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Event Planning Overview 

1. Make sure you are a registered Knight Life organization 
2. Submit your event request on Knight Life 
3. Request any equipment needed (CUB, Facilities) 
4. Finalize event plans 
5. Advertise your event 
6. Evaluate your event 

Registering Your Student Organization on Knight Life 

For instructions on registering your organization, look here! 

Registering Your Event on Knight Life 

Once your organization is registered on KnightLife, it’s time to start planning your event 
so you can submit it on KnightLife. To start, you’re going to have to come up with some 
event plans (rooms, equipment, back-up plans, etc). Let’s get into some detail. 

Event Locations 

Keep in mind that rooms on campus are very busy. Even if you submit your event 
two weeks in advance, it may not be enough time to guarantee your location. 

1. Work with your organization to select three specific room/location options for your 
event (i.e. Student Center MPR, Science Center 356, etc.) 

2. Once you have selected three possible locations, determine if your organization 
needs additional supplies (tables, chairs, a specific room arrangement). If so, 
make sure you list this in your KnightLife submission. 

3. The earlier you figure this out, the better. For large campus wide events, you 
should begin location planning a semester ahead of time. 

4. Weather is an important factor. If your event is outdoors, it is advisable to have a 
rain location. Remember, if the event is at night you may need extra lighting! 

When you submit your event registration, the Office of Student Life Assistants will 
reserve a room/location for your event. Once your reservation has been made, you will 
receive an email from Room Reservations for your location information. If none of your 
room/location options are available, the Office of Student Life Assistants will email you 
to find an alternative date/time/location. 

Deadlines 

1. Set up needs including tables, chairs, and Cheel poster boards: at least 5 
business days in advance  

a. Send to Marcy Bennett at mbennett@clarkson.edu. *Note: If you have 
catering for your event, you will need to request tables. 30 day notice is 
required for all events over 200 people. 

2.  Items needing work orders: 5 business day notice/30 days if over 200 people 
● Custodial: Cleaning requests, snow removal at entrances and clearing of 

furniture from concourses or other areas 
● Grounds: Plowing, mowing, moving picnic tables and trash cans 

https://engagesupport.campuslabs.com/hc/en-us/articles/204032194-Register-a-New-Organization
mailto:mbennett@clarkson.edu
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● Maintenance/Electricians: Power needs and items or areas needing 
repair 

 
Putting requests in EMS will not be seen by Facilities, so make sure to put 
in work orders separately. 
 

How to Submit a Work Order (https://fasworkrequest.clarkson.edu/mc_web/) 
Username: ad\username 
Password: same password as all University applications 

● Enter work requests from your desktop or mobile device. 

● Check the status of your work order. 

● Attach photos or documents. 
 

Audio/Video Equipment Needs 

For guidance on how to use the Forum screen, visit this announcement.  
If you wish to use or borrow CUB’s equipment (audio equipment or lights), or to have 
CUB run audio or video at your event, you can submit a request via this form at least 
two weeks before your event to make a formal request. Then, you’ll need to attend a 
CUB meeting (Mondays at 6 p.m. in the Student Center Multipurpose Rooms) so you 
can answer any questions they have about your event. If your event is approved by 
CUB, does not charge admission, is held on campus, is open to all students, CUB does 
not charge a fee for use of their equipment.  
There is a $25 late charge for requests made less than two weeks before the 
event.  

Other Equipment 

All other equipment/setup needs (tables, chairs, podiums, etc.) should be made with 
your KnightLife request. The Office of Student Life Staff will work to have these 
arrangements made for you in collaboration with the Events Office. 
 
