with Andrew Sterne, Director, Custodial and Security Services (andrew.sterne@concordia.ab.ca). 



Once all steps have been completed and your event has been scheduled, please contact your department to have it added to your calendar and/or colette.storms@concordia.ab.ca to have it added to our on-campus events calendar. Thank you for your dedication to health and safety at CUE.
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Andrew Sterne

Director, Custodial and Security Services 
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