
Events Policies and Procedure Committee Final Report  

The following is a summary of the work conducted by the committee charged with reviewing College policies and procedures related to concerts and large events.  

“The charge of the Events and Policies and Procedures Committee is to review College risk management and safety policies, procedures, and practices in planning and implementing large-scale concerts and other similar events and to recommend new or amended policies, procedures, and practices to the Vice President for Student Affairs.”  (Attachment  A). 
With this charge in mind, the goal of the committee was to review policies, procedures and prevailing practices.  Based on this review, the group was asked to make recommendations that address issues of safety and security in executing concerts and large events.  The work of the committee was conducted over a period of four meetings with subcommittee work being conducted between meetings.  The work of the subcommittees focused on existing policies, facilities review, and best practices. 

The work group was comprised of the following stakeholders in the Evergreen community: 

Sheryl Dorney, Conference Service Manger

Sharon Goodman, Director, Residential and Dining Services

Robyn Herring, Environmental Health and Safety Coordinator, Facilities

Phyllis Lane, Dean of Student and Academic Support Services, Chair

Noah Theeman-Lindberg, Student Coordinator for the Hip Hop Congress

Alex “AJ” McGillis, S&A Board

Tom Mercado, Director, Student Activities

Brittany Newhouse, Geoduck Union

Greg Porter, Production Advisor, Student Activities

Bill Ransom, Academic Dean of Curriculum

Amy Lyn Ribera, Administrative Assistant, College Advancement

John Robbins, Managing Director for the Performance Arts

Terry Setter, Member of Faculty

Ed Sorger, Director, Police Services

Rozell Townsend, Student Coordinator for Musician Club

Dave Weber, Director, Athletics and Recreation 

Introduction

This summary provides an overview of the elements used in analyzing policies, procedures and prevailing practices.  Analyzing policies and procedures could not be done without also reviewing the venues where events take place, learning about how we assess the level of event risk, and identifying our behavioral expectations of those who attend events.
While the charge of the work group was to review policies and procedures for specific programs and facilities, and then make recommendations regarding future large-scale concerts and other similar events, considerations of risk, attendees’ behavior, crowd control, and security need to extend to all large-scale college events (e.g., lectures, Super Saturday) that might attract several hundred attendees or more.  It is also important to recognize that audience size is not the only significant criterion—event topics and presenters also need to be considered.

Background of Large Events

At an open forum on February 19, President Purce announced a moratorium on student-sponsored concerts and other events that involve substantial safety and security considerations until processes could be reviewed and improved.  At this forum, President Purce said, “We aren’t having any more concerts until we can get our house in order.”  He continued, “We have to ensure that we have the appropriate kinds of security and safety and a revisiting of our policies as they relate to all aspects of approval of concerts, so that we can be assured that our house is safe.”  This announcement was followed by an email message on February 20, highlighting his address (quote taken from February 20, 2008).  It was also announced at this forum that a committee of students, staff and faculty would be convened immediately to review the policies, procedures and prevailing procedures for planning and implementing campus events.  

February 14, 2008, Dead Prez Concert

The Dead Prez Concert was a major event for the campus.  Approximately 800 people attended the Dead Prez concert during the evening of February 14, 2008, with 600 (estimated) remaining by the end of the concert.  According to ticket sales, a little over 200 were sold from off campus outlets.  What happened both inside and outside of the venue regarding having adequate security has been the focus of evaluation and analysis by administration, student government, sponsoring student organizations, faculty, and the staff who are closely involved in advising, planning, and implementing concerts and large events.  We all know that what happened was far different than anything we had previously experienced on our campus.  The events that occurred following the concert involved dangerous behavior which had potential for bodily harm to innocent bystanders or attendees leaving the concert venue and substantial property damage was occurred. 

It is important to look at the pre-planning and the actual concert within the same context.  Lack of adequate security was identified as a major factor in the event. Unfortunately, communication protocols between Police Services and Student Activities regarding police coverage were not followed fully.  The recent release of the Police Service Review Board (PSCRB) report identifies key elements that coincide with the work in which this committee has been engaged regarding adequate security at concerts and large events.

