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Checklist

Safety at Commencement
and Other Special Events

Special events, whether indoor or outdoor, may involve
new construction, campus visitors, and work with third
parties. These factors can increase the numbers of
incidents and potential liability complications. Crowds
created by events particularly increase the likelihood of
accidents caused by hazards.

Claims Example: Prior to a basketball playoff game, a wire crossing a high-traffic
area of the arena floor was covered with a bright safety cover. A person walking
within the crowd leaving the game tripped over the wire and cover. Although the
safety barrier was placed, it wasn't visible in the sizable crowd.

Advanced planning can help alleviate some risks associated with special events.

» «

For each item in the checklist, mark the appropriate box (“Yes,” “No,” or “N/A
(Not Applicable)”) and note any additional needed actions. If the answer is “no,”
consider whether further action, such as talking to your institution’s legal counsel,
is necessary. Adapt the checklist to meet your specific needs. For example, you
may have limited control over and access to off-campus facilities when events are
held elsewhere, and a particular checklist item may be “N/A” for these events.




Prepare the Event Location Actions Needed

Choosing an event location that can comfortably accommodate the anticipated crowd
size is vital. Consider what transportation visitors will use to get to event, where visitors
will walk on campus or to an off-campus event, and any potential weather conditions.

General Safety

Does your school inspect the event site and surrounding areas for
defects, debris, and other hazards several days before, immediately prior
to, and repeatedly during the event, including:

O Yes
* Pedestrian walkways? O No
O N/A
O Yes
» Stairwells and handrails? o No
O N/A
O Yes
* Permanent and temporary seating? O No
O N/A
O Yes
* Carpets and other flooring? O No
O N/A
O Yes
* Podiums, platforms, and risers? o No
O N/A
O Yes
* Parking lots and driveways? O No
O N/A
Prior to the event and on the day of the event, does your school check that
event lighting is adequate, including:
O Yes
* Repairing or replace defective bulbs? O No
O N/A
O Yes
* Arranging for temporary lights if necessary? o No
O N/A
* Using appropriate footlights and having ushers carry flashlights (if g ;‘:s
lights will be dimmed during the event)? o N/A
Does your school inspect event space stairs, bleachers, and ramps for
these issues and repair them:
O Yes
* Missing anti-slip devices? O No
O N/A
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* Missing or insecure handrails?

* Handrails stopping short of the last step or the end of a ramp?

* Loose, missing, or defective portions?

* Missing screws or bolts?

* Uneven stairs or platforms within a staircase?

* Dips in a step or ramp?

* Crumbling stairs?

* Low light?

Does your school place signage and barriers for any hazards that can’t be
fixed before the event?

For sudden level changes, such as a single step up from one room to
another, does your school check visibility of level change indications and
improve them with reflective tape, paint, or “step up/step down” signs?

For particularly large events, such as some athletic competitions, does
your school review the placement of signage and barriers to ensure they
remain visible in large crowds?

Construction

When designating the event site, does your school determine whether
construction, such as adding bleachers, is necessary?

Does your school use contract language to allocate risk between the
school and third-party construction companies? (See Review Contracts
and Transfer Risk below for additional contracting considerations.)
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To allocate risk with third-party construction companies, does your school:

* Avoid unfavorable indemnity provisions (see Avoid Unfavorable
Indemnity Provisions in Institution Contracts)?

* Require appropriate policy limits for each line of insurance?

* Require proof of insurance?

* State in the contract which party’s insurance applies?

Does your school inspect any new construction (even if the new
construction involves temporary structures contractors provide) for:

* Weight-bearing capacity and structural integrity?

* Nails, sawdust, or other debris?

Roads and Walkways

Does your school plan and map the pedestrian traffic flow, emphasizing
guest safety over preserving lawns or landscaping?

Prior to the event and on the day of the event, does your school check the
quantity and placement of the following items to ensure unrestricted
pedestrian flow:

* Seating?

* Walkways?

* Food and beverage stations?

* Trash receptacles?

¢ Exits?
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Prior to the event and on the day of the event, does your school confirm
that routes are clearly marked, including:

* Preventing public access to non-event buildings and rooms with locks,
physical barriers, and “no trespassing” signs?

* Directing vehicular and foot traffic with cones, ropes, and signage to reduce
hazards?

¢ Using yellow tape and “caution” signs to warn guests of known hazards
such as potholes, speed bumps, and construction areas?

* Ensuring that pedestrian and traffic routes are clearly marked and
properly lit?