Booking Catering for Your Event 

Sodexo 

Sodexo is our campus caterer. You can order food, beverages and linen through 
them using the following link: https://clarksoncatering.catertrax.com/. You may 
also contact the Catering Director, Courtney Ploof, at 
courtney.ploof@sodexo.com or 315-268-3962. You must order your catering at 
least 5 business days before your event. If you would like to serve alcohol at your 
event, you must provide at least 30 days notice in order to allow the necessary 
time to secure a liquor license. Bringing your own alcohol to any event is 
prohibited. Sodexo will provide linen and all of the service ware needed for your 
event. At the end of your event, they will clean up your food and beverage items, 
service ware, empty the trash and wipe down the tables. 
 

https://fasworkrequest.clarkson.edu/mc_web/
https://confluence.clarkson.edu/display/OITKB/Student+Forum+Video+Wall+Instructions
https://knightlife.clarkson.edu/submitter/form/start/141772
https://clarksoncatering.catertrax.com/
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Outside Caterers & Outside Vendors 

Unlike Sodexo, if you choose to get your own food and non-alcoholic beverages 
or hire an outside caterer, the person hosting the event will be responsible for 
cleaning up your food and beverage items, service ware, emptying the trash into 
the dumpsters and wiping down the tables. Bringing your own alcohol into an 
event is always prohibited. Outside caterers will require additional paperwork 
to come on campus and be paid for their services. Outside vendors are required 
to submit vendor paperwork. The event host is responsible for making sure they 
are approved to be on campus. Forms needed below: 

● New Vendor Form: https://intranet.clarkson.edu/wp-
content/uploads/2018/05/NewVendorForm.pdf 

● Vendor Liability Form: https://intranet.clarkson.edu/wp-
content/uploads/2018/05/vendor-1.pdf  

● How to Fill Out a Requisition Form: 
https://confluence.clarkson.edu/display/OITKB/Add+a+Requisition 

 

Fees 

There is no fee to use an event space on campus as long as it is a campus event and 
not a personal event. There may be fees associated with extensive setups or excessive 
clean ups. 

Events with Alcohol 

Please keep in mind that having alcohol at any event significantly increases risks! 
If you still plan to have alcohol at your event, please see the full alcohol policy at:  

● https://www.clarkson.edu/student-administrative-services-sas/clarkson-
regulations 

Student organizations require special approval for events with alcohol. All events 
that will have alcohol must submit the Event Registration Form for Events with Alcohol 
at least two business days in advance. This form can be found here: 
https://knightlife.clarkson.edu/forms. Bringing your own alcohol to any event is strictly 
prohibited. 

Events with Outside Speakers/Vendors 

As a Clarkson organization, you have the option of bringing in an outside speaker, 
company or vendor. Your organization is responsible for all costs, including security 
costs, of your event. The contract or purchasing agreement must be reviewed and 
signed by the Director of Legal Affairs, Compliance, & Risk Management. This must be 
submitted at least two weeks in advance to the Office of Student Life at 
osl@clarkson.edu. We will take care of getting your contract reviewed and, if 
appropriate, signed by Risk Management. 
For any parking accommodations for those who are not a part of the Clarkson 
Community, please contact Campus Safety (315-268-6666). 
Please remember that off-campus guests, speakers, or businesses must be hosted by a 
student organization, office, or department in order to reserve space on campus, solicit 
business, or host an event/lecture/presentation. 

https://intranet.clarkson.edu/wp-content/uploads/2018/05/NewVendorForm.pdf
https://intranet.clarkson.edu/wp-content/uploads/2018/05/NewVendorForm.pdf
https://intranet.clarkson.edu/wp-content/uploads/2018/05/vendor-1.pdf
https://intranet.clarkson.edu/wp-content/uploads/2018/05/vendor-1.pdf
https://confluence.clarkson.edu/display/OITKB/Add+a+Requisition
https://www.clarkson.edu/student-administrative-services-sas/clarkson-regulations
https://www.clarkson.edu/student-administrative-services-sas/clarkson-regulations
https://knightlife.clarkson.edu/forms
mailto:osl@clarkson.edu
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COVID-19 Policies  

When planning travel as a club/organization, the primary contact of your group must 
complete the 2021-22 Club/Org Travel Form. This form is used to track the locations, 
attendees, and budgets being used for various trips.  
If you are part of a club sport team and want to participate in a competition, the Director 
of Athletics (or designee), Club Advisor (or designee), or Team Manager (or designee) 
must complete and sign the FA21 Club Sport Testing Attestation Form and exchange 
electronically with your opponent no later than 4 pm the day prior to the game.  

