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Introduction 
This event planning guide has been prepared to assist Primary Event Organizers (PEO) who are responsible for 

organizing events on or off campus that are a function of a university student group.  The ultimate goal of the 

UNB community is to provide safe, fun, and successful events for all students, as well as guests, visitors, alumni 

and the broader community.  The PEO(s) for any event plays a significant role in reaching this goal and this 

guide is intended as a tool to assist them in their planning. 

A Student Events Application must be submitted by any Recognized University Student Group on the Fredericton 

campus wishing to organize a non-academic activity/event other than a regular meeting of its member. 

A Recognized University Student Group has particular privileges and responsibilities and includes any group that 

has been recognized by one of the following sponsoring bodies: Student Union, Graduate Student Association, 

Residential Life, Recreation Services, and Student Services  

Student Events Review Committee (SERC) 

The Student Events Review Committee (SERC) is a group of professional staff and students on the Fredericton 

campus who provide support to PEOs during event planning and who review and assess Student Event 

Applications.   

The Student Events application and approval processes ensure that the proposed event or activity aligns with 

the mission of the University and that it is planned and executed in a way that enhances safety and enjoyment 

and mitigates risk.    If you have questions or need some assistance, please contact the Student Events Review 

Committee (SERC) at studentevents@unb.ca or any member of SERC.  Members are listed in Appendix A. 

mailto:studentevents@unb.ca
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SERC is responsible for reviewing all Student Event Applications and determining whether or not the event is 

approved.  Review and approval of Low Risk events may be delegated to the Review Team of the sponsoring 

body who has recognized the student group (i.e., Student Union, Graduate Student Association, Residential 

Life, Recreation Services, and Student Services.) 

Planning Ahead for a Successful Event 

When planning your event, make sure you give yourself enough time to plan effectively and thoroughly.  

Leaving your planning to the last minute can sometimes affect the outcome of your event.  Take the time to 

think of all the pieces that need to be in place, and then get in contact with the appropriate people to bring 

your event to life.   

Since each event will require a different amount of prep time to complete documents and plan effectively, 

please refer to the following chart when considering how much time you will need. 

 Class 1 Class 2 Class 3 

Planning Time  1 – 2 months 2 – 4 months More than 4 months 

Typical Events 

Smudging Ceremonies 

Orientation Events 

Film Screenings 

Formals 

Concerts 

 

Coaster Derby 

Athletic Tournaments 

Team or Residence Reunions 
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Application Process 

In order to have your event considered for approval by the Student Events Review Committee (SERC), you must 

complete and submit an Event Application Form  

Additionally, if applicable to your event, the following must also be submitted. 

 

 Transportation Waiver 

 Physical Activity Waiver 

 Food or Beverage Waiver 

 Copy of First Responder Confirmation 

 Copy of Lotto License/permit  

 Copy of Liquor Permit  

 

Applications can be found on the UNB Fredericton Student Services webpage under the Student Events section 

or by using the following link http://www.unb.ca/fredericton/studentservices/student-events/index.html  

.Completing the Student Event Application Form will help guide you in your planning.   Further information 

about various aspects of event planning is provided below. 

Completed applications and any supporting documents can be submitted by either scanning/emailing the 

documents to studentevents@unb.ca or by dropping off hard copies to the Student Services front desk. 

When the complete application package has been received by the Student Events Review Committee, your 

event will be considered and you will be informed in writing of the outcome, shortly thereafter. 

Complete event forms and accompanying documents, should be submitted by 4:00pm on the Friday at least 2 

weeks in advance of your planned event.  

http://www.unb.ca/fredericton/studentservices/student-events/index.html
mailto:studentevents@unb.ca
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Evaluating Risk 
More Risk Requires More Planning 

All events involve some level of risk, but careful planning can help you reduce the risk to an acceptable level so 

the event can proceed. There are four key risk factors to consider when planning an event.  If any of these are 

involved in your event, then by definition your event is NOT Low risk. 