There are prevailing practices that are used in planning and executing large events.  Student sponsored concerts and large events are staffed primarily by student volunteer event staff.  Crowd-control and attendees’ behavior rested in the hands of volunteer event staff rather than trained security staff.  At the Dead Prez concert, there were approximately thirty volunteer event staff (students) who were on hand serving as staff and security during the concert.  In addition to the student volunteer event staff, there were staff from the CRC and two professional staff members from Student Activities.  Prior to the concert, the event coordinator (student volunteer staff) was responsible for conducting a walk-through of the venue with all volunteer event staff.  The walk-through consisted of assigning stations to volunteer event staff, front of the house (secure doors, box office, tickets taking, gate keeping etc.), the stage and coverage of emergency exits.  The event coordinator did conduct a walk through for the concert.

Volunteer event staff are told by professional staff members that they are not to serve as security.  It is explained that security is a role reserved specifically for trained law enforcement or individuals who are trained in crowd control.  The primary role of the student volunteer event staff at an event is to remain alert to possible threats and misconduct by attendees and to notify Police Services and professional staff in the event of a potentially harmful or dangerous situation. The prevailing practice is that volunteer event staff are given instructions during their orientation to call Police Services if a situation presents itself. Even though the prevailing practice is clearly communicated to the volunteer event staff, they are not security; they are often faced with how to respond when there is a perceived threat or emergency to attendees or performers.

During the evening of the concert, the lead volunteer event staff called police services to report an altercation that had occurred when one of the event staff made contact with an attendee (who was believed to be smoking) and attempted to remove the individual from the venue.  This resulted in an altercation.  The attendee involved in the altercation was taken outside by the event staff and they were accompanied by three other attendees.  Following this, three of the attendees, including the one involved in the altercation, left the concert site while the fourth reentered the venue.  A phone call was made by one of the lead event staff for assistance from Police Services in accordance with the volunteer events staff standard practice.  There was only one officer on duty to respond to the call for assistance.  The Police Services Community Review Board Report regarding the February 15, incident details the events regarding the officer’s responses to the call for assistance and the events that followed (see campus email from Art Costantino, April 9, 2008, Subject: Police Services Community Review Board Report Regarding the Feb. 15 incident).  
In the case of a December concert, (Blue Scholars) in the Longhouse, some attendees were drinking alcohol in violation of Longhouse policy and the agreement between the College and  local tribes that prohibits use of alcohol or drugs, and in violation of  College and state law. In these instances, event staff was placed in the role of enforcers, a role that should be handled by trained security personnel.

Large Lectures
Over the years, big names such as Michael Moore, Margaret Cho, Saul Williams, and other performance groups, dance parties, concerts, and sporting events have brought hundreds and even thousands to the campus.  The sold-out Maya Angelou lecture revealed some significant event-management issues and gaps in the large-event planning policies.  The College experienced a different set of issues related to safety and security with the Maya Angelou lecture.  For example, this lecture drew an older crowd with needs such as parking close to the venue and moving immediately to seating rather than standing in long lines.  Ticket sales were based on the published facility capacity which had not been accurately determined.  This resulted in the number of tickets being over-sold.  Complying with ADA needs was another issue.  Width of aisles for wheelchair accessibility, seating with attendants, assistive hearing devices, and reserved front seating for persons using wheelchairs were among those issues.  

The number of attendees at large college-sponsored events has grown over the past few years to as many as 15,000 at Super Saturday.  Even though an event might not have experienced problems in terms of safety and security issues that success does not mean that the event was risk-free.  For example, during the lecture by Cornel West, the size of the crowd was so large that it snaked around the venue and blocked some emergency vehicle access roads.  In both of these events, as with others including graduation incredible traffic jams were created as thousands tried to enter or exit the parking lot via the roundabout and Evergreen Parkway. 