Advertising your Event - Knight Life 

KnightLife is the go-to place for learning about events on campus. Go to Knight Life and 
submit your event for visibility and to follow regulations. For help with submitting your 
event, please contact OSL@clarkson.edu or stop by the Student Center Desk during 
open hours. 

Advertising your Event - Digital Signage 

Located throughout the campus, the digital screens advertise University news, events, 
and other special announcements. Submit your event flyer to the Clarkson digital signs 
by following these instructions: 

1. Create a digital file 20 x 11.25 in size and save as a JPEG format (you can use 
PowerPoint to design the image). 

2. Log on to concerto.clarkson.edu (your regular Clarkson ID and password can get 
you onto the system, but you need to be at a computer on campus). 

3. Select add content and follow the steps.  
4. Please do not run ads for more than three weeks or submit duplicate ads with 

the same information at the same time. 
5. Ads run for 8 seconds each and should be designed in highway billboard fashion 

(catchy images with limited text). 
6. Please limit ads to two per organization or office running at a time. 
7. Submit the ad to the Student Life feed and it should be approved within two 

business days. 
Detailed instructions with images are located here. If you have any questions or trouble 
uploading advertisements, please contact OSL@clarkson.edu. 

Advertising your Event - Flyers 

Here are some helpful guidelines for posting flyers on campus. The full policy can be 
found here. 

1. Your club or organization must be recognized by CUSA or affiliated with an 
academic department or office in order to post information on meetings and 
events. 

2. There is a limit of one flyer/poster per bulletin board; do not cover other 
flyers/posters. 

3. All advertisements must include the name of the sponsoring group or 
organization. 

4. All advertisements must be removed within two school days after the event has 
ended. 

https://docs.google.com/forms/d/e/1FAIpQLSfhjtRe7MQH68AgkeEaBvwA_nja6PoXS1LSHJ_Oj1Xon2LSgQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSfZMkgFDI3XNb7KDQ_IUzjqPPiMq4mXKpcviw8MjlUxTCoUMA/viewform?usp=sf_link
https://knightlife.clarkson.edu/
mailto:OSL@clarkson.edu
about:blank
https://confluence.clarkson.edu/display/OITKB/Posting+Content+to+Digital+Signage+-+Concerto
mailto:OSL@clarkson.edu
https://www.clarkson.edu/sites/default/files/2017-11/ugrad-regulations.pdf
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5. Paper advertisements are not permitted on windows, in or on elevators, floors, 
signposts, parked cars, vending machines, building exteriors, or any other 
surface which violates fire code. 

6. Posters may not be posted on department, faculty or staff office bulletin boards 
without the permission of the department, faculty or staff member. 

7. Advertisements cannot be larger than 24" X 33" without the approval of the 
Coordinator of Student Life.  

8. Postings in residence halls are at the discretion of the residence hall staff. 
Contact your Area Coordinator for permission. 

9. New clubs can receive club posting permission for a two week period to recruit 
members by the Coordinator of Student Life.  

10. Materials posted without compliance with the preceding rules will be removed 
immediately. 

Advertising your Event - Social Media 

Social media is a wonderful way to get the word out to campus. There are so many 
options, it’s impossible to list them all, but here are a few! 

1. Instagram 
a. Instagram is a useful tool considering how popular it is among college 

students. Utilizing the “story” feature as well as posting a picture of your 
flyer the day of are great ways to succeed. 

b. Instagram takeover - See if your organization can take over the Clarkson 
Instagram page for your event! 

2. Twitter 
a. Make sure you tweet about your event! If you use #ClarksonU your picture 

may show up on Clarkson’s homepage, and anyone who searches 
Clarkson will see your post. Thousands of people follow @ClarksonUniv, 
try to get a shoutout! 

3. Snapchat 
a. Snapchat filters can be extremely effective. If your organization has the 

time, create a snapchat filter and post some stories 
b. Snapchat takeover - See if your organization can takeover the Clarkson 

University Snapchat for your event! 
4. Facebook 

a. Facebook is an effective tool for repeated events. Creating a group may 
be helpful for you and your organization to keep everyone in the know. 

b. If your event may involve parents, families, supporters, or community 
members, Facebook is the way to go as most of these audiences use 
Facebook! 