1. Alcohol 

2. Transportation 

3. Physical Activity 

4. Reputation and Community Relations 

Take time in the early stages of event planning to evaluate the risks involved.  By using a risk matrix, you can 

assign your event a risk rating and work to lower any unacceptable risks as you move forward. 

 

 

 

 

 

 

Probability 
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e

v
e
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HIGH Impact 

LOW Probability 
14-19 High Risk 

 

LOW Impact 

LOW Probability 
0 -7 Low Risk 

 

HIGH Impact 

HIGH Probability 
20-25 Extreme Risk 

 

LOW Impact 

HIGH Probability 
8-13 Moderate Risk 

 

Risk Rating = Probability (P) x Severity (S) 
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Risk Rating = Probability (P)  x  Severity (S) 

Probability – The likelihood that an event or accident will occur. 

1 = unlikely to occur 

2 = unlikely, but some chance 

3 = could occur occasionally 

4 = good chance it will happen 

5 = high possibility it will happen 

 

Severity – The excepted consequence of an event in terms of serious 

injury, etc. 

1 = insignificant; minor injury, no property damage 

2 = first aid or minor property damage 

3 = injury requires medical help; significant property damage 

4 = injury may result in serious medical problem; serious property damage 

5 = fatal injury; major property damage 

For example, a risk associated with a city-wide scavenger hunt would be Transportation.  Now, break it down! 

 

Method of 

Transportation 

Probability Severity Risk Rating 

Personal Vehicles 3 3 9 

Licensed Taxis 2 3 6 

Walking 2 1 2 

 

Why would the probability be higher for personal vehicles? Because the driver is participating in the excitement 

of the scavenger hunt AND trying to focus on the road.  

 

It’s critical to honestly reflect about the risks involved with any event so that you can ensure the safest event 

possible for your group.  
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How to Write a Risk Management Plan 

Taking time to work through the possible risks for your event will keep you in a position to take action if 

necessary.  Planning ahead can be your best defense, but know that you cannot always prevent accidents or 

issues.  The writing of a risk management plan is about planning for the worst, and hoping you never have to 

use it.   

Keep in mind the risk management plan will have MANY items on it, and not just one! 

Sample Event: Residence Social  

NATURE OF 

RISK 

(describe the 

risk) 

PROBABILITY     

(1-5) 

SEVERITY  

(1-5) 

RISK 

RATING 

ADVANCE ACTION / SAFETY 

PLANS 

(what will you do to try to 

prevent the risk) 

ACTION IN 

EVENT OF 

INCIDENT 

PROBABILITY 

AFTER  

SAFETY 

PLANNING     

(1-5) 

SEVERITY  

AFTER  

SAFETY 

PLANNING 

(1-5) 

RISK RATING 

AFTER 

SAFETY 

PLANNING 

  

Stairs  

 

(someone falling 

down them 

when 

intoxicated) 

 

3 

 

3 

 

9  

 

(MODERATE) 

Main dance floor area is kept to the 

first floor lounge. 

 

People are not allowed to consume 

alcohol outside of rooms or lounges 

 

Intoxicated students are monitored 

by sober reps and proctors 

Proctor to 

perform first 

aid 

 

Call to 

Security if 

hospital 

transport is 

needed, or 

call to 911. 

 

2 

 

2 

 

4  

(LOW) 

 

 Fire 

 

1 

 

4 

 

4 

(LOW) 

Ensure fire exits are clear and visible 

 

Comply with fire marshall’s capacity  

 

List of everyone at the event is 

made available to those in charge 

Pull fire alarm 

to clear 

building 

 

Call 911 and 

Security 

 

1 

 

 

3 

 

3 

(LOW) 

Alcohol related 

illness 

 

5 

 

3 

 

15 

(HIGH) 

Campus Patrol monitoring exits 

 

First Aid trained Proctors on duty and 

roaming through building 

 

No pre-partying allowed  

Call 911 and 

Security 

 

Perform first 

aid 

 

5 

 

2 

 

10 

(MODERATE) 
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A copy of the form can be found in Appendix B or downloaded on the Student Services website, under the tab 

of Student Events. This Risk Management Plan is intended to be a tool for planning purposes. You do not need 

to submit it with your application unless your event poses a high degree of risk.    