* Checking for appropriate quantity and proper positioning of directional
and cautionary signs?

* Posting signs requiring the use of designated crosswalks?

Do campus security or police officers direct pedestrian and vehicle
traffic? (See the Establish Security and Emergency Response Protocols
section below for guidance regarding ensuring security and police
availability prior to the event.)

Weather

In the days leading up to the event, does your school:

* Prepare for snow and ice removal, if applicable, based on institution
location and season?

* Prepare for inclement weather with sufficient nonslip mats and “wet
floor” signs?

* Prepare for liquid and debris removal with sufficient mops and brooms?

* Prepare for heat, if applicable, with sufficient water, ice, shade, and fans?

* Plan for inclement weather, such as using tents or moving the event
inside?
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Hire Event Staff

Hire and assign the appropriate number of event staff to handle the anticipated crowd.
Ensure the people managing event staff have experience handling similar events and are

prepared to respond to emergencies.

In the weeks prior to the event, does your school:

* Determine the number of paid and volunteer workers needed to staff
the event?

* Make contingency plans to replace workers who fail to show up?

* Divide workers into functional teams and designate team leaders with
responsibility for each team’s monitoring and removal of hazards, spills,
or debris during the event?

* Establish a protocol for reporting problems to a team leader or another
employee?

* Designate an institution employee to document any problems and
worker responses to them?

Does your school ensure event workers are trained in:

* Responding to emergencies?

 Handling less serious incidents or accidents?

* Showing sensitivity to the needs of elderly or disabled guests?

* Dealing with intoxicated guests?

Does your school require a certain number of event workers to be
certified in basic first aid and CPR in accordance with Occupational
Safety and Health Administration or other applicable guidelines?

Does your school hire the appropriate number of campus security or
police officers? (See the Establish Security and Emergency Response
Protocols section below for additional guidance regarding ensuring
security and police availability prior to the event.)
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For particularly large events, such as some athletic competitions, does
your school:

* Ensure that event staff includes individuals with experience or training

in crowd control?

* Designate specific employee outfit colors for different functions or
indicate functions on the back of employee uniforms, such as “Security;,”
“Parking Attendant,” or “Medical Staff”?

Are event workers required to wear brightly colored or otherwise
distinctive uniforms when working the event?

Does your school hold a post-event session with event staff to review
what went well, what didn’t, and how to improve future events?

Establish Security and Emergency
Response Protocols

Unexpected incidents or disasters at events can cause panic and unnecessary injury if a

O Yes
O No
O N/A

O Yes
O No
O N/A

O Yes
O No
O N/A

O Yes
O No
O N/A

school isn't prepared. Plan for all possible emergencies. Use exercises to practice

emergency protocols prior to the event and make changes where needed.

In the weeks prior to the event, does your school:

* Confirm that sufficient security guards (institution employees or
contractors) will be present?

* Establish and distribute to workers a list of people with emergency
decision-making authority for the event?

* Determine whether the institution’s general crisis or emergency
response plan will apply to the event?

* Obtain or create a detailed evacuation plan that identifies situations that
may trigger evacuation and people who make evacuation decisions?

* Determine whether paramedics or other emergency response personnel
will be present or on-call?

* Coordinate with local authorities, such as police and fire officials?
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For a particularly large or important event, does your school stage a
dress rehearsal or conduct a tabletop exercise that includes an
unannounced emergency, such as a guest’s health crisis?

Does your school ensure event workers have access to a communication

device, such as a phone or walkie-talkie, to notify emergency response of
an injury or incident?

Review Contracts and Transfer Risk

Event space accidents are often complicated by unclear responsibility for event liability.

O Yes
O No
O N/A

O Yes
O No
O N/A

Use contracts to identify which parties are responsible. Well-written contracts with

appropriate insurance requirements are crucial for your institution to transfer

responsibility to third parties and avoid retaining liability for actions your institution

didn’t approve or control.

Does your event plan include:

* Confirming the institution has executed written contracts with
applicable event sites, vendors, and workers?

* Ensuring contracts specify the parties’ respective obligations and
rights? (For additional risk allocation considerations, see Improving
Contracting on Campus: Allocating Risks Between Parties.)

* Checking for indemnification language favorable to the institution?
(For additional indemnity considerations, see Avoid Unfavorable
Indemnity Provisions in Institution Contracts.)

* Requiring vendors to name the institution as an additional insured on
its liability insurance policies, and get certificates of insurance?

 Having legal counsel review and approve contracts?