Questions about social media or takeovers? Contact Jake Newman at 
jnewman@clarkson.edu  

Advertising your Event - Events with Alcohol 

● Promotion materials must neither encourage any form of alcohol abuse nor make 
reference to the amount of alcoholic beverage (such as the number of beer kegs 
available or expressions like "all you can drink"). 

mailto:jnewman@clarkson.edu
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● Alcohol beverages (such as kegs or cases of beer) must not be provided as free 
awards. 

● No promotional activities shall include drinking contests or games. 
● Postings must not portray drinking as a solution to personal or academic 

problems of students or as necessary to social successes. 
● All events sponsored by on-campus entities involving alcohol need approval for 

posting from the Alcohol Review Committee (ARC), by submitting your event via 
the Event Registration Form for Events with Alcohol at least two business days in 
advance. This form can be found here: https://knightlife.clarkson.edu/forms. 

● A copy of the proposed flyer must be submitted to the ARC via the Event 
Registration Form for Events with Alcohol at least two business days in advance. 
This form can be found here: https://knightlife.clarkson.edu/forms.. 

● The ARC will determine approval of the posting. Appeals to the decision process 
may be made to the Dean of Students. 

● If approval is granted, a maximum of 20 flyers or posters will be approved for 
posting for a two week period. 
 

Any questions about posting policies can be directed to Megan Munley Associate 
Director of Student Life at mmunley@clarkson.edu  

Showing Films on Campus 

In order to show and advertise a film or movie on-campus, you must obtain a “public 
performance license” from the film’s distributor prior to the screening. There is a fee for 
the license, which varies depending on the film, and tends to range from $200-$750 per 
film. Even if you show the film for free or via Netflix/Hulu/YouTube, you are still 
required by law to obtain a public performance license. 
If you are interested in showing a film on campus, please email osl@clarkson.edu with 
the name of the film and your preferred time and date of the showing. You will then 
receive the film information and pricing. 
 
If the film is not procured through the Office of Student Life (OSL), then the organization 
or individual must provide proof of purchasing the public performance rights by 
providing OSL with a copy of the invoice or other documentation to osl@clarkson.edu. 
 
If the movie is a small, independent film, or a student made film and the public 
performance movie rights have been waived by the filmmaker, then a letter from the 
movie studio, production, or distribution company must be provided to OSL waiving 
said rights. This is to remove any liability from the organization hosting the film showing 
or Clarkson University from any potential copyright infringement or public performance 
Violation. 
Under the Education Exemption of the law, copyrighted movies may be exhibited in a 
college without a license only if the movie exhibition is: 

● An “integral part of a class session” and is of “material assistance to the teaching 
content.”  

● Supervised by a teacher in a classroom. 

https://knightlife.clarkson.edu/forms
https://knightlife.clarkson.edu/forms
mailto:mmunley@clarkson.edu
mailto:osl@clarkson.edu
mailto:osl@clarkson.edu
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● Attended only by students enrolled in a registered class of an accredited 
nonprofit educational institution. 

● Lawfully made using a movie that has been legally produced and obtained 
through rental or purchase. 

For more information regarding copyright law: 
● http://www.mpaa.org/contentprotection/public-performance-law 
● http://colleges.swankmp.com/Media/College/PDF/SwankCopyright.pdf 

Off Campus Events & Travel 

Officers and Advisors need to discuss student conduct while representing Clarkson off 
campus. Transportation should be provided by a University approved transportation 
vendor or approved driver.  
All off campus events still need to be approved on Knight Life. You should make sure 
you and all students attending have read and signed the Activity Waiver which can be 
found on Knight Life. 

Information for Fraternity and Sororities with Regards to Alcohol 

All policies still apply to all Fraternities and Sororities. Any wavering from policy can 
result in being brought to the Recognition Review Panel. For further information, you 
can always read the Clarkson Risk Management Policy on Alcohol, contact Megan 
Munley mmunley@clarkson.edu, or contact the Panhellenic or Interfraternity council. 