Alcohol 

Alcohol is an element in many social functions, but it poses significant risks for participants. Anyone organizing 

an event that involves alcohol has to be very diligent in their planning and follow a number of prescribed 

policies and procedures. If your event involves alcohol, please Contact Conference Services for directions 

conferenceservices@unb.ca  

Transportation 

Consider this – would you be comfortable being transported to a formal off campus if you knew that the bus 

driver had a history of drinking and driving?   

Whether you select a commercial transportation provider (Fredericton City Transit, Trius, Checker Taxi, etc), or 

you are planning to have private vehicles used to transport your participants, there are steps that need to be 

taken.  For commercial transportation, submit an outline of your proposed plans with your application 

(company, timeframe, vehicle type, cost etc.) Do not sign a binding contract until after your event is 

approved. For private transportation (i.e., driver is not a professional), submit your travel itinerary, driver 

authorization form, and proof of liability insurance.  If your event involves transportation, participants need to 

sign a waiver.  For advice on waivers, please contact riskmgmt@unb.ca .   

 

mailto:conferenceservices@unb.ca
mailto:riskmgmt@unb.ca
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Physical Activity 

When participating in an event, participants must understand the risks to personal injury that they face.  Events 

which include atypical student physical activity, such as playing in a dodge ball tournament or pushing a 

hospital bed for hours on end, come with very real risks.  For these events, participating students must complete 

a waiver before engaging in the activity.  For advice on waivers, please contact riskmgmt@unb.ca .  All 

required documents can be submitted through the online form. 

Reputation and Community Relations 

Reputational risk is the risk that your Recognized Student Group or the University of New Brunswick will lose 

credibility, status, and image which can negatively affect relationships with potential students, alumni, donors, 

community partners, etc. because its character or quality has been called into question. This could result from 

events that include the dissemination of questionable material, participants feeling like they have not been 

provided with the experience or event as advertised or paid for, or any other situation that results in participants 

or potential participants feeling uncomfortable, cheated, or deceived.  

Community Relations is important to consider when planning your event because UNB is an urban university 

surrounded by Fredericton neighborhoods. When planning your event, whether on or off campus, it is important 

to consider how it might affect Fredericton community members. Things like amplification of sound 

(microphones, megaphones), loud music, large groups, or any other aspect of an event that may impact the 

community of Fredericton should be considered.      

 

mailto:riskmgmt@unb.ca
http://www.businessdictionary.com/definition/risk.html
http://www.businessdictionary.com/definition/character.html
http://www.businessdictionary.com/definition/quality.html
http://www.businessdictionary.com/definition/call.html
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Other Risks 

Serving food and/or having large numbers of participants at your event can also increase the risk level of your 

event.  

Food - If you are serving food that requires preparation and/or heating or cooling then your event is NOT low 

risk.  If you are holding your event on campus, Sodexo is the exclusive caterer.  Depending on the nature of the 

food service you are proposing, you may be eligible for a food and beverage service waiver that would allow 

you to serve food not provided by Sodexo.  To apply for a food and beverage service waiver, please visit this 

link: http://www.unb.ca/fredericton/sodexo/_resources/pdf/unbf_sodexo_agreement.pdf  

Large Number of Participants – The more people who are participating in the event, the higher the level of risk 

and the more need for security and emergency planning.  If more than 20 participants are expected at your 

event it is NOT low risk. 

Booking a Venue 

On Campus 

If you are holding your event on campus, you are responsible for investigating whether the space you 

require is available (see resources below for space/venue bookings on campus) and tentatively booking 

that space prior to completing the application form. Once your application has been approved, you are 

responsible for following up with the person you made the tentative space/venue booking with to 

confirm your booking and make any additional arrangements for set-up/clean-up.  

