General Outline 

For Developing an Event Management Plan
For Lectures & Performances
Event Coordinators

· How will you orient your ushers for their duties and for event logistics?  
· The Event Coordinators, and all ushers/volunteers, must meet with Department of Public Safety and/or fire marshal (when you have DPS or a fire marshal at your event) and/or SAO Event Manager, if applicable, before the door opens (generally 30 minutes before).
· Event Coordinators and other staff must be clearly visible and identifiable, (consider nametags, buttons, armbands, t-shirts as ways to clearly identify your event staff)
· Event Coordinators will be present at all times.  It is recommended that one take primary responsibility for oversight of the lobby/entrance and one for the venue interior.
Ushers (i.e. all volunteers that will be providing assistance to the staffing of the event)
· Please outline your admission plan.  If your event is Brown/RISD, include your plan to check ID’s.  What is the admission price of your event, if there is one?
· What are the locations of all usher posts and how many are in each location?  Please provide a floor plan with staffing layout, any special tables, etc.
· What are their duties?  Will they ensure that four seats are set aside for DSS needs?  Which ushers will be assigned to ensure that aisles are not blocked?
· What time will doors open and close (please provide ample time for people to be seated between doors opening and the start of the program)?

· Do you expect a line outside?  Why or why not?  If there is a line, how will you manage and organize it?  What time do you believe the line for the event will begin forming and how will you staff the venue early to ensure that people do not enter before “doors open”?
· Ushers must remain at the doors at all times before and during the event to ensure that capacity is not exceeded.  Even after entry to the event closes, ushers must be available in the event of latecomers or other questions. 
· What is the Ushers role at the end of the event with assisting in the exit plan?
· For some events, (big or controversial speakers), you will need to include a plan for the ushers duties that ensures that no large bags or backpacks allowed and will not be allowed near the venue. (Don’t have them lying in the entry hall). *You will also want to include this info on your advertisements.
Fire Safety & Capacity
· Event Coordinator(s) must announce the location of fire exits and make the “fire safety announcement” found  in the Fire Safety Checklist; if Media Services is present, they may have a recording available; however, it is your responsibility to be sure the announcement is made.
· Include the Fire Safety Check list in your planning 
· Maintaining capacity and keeping aisles and egresses clear is critically important.
· Be sure to count how many people in your organization will be in the event and subtract this from the total capacity.  The total max capacity includes the people managing the event.
· Provide some details of how you will ensure capacity is not exceeded.  Will you use a tally counter or tickets?  

Ticket Management 
· For ticketed functions organizations may only sell as many tickets as the venue holds.  Tickets should be numbered to help ensure that too many tickets are not given out; organizations may not sell more tickets than the capacity of the event venue.

· If you use tickets, what is the plan for distribution?  University Events has pre-printed tickets for a nominal charge for some venues such as Salomon 101.  (See Amabel Allen in University events.)
· If you use a ticket system, tickets must be collected at the door (Otherwise, a person can go inside collect tickets from friends, go outside with 5 tickets in a pocket and give it out to friends that are outside).  If guests have to leave the main hall to go to the restroom, you can then give them a ticket to regain entry.
· If you are doing sales for tickets for events that are organized to be “Brown/RISD only” or “College ID only,” IDs must be checked at point of pre-sale and at the door.  
· It is helpful to have tickets communicate admission and other relevant policies to the ticket holder, including things such as “ID required at the door” or “no bags or backpacks allowed.”
· If the event is free, you may want to create a plan such that the tickets are valid until a certain time, then they expire and you will fill available seats with people waiting in line for the event.  Anyone who comes with a ticket after the “cut-off time” must go to the end of the line to be fair to the people in line.
Other Aspects

· Be sure that your plan for the entrance and exiting of the event ensures that you won’t interrupt classes or other venues.  *It would be prudent to check with University Events and the SAO about other scheduled events on campus.  Are there other events or classes in the building and if so, does this impact your plan?

· Consider requesting a custodial clean prior to your event or to have your members clean before opening.  The classrooms during the day can have a negative impact on providing a nice space for you evening event.  Please know, that if you are serving food or drinks, a custodial clean is required post event.