Content and Subject Matter

Controversial speakers and topics increase risk and pose special safety and security concerns for the college. The controversial figure Mumia Abu-Jamal was selected as the keynote speaker for graduation in 1999.  The college received threats of violence and disruption if the college proceeded with the speaker.  Responding to these threats, the college was faced with how to protect the safety of thousands of individuals in the open area of Red Square.  Questions arose such as whether Red Square could be evacuated safely and what would happen if the demonstrations became disruptive and interfered with the ceremonies.  Though extensive planning around security yielded a safe event, the play, “My Name is Rachel Corrie”, still remained high risk event and required a great deal of resources on the part of the College including the need to restrict the Com. Building from use by people other than the paid attendees. This was due to a bomb threat that was received by the college.  The college should not avoid controversial speakers or events that generate conflict. At the same time we must recognize that such events may require specific security considerations.
Security

When looking at security issues in light of recent events, it is clear that we do not have enough police officers to cover large concerts and events, as well as to provide safety and security to the rest of the community. This is especially true on nights when there are multiple events.  Assessing the risk factors and determining the level of security required for an event needs to occur before entering into contractual agreements.  Police Services needs to play a major role in helping to evaluate risk in situations where large crowds need to be managed.  The Police Services Community Review Board highlighted the additional struggle faced by our Police Services in retaining officers who are being recruited by other forces.  This adds to the problem of having enough officers available for events. 

How many professionally trained security staff will be needed for a particular event? This question must be answered in relation to the type of event that is being proposed, its content, the audience that it will draw, the time of presentation, etc.  What is needed is an established protocol for assessing the risk for on-campus events.  The college needs a risk assessment tool with sufficient scope to address the range of events that take place on campus; as such, the tool needs to address both the level (low to high) and type of risk involved.  Police Services is central in developing the criteria for assessing risk and in identifying additional security and law enforcement support, and creating and maintaining a clear agreement with external security personnel (i.e. Olympia Police, Thurston County Sheriffs, etc.) that stipulates mutual responsibilities and protocols.  Also, it is important to continue to work with local law enforcement regarding clarification and implementation of the mutual aid agreement.  It was felt that better communication and understanding between the college and off-campus law enforcement agencies should be strongly encouraged and that the college takes a leadership role in clarifying and improving these relationships.  The work group drafted an event security policy that borrows from risk assessment models provided by the University of Puget Sound, Washington State University, and the Washington State Patrol.  Clearly, any group planning an event will need to budget for appropriate security services.   

Recommendation:  The College should adopt an Event Security and Safety Policy (Attachment B) and a Risk Assessment Checklist (Attachment C) that outline the conditions and parameters for concerts and events and which generate awareness of the appropriate actions needed to ensure a successful event.  Under these policies a sponsoring organization would have to complete a risk assessment checklist including event history, performer history, and proposed timelines.  The sponsoring organization would then have to provide an event plan that clearly indicates the level of security required, who will provide it, and how it will be paid for. Based on the level of risk resulting from completion of the checklist, further review by a Risk Assessment Review Team could be required.

Recommendation:  Establish a Risk Assessment Review Team (RART) to help the event sponsor assess the level of risk of concerts and large events.  The RART should be small enough to be able to meet without a lot of notice, review relevant information, and make recommendations related to risk, the level of security and resources necessary to put on a safe event (Attachment D). The RART will determine the appropriate number of police officers or security personnel or whether to use professional ushers or if the Fire Department or EMT should be present. The RART can determine that the level of risk is too high for the College to accept if an adequate level of security cannot be reached.  The team should be comprised of the Director of Student Activities, the Director of Police Services, the College Risk Manager, the Environmental Health & Safety Coordinator, the Building or Venue Manager, and a student representative. Both the Event Sponsor Assessment and Planning Worksheet (See Attachment C) and RART should be reviewed at the end of spring quarter to make appropriate adjustments before the beginning of the next academic year. Concerts and events with significant numbers of attendees, open to the public, and in venues without building managers will automatically be referred to RART. Appeals of the RART‘s decisions should be made to the appropriate Vice Presidents.