To book space in the Student Union Building contact UNB Student Union Building – 453-4991 

or   sub@unb.ca 

http://www.unb.ca/fredericton/sodexo/_resources/pdf/unbf_sodexo_agreement.pdf
mailto:sub@unb.ca
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To book space in the Richard J. CURRIE CENTER, submit the form at this link: 

http://www.unb.ca/fredericton/kinesiology/facilities/booking/index.html 

To book any other space on campus contact the UNB Central Booking Office – 453-5010 

or   meet@unb.ca 

Off Campus 

If you are holding your event off campus, you are responsible for contacting the appropriate individual 

and making a tentative booking with the facility before you submit your Student Event Application for 

review.  Do not sign a binding contract until after your event has been approved.  Be sure to start looking 

for your facility early as many venues are scheduled months ahead. 

Security Needs and Campus Patrol 

An important component of safe and fun events is the security staff that is hired.  As a reliable source of 

protection and safety, the security personnel that you bring in for your event will make the difference when it 

comes to addressing unexpected or emergency situations. 

Student Campus Patrol is a branch of our UNB Security and Traffic team.  The Student Campus Patrol, or CPs as 

they’re commonly known on campus, is a hired service that can assist with many aspects of your events.  From 

parking assistance and traffic management to event access control and ID/bag checks, the Student Campus 

Patrol offers our campus a great service. 

 

http://www.unb.ca/fredericton/kinesiology/facilities/booking/index.html
mailto:meet@unb.ca
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On-Campus Events –  

If your event is on campus, has more than 20 participants and/or has alcohol  provided or  

available, there must be security present.  You can hire the Campus Patrol by contacting them at 

campuspatrol@unb.ca.  Share the details of your event, location, time, and services you are 

requesting when you reach out to their team. 

Off-Campus Events –  

If your event is off campus, has more than 20 participants and/or has alcohol provided or 

available, there must be security present.  If the venue does not have their own private security or 

a recommended option, one alternative is to hire an off-duty police officer.  You can do this by 

contacting the Fredericton City Police at 460-2300.  Call ahead, as these time slots are often filled 

weeks in advance. 

Advertising and Marketing 
If you wish to advertise your event, you must keep in mind appropriateness of the material and the audience 

that will be seeing your advertisements, whether viewed online or on a bulletin board around campus. 

In line with the Declaration of Rights and Responsibilities issued by the Human Rights Office at UNB, “the 

University of New Brunswick is committed to the social and academic development of its community, and to 

the pursuit of academic excellence.”  Therefore, “Every member of the University community has a 

mailto:campuspatrol@unb.ca
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responsibility to treat all other members of the University community with respect and tolerance, and to 

contribute to a respectful learning and work environment.”   

Any online or poster content that advertises a student event must be respectful of all persons and cannot 

include photos or pricing information about alcohol. 

Any event advertising must abide by any university policies where advertising is addressed, including but not 

limited to, Residential Life, the Student Union Building, the President’s Task Force on Alcohol. 

Budgeting 

It is important to review costs in advance of planning your event to ensure that you have enough money 

available.  There will likely be unexpected costs, so it’s good to be prepared for whatever may come.   

Here are some key items to discuss and review: 

1. Is your event expected to lose money? Break even? Make money?  Be sure to have a thorough 

discussion with your planning committee about the expectations for any monies lost or made. 

 

2. Shop around! You can contact vendors in advance to request quotes for services or rentals.  Some 

vendors will offer packages, or individual services. 

See the Budget Template in Appendix C for more help. 
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Planning Tools  
 

To assist you in your planning a Planning Checklist and a Day of the Event Checklist have been included in 

Appendix D.  These will help you track the tasks that you need to do as you plan and implement your event. 