· Will you use tables to assist with flow into the event?  If so, how?  Ensure that they will not cause a Fire Egress concerns.  Please be sure to order any tables, etc. from Event Support/Facilities.
· What will be the speaker’s route into the building?  Often there are side door available and DPS can assist with this when/if you are working with them.  Plan to have the appropriate security measures in place.  Please note:  vehicles cannot be parked on the Green.  If your speaker needs a DPS escort this can be arranged.
· For controversial speakers and speakers with special security concerns, no large bags or backpacks are allowed and will not be allowed near the venue. (Don’t have them lying in the entry hall).  You may also want to consider no bags or backpacks for large events.
· Typically, you will want a room with easy access to the stage for a “dressing room.”
· If there will be a reception, book signing, etc. associated with the event (before, during, or after), please provide the relevant information and any implications for management.

· If your event is involves a politician or is political in nature, please review the “Guidelines for Political Activity.”
· If you are inviting a renowned individual(s) as speakers or guests, please complete the “Dignitary Notification Form” weeks in advance.  Dignitary Notification Please err on the side of notifying too early without specific information with appropriate follow-up when more details are known.  (see the form on the event planning site for more information)
Political Activities Policy

· We will review the political activities policy to ensure that our events comply with the guidelines outlined.

· We will convey in your invitation to your guest speaker the following statement:  “It is important that (speaker’s name) understands that although Brown University encourages and supports the free exchange of ideas and political viewpoints, as a non-profit, private institution of higher education whose activities are regulated in part by Section 501(c) (3) of the Internal Revenue Code, the University is prohibited from engaging in partisan political activity or permitting its resources to be used for support of such activities.”
· We will notify the SAO of the topic of the lecture and will confirm when we register our events that the statement above has been shared with our guest speakers.
· When we submit a dignitary form, we will include in the “Additional Comments or Information” section at the end, a statement that expresses that we have reviewed the political activities guidelines with our guests and our guest will be speaking on ….(topic).
News Media

· Will there be news media?  You will want to work with Public and University Relations (PAUR), New Service 863-2476.  When you have a speaker or artist, you would do this once the contract is complete.  

· News Media, if there is any, you will want to create a section for them.  It is typically in the front, on the left side of the venue.  They must be told in advance that they are to remain there and not block aisles.  They cannot be set-up in aisles or egresses.
Disability-Related Considerations

· Ushers will be inside the room to ensure that seating is being done in an orderly fashion and that aisles remain clear of people and bags. 

· These ushers will also ensure that 4 reserved front row seats are chosen with a clear line of sight for attendees who need priority seating to place a reserved seating sign on it to be held until 5 minutes prior to the start of the event.  Attendees with a reserved seating need will present a picture ID along with a laminated card issued by DSS

Publicity
· Please review the Publicity Policies for Events.
· Include details of your plans; no off-campus advertising is permitted without prior permission.

· For events where bags are not permitted, promotion needs to clearly advertise “no bags or backpacks allowed.”   If you are using tickets, please indicate this here as well.
· All events open to the public or the Brown community at-large should include a statement in all advertising materials that directs people with disabilities who may need to request accommodations to a contact person for the event. For additional information please reference Disability-Related Considerations when planning
· Please be reminded, an event sponsor uses social networking sites (such as facebook or evite) to advertise an event, the sponsor must ensure that the distribution of the publicity aligns appropriately with the admission policy.  For social function events, sponsors must ensure that the advertised event is not available to the general public nor that the event will be advertised to persons beyond those permitted admission

· Some more options:  consider submitting the event to Public and University Relations (PAUR) to be a “Featured Event.”  Review Morning Mail guidelines to consider this option for advertising your event.  Possibly, reserve Banner Space at Faunce and the Ratty.  Submit slides for the Event Promo Screens.  Facebook Invites are free.  
Food Management 

· Please speak to food safety issues in your plan if you are serving foods that have a potential to spoil when left out.
· The Brown First policy is the first consideration for your planning.  Please review this information online.

· Organizations are expected to adhere to safe food distribution practices.  In this effort, all organizations wishing to provide food at an event or meeting of any size must consider food safety as aspects of their event management plan.  The SAO has the following educational handouts to help you develop a plan that considers critical aspects of food safety:  “10 Steps to a Safer Kitchen”, the “6 Consumer Control Points” and the “Hand Washing.”  (You may find these handouts in PDF form in the A-Z resources for event planning.)
Floor Plans
· Please provide a floor plan indicating the set-up of the larger venues –such as Sayles, Salomon, Alumnae and your staffing posts.
· We have floor plans of a number of the venues on campus.  Stop on by to pick one up from Aly, Phil or Shelley.
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