Recommendation:  Sponsors of large events will be required to use Police Services to provide security through the spring and fall quarters of 2008.  Event sponsors will need to factor in resources to pay for off duty officers from Evergreen or local law enforcement agencies, and the Director of Police Services will help to determine the required level of coverage.
Recommendation:  This work group recommends that research be conducted to identify professional security companies that the college can contract with to provide appropriate security for upcoming concerts and large events.

Recommendation:  A meeting and venue walkthrough with Police Services and event sponsors should take place before each event. 

 Recommendation:  A debrief should be held after every large event; the records of these debrief sessions should include the effectiveness of planning, security and any lessons learned.

Recommendation:  Evergreen should expand its dialogue with law enforcement groups that provide mutual aid to the campus in order to increase their familiarity with Evergreen and collaborate on upcoming events.  There should be clarification of the types and modes of response to requests for assistance in order to ensure that they are appropriate to the given situations. 

Staffing

Professional staff provides another level of security to events.  The college is limited in professional staff that are trained in large event production and planning. With the growing number of events on any given night, security challenges facing the college often fall to this small group of professional events staff and building mangers (the issue of building managers is addressed in another part of this report).  Increasing security and reducing risks around large-scale events will require greater attention to staffing levels for both Police Services and trained professional events staff.

As the majority of college programs are generated in-house, current events staff is comprised primarily of student volunteers and workers who receive training for events once per year.  Building managers in the Communication Building and the CRC train their student volunteers and student staff regarding roles and responsibilities at events held in those facilities.  In-house productions related to CRC programs (e.g. sporting events) and Com Building programs (e.g. Evergreen Expressions, faculty productions) are staffed by these trained student staff.  College student groups, faculty/staff or outside groups who use these facilities must provide their own staffing and crews for events.  In the case of the Com Building, College and non-College groups must hire the Com Building’s house manager (front of the house) and House Tech (stage), but provide their own staff for the production, who may receive minimal training before the event.  In the case of the CRC, student staff is available primarily to respond to issues related to the facility and are not part of the production team. Considerable discussion was given to the topic of how to provide better and consistent training to all student workers and volunteers who become the work crews for various productions.  Programming complexity and increased liability mean that coordinated training is needed and should be required, and uniform training will increase the pool of event staff that can be designees for low-risk events at times when there are multiple events occurring on-campus. 

Super Saturday and graduation may appear to be low-risk events, but both run with small volunteer crews to respond to the needs of thousands of people (mostly campus guests). There would be great benefit in knowing that the volunteers staffing these events felt comfortable and could respond to emergencies and control crowds in an appropriate fashion.  College groups and entities sponsoring events should share some common in-depth training in these areas.  Currently, there are no written or formal protocols distributed to volunteer staff. 

Recommendation:  Develop and provide comprehensive training for student workers and volunteers who serve as crews and events for concerts and event to include protocol for managing the front of the house and the back stage, crowd management and control, and emergency procedures.  Training of students and volunteers is not a substitute for having appropriately trained professional security and staff, as well as a clear policy and set of procedures for involving off-campus security personnel. 

Recommendation:  Develop written protocols for routine college events such as graduation and Super Saturday.

Liability and Risk Assessment by Event Sponsors
Assessing risk and liability both for sponsoring organizations and the college, as well as determining how to assess risks associated with proposed events were key discussion items.  Most concerts and events are sponsored by student groups or by staff and faculty, and there is very little consistency in how these events are planned or executed as pertains to security and risk.  Some policies and procedures are written, while others are really just prevailing practices. 

There are two types of “in-house” productions.  First, there are productions that are planned and executed as part of the programs affiliated with a particular building, such as the Communication Building (academic programs or productions in the performing arts), CRC (sporting events), and the Longhouse (programs associated with the work of the Education and Cultural Center).  The second type of “in-house” production occurs when a student group, faculty or staff reserves a space for an event or concert.  In essence, the student group, faculty or staff function as the major promoters for the events.  In addition to these “in-house” productions, others events are sponsored by non-college groups who rent the facilities for a show or lecture. Being aware of the various types of productions is important in thinking about risk, as the production type is linked to necessary requirements for security and event staff of the production, as well as to clear lines of accountability.