Important Links and Contacts 

 

UNBF/Sodexo Agreement - http://www.unb.ca/fredericton/sodexo/_resources/pdf/unbf_sodexo_agreement.pdf  

Food Waiver – http://www.unb.ca/fredericton/conferenceservices/_resources/pdf/foodwaiver.pdf 

Residential Life – http://www.unb.ca/fredericton/residence/index.html  

Student Life – http://www.unb.ca/fredericton/studentservices/  

UNB Conference Services – http://www.unb.ca/fredericton/conferenceservices/ 

Accident/ Near Miss Report Form – Available from office of Environmental Health and Safety or UNB Security  

 

Event Planning Contacts and Resources 

UNB Security and Traffic – 453-4830   or   security@unb.ca 

Fredericton City Police – 460-2300 

Student Campus Patrol – campuspatrol@unb.ca 

UNB Central Booking Office – 453-5010 “Option 1”   or   meet@unb.ca 

http://www.unb.ca/fredericton/sodexo/_resources/pdf/unbf_sodexo_agreement.pdf
http://www.unb.ca/fredericton/conferenceservices/_resources/pdf/foodwaiver.pdf
http://www.unb.ca/fredericton/residence/index.html
http://www.unb.ca/fredericton/studentservices/
http://www.unb.ca/fredericton/conferenceservices/
mailto:security@unb.ca
mailto:campuspatrol@unb.ca
mailto:meet@unb.ca
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UNB Student Union Building – 453-4991   or   sub@unb.ca 

Sodexo (Catering and Bar Services) – 474-8035 

UNB Facilities Management – 453-4889   or   fm@unb.ca 

  

  

mailto:sub@unb.ca
mailto:fm@unb.ca
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Frequently Asked Questions 
 

Q. How many Campus Patrol members will I need for my event? 

A.  When making the request for Campus Patrol, be sure to include the location, if the event will include alcohol 

in any capacity, how many people you expect to attend, etc.  These details will help the Campus Patrol team 

to make their booking.  Typically for a residence event, if you have 4 exterior entrances, and are having a 

social in the lounge, you would need to hire 6 members for the event. 

Q. What do I do if I don’t receive a call back from Fredericton City Police? 

A. Plan ahead! Resources like our police services need time to schedule their officers for events such as yours.  

Call well in advance (at least one month prior to your event), and ensure that you follow up if you are 

concerned that you have not heard back in a reasonable time. 

Q. We want to canvass in residences for our charity. Do we need to apply for that? 

A. Canvassing of any kind should be brought to the attention of the Coordinator, Residential Life.  Notifying in 

advance helps the Coordinator to answer any questions that come in from the community or other university 

groups about the purpose of the canvassing.  When canvassing in residences other than your own, be sure to 

have an escort from that residence with you.  Additionally, if you choose to canvas for a charity off campus in 

the local community, be sure that you are clearly identified by wearing house clothing or UNB swag, and 

having a letter of support with you from your residence or group supervisor.   

Q. When can I advertise for my event? 

A. It’s wise to put off advertising your event until it has been approved.  Advertising, collecting money, or 

ordering merchandise, should all be left until after the event is approved in full, so that any fine details and 

changes can be made before your event goes viral. 
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Q. What if I miss the deadline for handing in the event application? 

A. Sometimes things happen, and you can’t get those documents in by 4:00 pm on the day that it’s due.  BUT, 

it’s important to plan ahead and get all the pieces that you need so you can submit on time.  SERC will do its  

best to process applications submitted after the deadline, but cannot guarantee they will be done in time for 

your planned event. 

Q. What can I do if my event is not approved? 

A. Contact your representative on the Student Events Review Committee (Student Union, Residential Life, URec, 

GSA), to set up a meeting if you are not clear about why the event was not approved.  There may have been 

components to the event that were not completed or aspects which go against the values of our community.  

Whatever the case may be, you can ask questions for clarification.  It may be possible to modify your event so 

that it can be approved, but changes would still need to go through the approval process. 

Q. How do I book a room or an outdoor space on campus? 

A.  Booking a space for your event on campus is very easy! You can contact the team at the Central Booking 

Office to reserve indoor or outdoor space, at 453-5010 “Option 1”or by emailing meet@unb.ca with your 

request.  It’s important that you’re thorough and specific with your request, and be sure to include the date, 

time, what space or what kind of space you are looking for, number of expected attendees, whether there will 

be alcohol, and anything else you can think of that might be helpful.  This team can help to find alternatives for 

you if the space you prefer is already booked, and if they have enough information from you.  You’ll have to 

submit your request at least two weeks in advance, and even sooner if possible. Perks to hosting your event on 

campus – you’re going to save on money, stress and time by working with our great team at the Central 

Booking Office. 