Fundraising 

Items not Permitted:     Permitted Items:
●  
● Perishables    

  
● Coca Cola products 
● Alcohol 

 
 

● Auctioning organization member’s 
time 

● Pre Packaged snacks or beverages 
● Merchandise 
● Non-Perishable Food 
● Non-Alcoholic Beverages 
● Donation Requests 
● Baked Goods

Evaluation & Assessment 

Once the event has been completed, make sure to gather your fellow organizers and begin an 
evaluation. This can help your organization improve the event for the future and may give you 
insight that another member noticed. Some basic questions you may ask are:  

1. What were our goals? Did we accomplish them? Why or why not? 
2. Were there any problems that arose? How can we prepare better next time? 
3. Would you all host this event again? What changes should we implement if we do it 

again? 
4. How was the event for participants? 
5. Was the event inclusive? 
6. Do we have a list of all campus resources used for our records? 

There are hundreds of questions you could ask. If you have further questions, you can use this 
guide as a resource. 
 

http://www.mpaa.org/contentprotection/public-performance-law
http://colleges.swankmp.com/Media/College/PDF/SwankCopyright.pdf
http://colleges.swankmp.com/Media/College/PDF/SwankCopyright.pdf
https://knightlife.clarkson.edu/forms
http://internal.clarkson.edu/campus_life/clubs/ofsa/documents/RiskManagementForAlcohol.pdf
mailto:mmunley@clarkson.edu
https://www.cebma.org/wp-content/uploads/Guide-to-the-after_action_review.pdf
https://www.cebma.org/wp-content/uploads/Guide-to-the-after_action_review.pdf
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Event Supplies Cheat Sheet 

For your convenience, here is an in depth list of some campus resources you may wish 
to use for your event. 
 

Item Where to Get It 

Activity Waiver (for Travel/ Risky Activity) KnightLife 

Barricades Campus Safety and Security 

Catering, Tablecloths, Water Campus Dining 

Coat Rack Include in KnightLife request 

Contracts Risk Management 

Event Calendar Knight Life 

Directions Directions to Campus 

Microphones https://knightlife.clarkson.edu/organization
/cub 

Parking Permits Campus Safety and Security 

Printing Duplicating 

Projector, Projector Screen helpdesk@clarkson.edu 

Stage (Student Center Only) Include in KnightLife request 

Tables and Chairs Include in KnightLife request 

Video taping CCTV 

Press kchezum@clarkson.edu 
 

Reservable Spaces on Campus 

Event spaces 

Barben Rooms (located in Cheel), Petersen Board Room (located in Snell), 
Moore House Atrium and ADK Lodge 
 
Multi-purpose rooms (MPR’s) 

Located in the Student Center. These rooms can be used as 3 separate rooms or 
one larger room. 
 
Classrooms 

Classrooms are ideal for any type of presentation, guest speakers or a class.  

https://knightlife.clarkson.edu/forms
https://www.clarkson.edu/campus-safety
https://clarksoncatering.catertrax.com/
https://www.clarkson.edu/node/36586
https://knightlife.clarkson.edu/
https://www.clarkson.edu/maps-directions
https://knightlife.clarkson.edu/organization/cub
https://knightlife.clarkson.edu/organization/cub
https://www.clarkson.edu/campus-safety
http://internal.clarkson.edu/business_services/duplicating/index.html
mailto:helpdesk@clarkson.edu
mailto:kchezum@clarkson.edu
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Atrium Use 

Atriums are used as student study spaces and are not reservable for every day 
events.These areas must go through an approval process before a University 
event is hosted in these spaces. Campus groups that cannot be accommodated 
based on their size in an event space will be considered. Large University 
sponsored events are exceptions. 
 
Concourses 

Concourses should only be reserved for large university events. If the furniture 
needs to be cleared out of the area, a work order should be submitted. 
 
Athletic Facilities 

If you are having an Athletic competition/event or you need a large space to host 
your event, please reach out to the Director or Cheel (Cheel Space) Logan Norris 
lnorris@clarkson.edu and/or the Assistant Athletic Director (IRC Spaces) Laurel 
Kane lkane@clarkson.edu. 
 