A lasting result from the riot was the damage incurred when attendees destroyed a police car and stole items from the vehicle; the amount of damage was approximately $50,000.  The work group examined the question of protection to persons and property, and examined what it means to be a self-insured entity, the scope of the liability insurance the college carries, and the impact that claims paid have on reserves.  Collin Orr briefed the work group on the scope of the college’s insurance.  Outside promoters and those renting our facilities are required to provide a certificate of insurance, while in-house promoters have no such requirement.  As it stands, high-risk events that are produced in-house are not required to provide any proof of insurance because of the self-insured status of the State.  There is a general misconception that “self-insured” means adequate coverage in the event of damages to person or property.  The College carries an $180,000 liability policy but any other injury or damages fall under the college being “self-insured”. Though a certificate of insurance cannot be required or purchased by the college, in house events can purchase event insurance and might be reasonably required to do so in some circumstances as determined by the RART or other event production advisors. 

Another significant aspect of liability is communicating to the public the behavioral expectations for those who are attending College-sponsored events and communicating the policies and laws of the State of Washington and the school, such as those related to the use of alcohol and drugs.  The work group noted the absence of signage that addresses these laws and policies, and the absence of information about expected behavior in advertising or on ticket stubs.  Kathleen Haskett is currently researching what other schools are doing to decrease risk related to large-scale events.  She is also looking at the contracts we issue to performers to determine what else we might do regarding risk management. 

Along with the obvious liability issues, we need to address how to assess the level of risk associated with an event and the resources required to address the risk level identified.  A formalized risk assessment process would allow for such determinations, including the level of support needed, the level and type of security required, and the extent to which other College resources will be needed for event safety.
Recommendation:  Require College event sponsors to purchase event insurance when an event is considered to have excessive risks associated with the production. 

Recommendation:  Continue to explore what language should be contained in contracts and riders as pertains to events that carry higher degrees of risk. 

Venues and Facilities
This group also undertook a review of campus venues and the associated policies and procedures related to these venues.  It was evident in looking at policies and procedures of the various venues that there are aspects that may incur risk or add to the risk level for events.  The work group looked at issues of oversight of particular venues, lines of accountability and communications related to conveying and enforcing college policies and procedures.  Availability of staff during prime event hours is a key risk-management tool.  Twelve venues were reviewed, and only two have building managers who are aware of what events are scheduled and when they are scheduled.  The remaining ten venues have building “managers of record”, such as an Academic Dean, who do not have functional control over the space. What is important to note is that it is ultimately the building manager who can be held liable for events in the venue. Members of the work group raised the concern and request clarification regarding the extent of liability associated with being a building manager as well as those responsible for assessing risk on behalf of the college.  It is important to mention that those involved in assessing risk associated with concerts and events will receive training on an annual basis as well as meet as group each quarter to discuss upcoming events as well as debrief events which have occurred during the quarter. The Dean of Student and Academic Support will be responsible for convening this group. 
Oftentimes, events are scheduled in venues that may not be appropriate for the particular event.  The CRC is a prime example given that it is the largest facility on-campus and is used for a range of events and activities; different configurations are often used to accommodate a dance party, a lecture, or a concert.  If the back bay is used, attendees have to leave the venue to access restrooms and concessions, and the possibility of their roaming to unsecured areas of the building is heightened.  Having certain events in the wrong venues can create unnecessary risk. The reality is that there are limited venue options therefore it is essential that event sponsors assess risk, safety and security issues. 

Users of facilities without on-site managers available during prime event hours (after 5 pm) become the de facto facilities managers for the venue and are therefore responsible for applying and conveying the policies and procedures for the site and the college to attendees.  It is often the case that the user does not receive any type of orientation to the facility or training about existing policies or prevailing practices.  Space Scheduling is the default mechanism for the campus for conveying policies, practices and venue limitations. 