  

mailto:meet@unb.ca
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Appendix A: SERC Committee Members Contact List 
 

Chair of SERC and Advisor for Applicants  

 

Gillian McLean, Coordinator, Student Engagement, Student Services 

CC Jones Student Centre; 506-453-4787; glm@unb.ca 

 

UNB Student Union Review Team  

Grayson Beairsto, VP Finance, UNB Student Union 

506-452-6233; finance@unbsu.ca 

Travis Daley, President, UNB Student Union 

506-452-6091;   president@unbsu.ca 

Karen Miner, UNBSU General Manager 

506-453-4955; kminer@unb.ca 

 

Residence Review Team 

Dean Martin, Director, Residential Life, Student Services 

Residence Administration; 506-453-4800; dean.martin@unb.ca 

Student Rep TBD 

 

Recreation Services (URec) Review Team  

Tom White, Intramural Sports Assistant, Faculty of Kinesiology 

506-458-7707; twhite1@unb.ca 

Student Rep TBD 

 

 

UNB Grad Student Association Review Team  

Aditya Roshan, Graduate Student Union President 

gsa@unb.ca 

General House Manager 

gsa@unb.ca 

mailto:glm@unb.ca
mailto:finance@unbsu.ca
mailto:president@unbsu.ca
mailto:kminer@unb.ca
mailto:dean.martin@unb.ca
mailto:twhite1@unb.ca
mailto:gsa@unb.ca
mailto:gsa@unb.ca
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UNB Security  

Randy Mahoney, Operations Supervisor, Security & Traffic 

506-453-4830; rmahoney@unb.ca 

Des Dupuis, Crime Prevention and Community Liaison 

506-453-4830; ddupuis1@unb.ca 

 

Campus Patrol 

Mahdi Hosseinali, Chief, Student Campus Patrol 

campuspatrol@unb.ca 

 

Student Union Building 

Becky Sullivan, Director SUB  

453 4991; SUB@unb.ca 

 

Conference Services  

Debbie Goguen, Administrative Assistant, Conference Services 

506-453-3597; dgoguen@unb.ca 

 

Kinesiology Facilities 

David Saad, Director of Facilities, Faculty of Kinesiology 

506-453-4876; dsaad@unb.ca 

 

Risk Management  

Trevor Gonnason, Risk Management 

506-458-7831; trevorg@unb.ca 

  

mailto:rmahoney@unb.ca
mailto:ddupuis1@unb.ca
mailto:campuspatrol@unb.ca
mailto:SUB@unb.ca
mailto:dgoguen@unb.ca
mailto:dsaad@unb.ca
mailto:trevorg@unb.ca
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Appendix B – Risk Management Plan 

 

Name of Activity or Event: 

ASSESSMENT DATE:                                                                                COMPLETED BY:  

Date of Event: Event Location: 

NATURE OF RISK 

(describe the 

risk) 

PROBABILITY     

(1-5) 

SEVERITY  

(1-5) 
RISK RATING 

ADVANCE ACTION / SAFETY 

PLANS 

(what will you do to try to 

prevent the risk) 

ACTION IN EVENT OF 

INCIDENT 

PROBABILITY 

AFTER  

SAFETY 

PLANNING     

(1-5) 

SEVERITY  

AFTER  

SAFETY 

PLANNING 

(1-5) 

RISK 

RATING 

AFTER 

SAFETY 

PLANNING 
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Appendix C – Budget Template 
 

Revenues 

Income Source Quantity Amount Total 

    

    

    

    

 

 

(Revenue) – (Expenses) = (Surplus or Deficit) 

 

 

Expenses 

Item/Service Quantity Cost per 

Item/Service 

Total 

    

    

    

    

Surplus or Deficit 

 
 

 

 

(TOTAL $ AMOUNT) 
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Appendix D – Planning Tools 

Planning Checklist 

Thorough planning is the biggest factor to the success of your event.  Planning an event can mean that you 

are working with many different resources on or off campus.  Use this list as a guide to keep on track when 

planning your event or function.  Not all items will apply to every event. 