Communicate With Guests

O Yes
O No
O N/A

O Yes
O No
O N/A

O Yes
O No
O N/A

O Yes
O No
O N/A

O Yes
O No
O N/A

Good communication with guests and visitors prior to an event can help alleviate the

confusion that can lead to accidents. Clearly identify transportation options, event

locations, and restricted areas prior to the event.

Does your institution establish a Frequently Asked Questions (FAQ) or
special page on the institution’s website for the event that includes:

* Directions to and maps of the event site, whether on or off campus?
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* Large, easy-to-read diagrams showing the location of parking, -
g%, casy~fo-teac <1dg g e ! pares O Yes Actions Needed

restrooms, security personnel, first-aid stations, water fountains, and O No
food/beverage stations? O N/A
O Yes

* A cautionary statement if extensive walking or standing is likely? O No
O N/A

* Any limitations on physical accessibility, such as for an event held in O Yes

a historical building that isn’t required to comply with the Americans O No
with Disabilities Act? O N/A
O Yes

* Recommended clothing and footwear? o No
O N/A

O Yes

* Information about typical weather and temperatures for the event date? O No
O N/A

* Lists of items that are recommended or specifically prohibited, such as g ;is
pets, cameras, and portable seats? o N/A
O Yes

* Availability of child care? o No
O N/A

» Information about alternative venues, schedules, and activities in case g ;is
of inclement weather? o N/A

* Estimated driving or walking distance between campus and the site, if g ;is
applicable? o N/A

* Whether shuttle transportation is available to and from campus, if g ;is
applicable? o N/A
O Yes

* Links to websites for local lodging, restaurants, and attractions? o No
O N/A

Does the event team send guests who register in advance a “Welcome” g ;is
email with further details about the event and a link to the FAQ? o N/A
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Ensure Accessibility

When large numbers of people come to campus, some visitors may have special needs

due to age, mobility, and disability. Work to prepare for all potential visitor needs prior
to the event. To capture any unanticipated needs, prepare to ask visitors before the event

or upon arrival if they require assistance.

Prior to the event, do you:

Ensure the event’s compliance with federal, state, and local laws
governing accessibility?

Inspect the site for general ease of access by guests using wheelchairs,
scooters, walkers, canes, or crutches?

Use the event’s website to explain accommodations for disabled guests,
such as mobility assistance devices or translators, and the procedure to
request them in advance?

Prepare for last-minute requests for accommodations, such as reserving
extra accessible seating?

Ensure vehicle loading and unloading zones are close to event
entrances?

Ensure the site has an adequate number of elevators, that buttons and
controls are accessible to those in wheelchairs, and that instructions are
available in Braille?

Inspect the site accompanied by several people over age 65, asking them
to point out hazards?

Provide special on-campus transportation, such as shuttles or golf
carts?

Make rental wheelchairs and walkers available?

Designate workers or students to escort guests around campus and offer
assistance entering and exiting buildings and vehicles?

For reunions and other functions at which you anticipate many elderly
guests, do you schedule multiple activities with adequate breaks so
guests can avoid rushing between them?
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More From UE

Checklist: Indoor Floor Safety

Checklist: Investigating Accidents Causing Personal Injury

Use Cool Head, Warm Heart® for Catastrophic Campus Incidents
Slips, Trips, and Falls Course Collection

Slips and Falls Resource Collection

By Melanie Bennett, Esq., ARM-E, Senior Risk Management Counsel. In her role on UE’s Risk
Research team, Melanie dives into timely topics affecting education. Her areas of expertise include
pandemic response, protecting minors, enterprise risk management (ERM), and technology

accessibility. Prior to joining UE, she interned at the U.S. Department of Education’s Office for
Civil Rights.

United
/= Educators

Tolearn more, please visit www.ue.org.

United Educators (UE) is education’s answer to the distinct risks and opportunities K-12 schools, colleges, and universities face. As a member-owned company, UE is
committed to providing the coverage and tools needed to confidently operate your campus while managing education-specific risks. We've devoted ourselves to
education alone since our founding in 1987 and continue to find new ways to meet your insurance coverage needs, manage risk, and efficiently resolve claims.

The material appearing in this publication is presented for informational purposes. It shouldn’'t be considered legal or coverage advice or used as such. For legal advice,
contact your legal counsel. For coverage-related questions, contact your broker. Copyright © 2022 by United Educators Insurance, a Reciprocal Risk Retention Group. All
rights reserved. Permission to share or use this document beyond UE membership must be obtained from United Educators.
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