Accuracy of venue capacity and load was also reviewed.  Published venue capacity numbers are inconsistent and can vary drastically from one source to another.  In some cases, they are highly overestimated.   This was the case for the Maya Angelou lecture and it that caused attendees to have to stand in doorways and emergency exits.  Accurate capacity information for all college facilities is critical to determining crowd size and tickets sales.  Again, the variance in venue capacity numbers can lead to overcrowding and overselling of tickets.  This, in turn, can develop into unsafe environments for attendees. 

Recommendation:  Establish a clear line of responsibility and accountability for all campus venues and facilities in those areas that have building “managers of record”.  Designate a “Performance Venue Manager” who is assigned to each venue to consult with sponsoring organizations regarding the appropriate use of the venues and help assess the risks involved.

Recommendation:  Update the current load capacity for each of the buildings and inform the campus of the revisions through campus publications and space scheduling.

Attendees
Over the past several years the campus has presented big-name acts that have drawn not only members of the campus community but also people from Seattle to Portland.  The increased size of these events has increased not only the number of attendees, but also the needs of attendees, such as designated parking, restrooms, ADA accommodations, signage, and concessions. 

On-campus programs and events are primarily targeted at the campus community.  The Social Contract is viewed as the primary document that governs our behavior as members of the Evergreen community, and in most cases it is adequate.   However, this work group believes that issues about the Social Contract warrant more deliberate discussion.  In thinking about the distinction between the Evergreen community and others, it is important to recognize that standards of behavior need to be the same for all groups. The work group focused on how messages regarding expected behaviors are conveyed, e.g., signage regarding the use of alcohol and drugs at events, adherence to all college policies, and the laws of the State of Washington.  However, it is beyond the charge of this committee to address these issues in detail.  The work group also observed that the increase in tagging sends a negative message to both Evergreen community members and its guests. Signage that conveys to the public our expectations of appropriate behavior is lacking. The lacks of signs in venues, on ticket stubs and in electronic and print advertisements are seen as missed opportunities.

Recommendation:  Communicate on all print and electronic advertisements and on tickets for concerts and large events that alcohol and drugs are not permitted, and that smoking is permitted only in designated areas.  These messages are standard disclaimers that the attendee is agreeing to abide by when they purchase a ticket (the Longhouse user policy is the only one which mentions the use of alcohol and drugs).  This group further recommends upgrading ticket-printing capability to print on both sides of tickets in order to display these messages. 

Recommendation:  Develop and post campus signs indicating that alcohol and drugs are prohibited at college concerts and events and that anyone bringing alcohol and drugs to campus concerts and events is violating college policies and the laws of the State of Washington.  Temporary signs should be displayed at concerts and events reminding attendees of the standard of behavior. 

Event Planning
One theme that threaded throughout the work of the group was the challenge of doing event planning within the college.  How might event planning be a more centralized function that could share principles of accountability with sponsoring groups to ensure that all essential steps are taken and communicated?  In putting together large events or in sponsoring events in venues without managers, users are often on their own to order equipment, arrange for media support, and communicate with various offices. Discussion was devoted to ways to make event planning more efficient and effective. One concept that was proposed was to establish an event management service (Event Pro) for the campus that would work with event sponsors in planning and executing an event.  Event planning software would also be helpful in coordinating some of the various events currently produced by faculty, staff and student groups. 

Recommendation:  Develop a more effective administrative structure to meet the needs for event management on-campus.  Explore the concept of an Event Pro.

Recommendation:  Explore the purchasing of event planning software.

Tagging, Graffiti Art, and Campus Appearance

Increased tagging of college property is an issue of which we are acutely aware.  The prevalence of tagging conveys the message that both Evergreen and the outside community see the campus as a place where such behavior is acceptable.  Several members of the committee feel that the closure of the Communication Building’s “public art wall” and the fact that there is only one shipping container, located far from the commonly trafficked areas of the campus, that serves as a sanctioned area where the presence of graffiti art is condoned have led to the spread of tagging and to works of graffiti art being created in indiscriminate and inappropriate areas.  The work group identified these issues as ones that need to be explored further.  The development of a public graffiti art project in a dedicated high-profile area such as Student Housing was suggested and seen as a way to reduce the presence of tagging and lower some of the tensions that have built up around the presence of graffiti art on the campus.