Outdoor Spaces 

You can reserve Cheel Lawn, Ginny’s Garden and Bazzo Patio through EMS. 
Weather is an important factor. If your event is outdoors, it is advisable to have a 
rain location. Remember, if the event is at night, you may need extra lighting! 
 
Events Tent 

There is a large tent that is placed on campus May 1-October 1. This tent can be 
reserved through EMS. The events team will not add any furniture to this space. 
 
Old Snell Auditorium 

The renovated Auditorium located in Old Snell (Downtown Campus) can be 

reserved through EMS, but it is an empty room. No OIT support and no campus 

furniture will be provided. This room is “AS IS” 

 
Rooms Standard Setups  

All room setups must meet NYS Fire Code in terms of egress and occupancy. 

Petersen Board Rooms - Remains in a u-shape setup for all events. You are 
welcome to rearrange as needed, but you must return it back to the original 
setup. 
 
MPRs - Chairs and 5 ft rectangular tables are in this space. These can be 
arranged in classroom, banquet, blocks, u-shape or lecture style arrangements. 
Rounds, serp tables (C shape), concourse furniture and high top tables are not 
available. 
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Moore House Lounge - This is a student space and events/meetings in there will 
use the classroom setup that is currently in there. 
 
Barben Rooms - Chairs and 8 ft tables are located in this space. During the 
hockey season, there are 5 high top tables and chairs in there. These can be 
arranged in Classroom, banquet, blocks, U-Shape and lecture style 
arrangements. Rounds, serp tables (C shape), concourse furniture and additional 
high top tables are not available. 
 
Snell/CAMP/ERC Atriums - Existing furniture only unless booked for a large 
University event. For large University events, furniture will be moved around, but 
cannot be removed completely. 
 
ADK Lodge - Chairs and round tables are available for up to 50 guests. 
 
Events Tent - TBD 
 
Bazzo’s Patio - Existing furniture, but can add tables for food and beverages, if 
requested. 

 
Standard Setups Types  

When making your reservation in EMS, it will ask you what setup type you would like for 
your event. Below are examples of what it means. 
 

Classroom Style: 

 Tables with chairs on one side, facing a particular direction or screen. 

Banquet Style 

Tables with chairs on both sides (largest seating capacity for a meal) 
 

Lecture/Theater Style  

Chairs only, in rows facing a particular direction or screen 
 

U-shape 

Tables set up in a U-shape with chairs on the outside, and the opening facing a 
particular direction or screen 
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Crescent Style 

Round table with chairs on one side, facing a particular direction or screen (only 
available in ADK Lodge and atriums) 
 

Hollow Square 

Tables set in a square with an open center, chairs around the outside 
. 

Square or Block 

Tables set in a square with a closed center, chairs around the outside 

Submitting a KnightLife Event 

1. Log in to Knight Life using your Central Authentication System username and 
password (what you use to log in to Moodle or Gmail). 

2. Scroll down to see your Memberships. Under “Memberships”, select the 
organization for which you’d like to submit an event. 

3. Once on the organization homepage, click “Manage Organization.” NOTE: Only 
listed Executive Board members can submit event requests. 

 
 
 
 
 
 
 
 
 

4. Click the “hamburger” icon and select events 
 
 
 
 
 

5. Select “Create Event” 

6. Continue on to fill out all boxes that are required. 
These are marked with a *. 

 

http://knightlife.clarkson.edu/
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7. If your organization wishes to request an event that occurs more than once, 
make sure to select “+ADD ANOTHER DATE” 

 
8. For the “ADD LOCATION” section, make sure you input your desired room and 

not just Clarkson University. This helps your organization 
members figure out where the event is! 

9. Make sure to review your event and don’t forget to click the 
final “Submit” button! 

10. After submission, you can expect to hear some response on 
your event from the Office of Student Life within 48 hours. 

Tents & Inflatables 
Outdoor tents can be rented through Hurlbut Tent Rental 

(http://www.hurlbuttentrental.com/). If you are renting a tent or inflatable for your event, 

please follow the below instructions.  