MUST DO CONSIDER DOING 

Documentation  

 Event Application  

 Confirmation of Space Booking  

 Campus Patrol or Fredericton City Police booking  

Documentation  

 Waivers for participation (in some cases) 

 Meet with SERC Chair for guidance on submissions 

 

Security Plans  

 Campus Patrol or City Police hired 

 Meeting before event planned to communicate security 

plans 

Security Plans  

 Access Points identified 

 Guest Policy read and understood 

Food Services 

 Food Waiver for non-Sodexo food (if event is on campus 

and outside of residence) 

 

Food Services 

 Catering Booked 

 Confirmation of menu 

 Submitted Dietary Restrictions 

 Linens 

Alcohol Availability (In Residence) 

 Sober representatives on site 

Alcohol Availability (In Residence) 

 Non-alcoholic drinks available 
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Alcohol Availability (Not In Residence) 

 Liquor licensing form (if event is on campus and outside 

of residence) 

 Hired bartenders 

 Sober representatives on site 

Alcohol Availability (Not In Residence) 

 Designated drivers or transportation option(s) advertised 

at event 

 

Reservations and Bookings  

 Room or event space 

 Clean up team 

Reservations and Bookings 

 Sound System 

 Set Up Space 

 Entertainment 

 Decorations and lighting 

Transportation 

 Commercial provider hired or 

 Transportation plan (drivers, insurance, etc.) 

 Waivers prepared 

Transportation 

 Monitors identified  

 Alternate drivers and monitors identified 

Physical Activity 

 Instructor(s)/Supervisors identified/hired 

 Waivers prepared 

Physical Activity 

 Alternate supervisors identified  

 

On Site Checks 

 Confirmation of Capacity Numbers 

 Fire Extinguishers 

 Bathrooms 

 Exit Doors clearly marked 

 First Aid Kit accessible 

On Site Checks 

 Electrical Access Requirements 
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Day-of-Event Checklist 

 

GENERAL 

 Bring a well-stocked first aid kit(s) – Available at the UNB Bookstore 

 Ensure you have a cell phone for the event, and the participants (if off campus) have the number to 

contact in case of emergencies 

EVENTS INVOLVING ALCOHOL 

 Confirm that enough bartenders and security staff have shown up for the event 

 Confirm that the necessary number of sober representatives and/ or proctors have shown up (as 

outlined in your event approval email) 

 For Residence Events - Call the Don on Duty for the event if not all of the above staff are present ½ hour 

before the event 

 Clearly communicate expectations with all staff 

o Monitor alcohol intake 

o Monitor underage drinking 

o Keep the crowds under control 

 Ensure that Student IDs have been checked at sign-in 

 

EVENTS INVOLVING TRAVEL (out of Fredericton) 

 Confirm that the required number of bus monitors or drivers have shown up (as outlined in your event 

approval email) 
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 Call alternates immediately, if needed 

 Confirm all individuals have signed a transportation waiver 

 Share the expectations with your bus monitors: 

o Sign in all people going on the bus and collect their waiver 

o Hold on to those documents and then give to the Event Organizer(s) 

o No alcohol or drugs are to be used on the bus 

o Behaviour on the bus should be such that the driver can fully concentrate 

 Make sure everyone has a copy of their health card, or health insurance for non-Canadians 

 

EVENTS INVOLVING PHYSCIAL ACTIVITY 

 Confirm adequate number of supervisors have shown up (as outlined in your event approval email) 

 Share your expectations with the supervisors 

o Monitoring and crowd control 

o Reporting all accidents or incidents 

 

EVENTS IMPACTING ON LOCAL COMMUNITY 
 Confirm adequate number of supervisors have shown up 

 Share your expectations with the supervisors 

o Crowd control and courteousness towards the community 

o Reporting accidences and incidents 

 

 Monitor noise levels 

 

 