Recommendation: The college should identify a space where graffiti artists can work that is more central to the college’s areas of activity, and it should establish clear, well advertised policies about the acceptable use of the space. 

Social Contract

The work group sees the Social Contract as one of the most effective mechanisms for conveying to who we are as a community and what behaviors are expected from members of that community.  The group recognizes that the Social Contract is not effective at conveying these values to people who are not students, faculty, or staff of the college.  It was felt that resolving the limited reach of the Social Contract would require a broader and more long-term discussion than was possible within the scope of this committee’s work.  This group also discussed the Student Conduct Code, which is currently under review.  The issues we discussed centered around how the Student Conduct Code is used in relation to responding to problematic behavior by student attendees.  Equally important are the policies and procedures that guide the behavior of staff and faculty.  Though the Social Contract does not extend to non-community members, conveying messages regarding expected behavior to the non-college community is another crucial area that warrants further discussion.

The work group agreed that our immediate work was to address the points contained within the committee’s charge.  However, the work group believes that there is further work to be done related to the presentation of arts/entertainment and lectures on the campus.

Recommendation: The recommendation of the work group is to extend the life of the committee so they will be able to further monitor the development of protocols and policies associated with concerts and large events, delve deeper into the some of the emerging issues discussed above, and set a structure for discussion which encourages the college community to think about ways to enrich the vitality, security, and success of events at Evergreen. 

                                   Summary of recommendations

The work of this committee was to examine event management policies and procedures to determine gaps and determine effectiveness in mitigating risk.  In identifying types of risks and the ways to best assess risk, the work group has given consideration to developing planning tools and risk assessment and management strategies that can be used by all program sponsors in the community.  The creation of an effective risk assessment tool has been a major component of our work.  If proposed events present a risk that is too great for the sponsor, presenter or college, the college has the right and the responsibility to decline the production.  However, the fact that an event is assessed as high risk does not automatically mean that the program will not be endorsed or supported.  Rather, when it is deemed reasonable to do so, TESC management, the proposed RART committee and the sponsoring organization need to take appropriate steps to deal with the risk associated with the proposed event, ensure the presence of effective security, and identify the resources necessary to have a safe and secure event. 

1. Recommendation:  The College should adopt an Event Security and Safety Policy and a Risk Assessment Checklist that outline the conditions and parameters for concerts and events and which generate awareness of the appropriate actions needed to ensure a successful event.  Under the policy a sponsoring organization would have to complete the Risk Assessment Checklist including event history, performer history, and proposed timelines, number of attendees, special considerations, etc.  The sponsoring organization would then have to provide an event plan that clearly indicates the level of security required, who will provide it, and how it will be paid for. Based on the level of risk resulting from completion of the checklist, further review by a Risk Assessment Review Team could be required.

2. Recommendation:  Establish a Risk Assessment Review Team (RART) to help the event sponsor assess the level of risk of concerts and large events.  The RART should be small enough to be able to meet without a lot of notice, review relevant information, and make recommendations related to risk, the level of security and resources necessary to put on a safe event. The RART will determine the appropriate number of police officers/security personnel, whether to use professional ushers as well as whether the fire department or EMTs should be present. The RART can determine that the level of risk is too high for the College to accept if an adequate level of security cannot be reached. The team should be comprised of the Director of Student Activities, the Director of Police Services, the College Risk Manager, the Environmental Health & Safety Coordinator, the Building or Venue Manager, and a student representative.  Both the Event Sponsor Assessment Planning Worksheet and RART should be reviewed at the end of spring quarter to make appropriate adjustments before the beginning of the next academic year. Concerts and events with significant numbers of attendees, open to the public, and in venues without building managers will automatically be referred to the RART. Appeals of the RART ‘s decisions are made to the appropriate Vice Presidents.

3. Recommendation: Sponsors of large events should be required to use Police Services to provide security throughout the spring and fall quarters.  Event sponsors will need to factor in resources to pay for off duty officers, and the Director of Police Services will help to determine the required level of coverage.