Notify Erica Arnold, Environmental Health & Safety Manager at earnold@clarkson.edu 

to assist you with the necessary safety protocols that must be in place. Marcy Bennett 

(mbennett@clarkson.edu), Director of University Events, will help you get the necessary 

tent permit and Brian Moulton (blmoulto@clarkson.edu), Fire & Life Safety Specialist, 

will help you with fire extinguishers and exit signs.   

Stages 

If you are having an event in Cheel arena or the IRC, we have a 4ft high stage available 

for these spaces. The Student Center forum and the ERC has a stage, but Clarkson 

does not own any portable stage options. If you need a portable stage, Hurlbut Tent 

Rental (http://www.hurlbuttentrental.com/) has a platform stage option.  

 

Event Safety and Security 

Safety Plan 

Events of all sizes are required to submit a safety plan 30 days prior to their event. 

Safety plans can be submitted Erica Arnold, Environmental Health & Safety Manager at 

earnold@clarkson.edu.  

Here is an example of a safety plan: 

https://docs.google.com/document/d/10rC5FaUZvlCb-

plKBRdNJTaoX0N7YDD4rdY6pytudt0/edit?usp=sharing  

http://www.hurlbuttentrental.com/
mailto:earnold@clarkson.edu
mailto:mbennett@clarkson.edu
mailto:blmoulto@clarkson.edu
http://www.hurlbuttentrental.com/
mailto:earnold@clarkson.edu
https://docs.google.com/document/d/10rC5FaUZvlCb-plKBRdNJTaoX0N7YDD4rdY6pytudt0/edit?usp=sharing
https://docs.google.com/document/d/10rC5FaUZvlCb-plKBRdNJTaoX0N7YDD4rdY6pytudt0/edit?usp=sharing
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COVID Protocols 

Covid protocols are constantly changing. Follow the NYS Guidelines listed here: 

https://coronavirus.health.ny.gov/home  

 
Fire Safety 

All campus events must adhere to the Fire Safety Plan. 
https://docs.google.com/document/d/1SivSHhbtFpnD0O68VnsJWkPqjjoSOc-
khJFNL7vEGDM/edit?usp=sharing 

 
EMS Onsite 

All large events (over 200) should have EMS onsite for emergencies. In order to 

schedule CUEMS to be on standby for your event, complete the following form: 

https://forms.gle/Dt51cDzbyfhEvKeSA. CUEMS is a Clarkson-run all student/staff 

volunteer service organization made up of certified EMTs as well as non-meds (CPR 

certified students). Please try to request coverage at least 2 weeks prior to your event. If 

additional EMS coverage is needed for your event, or CUEMS is not available, please 

contact Campus Safety & Security (safetyandsecurity@clarkson.edu) to get help in 

coordinating coverage with the Potsdam Volunteer Rescue Squad.  

Crowd Control  

If your event exceeds 1,000 attendees, then you are required to have someone manage 

the crowd in case of an emergency. You are required to have 1 crowd control manager 

per 250 attendees. The duties of crowd managers include conducting an inspection of 

their area of responsibility to identify and address any obstructions or barriers to exits 

and to direct and assist event attendees in evacuation during an emergency 

Hosting an Event Checklist 

Here is a quick guide to help with your event plan. 

https://docs.google.com/document/d/1jfuPoDc_KcrHRYZlDE2qpsioDwSxG86c/edit?usp

=sharing&ouid=103112980604207187365&rtpof=true&sd=true  

Disclaimer: This event guide is not to be used as a law of the land. There may be other 
guidelines and rules not listed here, it is your responsibility to ensure you’re adhering to 
all Clarkson University rules and regulations.  
 

https://coronavirus.health.ny.gov/home
https://forms.gle/Dt51cDzbyfhEvKeSA
mailto:safetyandsecurity@clarkson.edu
https://docs.google.com/document/d/1jfuPoDc_KcrHRYZlDE2qpsioDwSxG86c/edit?usp=sharing&ouid=103112980604207187365&rtpof=true&sd=true
https://docs.google.com/document/d/1jfuPoDc_KcrHRYZlDE2qpsioDwSxG86c/edit?usp=sharing&ouid=103112980604207187365&rtpof=true&sd=true