 4.  Recommendation:  The work group recommends that research be conducted to identify professional security companies that the college can contract with to provide appropriate security for upcoming concerts and large events. 

5.  Recommendation:  A meeting and venue walkthrough with Police Services and event sponsors should take place before each event.

6.  Recommendation:  A debrief should be held after every large event; the records of these debrief sessions should include the effectiveness of planning, security and lesson learned.

7.  Recommendation:  Evergreen should expand its dialogue with law enforcement groups that provide mutual aid to the campus in order to increase their familiarity with Evergreen and collaborate on upcoming events.  There should be clarification of the types and modes of response to requests for assistance in order to ensure that they are appropriate to the given situations. 

8.  Recommendation:  Develop and provide comprehensive training for student workers and volunteers who serve as crews and events for concerts and event to include protocol for managing the front of the house and the back stage, crowd management and control, and emergency procedures.  Training of students and volunteers is not a substitute for having appropriately trained professional security and staff, as well as a clear policy and set of procedures for involving off-campus security personnel.

9.  Recommendation:  Develop written protocols for routine college events such as graduation and Super Saturday.

10.  Recommendation:  Require College event sponsors to purchase event insurance when an event is considered to have risks associated with the production.

11.  Recommendation:  Continue to explore what language should be contained in contracts and riders as pertains to events that carry higher degrees of risk.

12.  Recommendation:  Establish a clear line of responsibility and accountability for all campus venues and facilities in those areas that have building “managers of record”.  Designate a “Performance Venue Manager” who is assigned to each venue to consult with sponsoring organizations regarding the appropriate use of the venues and help assess the risks involved.

13.  Recommendation:  Update the current load capacity for each of the buildings and inform the campus of the revisions through campus publications and space scheduling.

14.  Recommendation:  Communicate on all print and electronic advertisements and on tickets for concerts and large events that alcohol and drugs are not permitted, and that smoking is permitted only in designated areas.  These messages are standard disclaimers that the attendee is agreeing to abide by when they purchase a ticket (the Longhouse user policy is the only one which mentions the use of alcohol and drugs).  This group further recommends upgrading ticket-printing capability to print on both sides of tickets in order to display these messages.

15.  Recommendation:  Develop and post campus signs indicating that alcohol and drugs are prohibited at college concerts and events and that anyone bringing alcohol and drugs to campus concerts and events is violating college policies and the laws of the State of Washington.  Temporary signs should be displayed at concerts and events reminding attendees of the standard of behavior.

16.  Recommendation:  Develop a more effective administrative structure to meet the needs for event management on campus.  Explore the concept of an Event Pro.

17.  Recommendation:  Explore the purchasing of event planning software.

18.  Recommendation: Some discussion was given to risk management in academic programs.  The committee recommends that Academics conduct a review of policies and procedures related to in-class projects that could carry risk. This recommendation is aimed at projects that may include public performances, demonstrations, or simulations, etc.

19.  Recommendation: The college should identify a space where graffiti artists can work that is more central to the college’s areas of activity, and it should establish clear, well advertised policies about the acceptable use of the space.

20.  Recommendation: The recommendation of the work group is to extend the life of the committee so they will be able to further monitor the development of protocols and policies associated with concerts and large events, delve deeper into the some of the emerging issues discussed above, and set a structure for discussion which encourages the college community to think about ways to enrich the vitality, security, and success of events at Evergreen. 

                                                                                                         Attachment A
Events Policies and Procedures Committee Charge

The charge of the Events and Policies and Procedures Committee is to review College risk management and safety policies, procedures, and practices in planning and implementing large-scale concerts and other similar events and to recommend new or amended policies, procedures, and practices to the Vice President for Student Affairs.  Our work together will include the following:

· Learning from the incident following the February 14 Dead Prez concert and any other such incidents   

· Review Upcoming programs for the remainder of the school year 

1. Super Saturday

2. Housing Events

3. Graduation

4. Amnesty International

5. Synergy

· Reviewing and recommend changes to existing policies, procedures, and practices related to large campus events in the following areas but not limited to: 

· Student Activities 

· Police Services 

· Facilities Services 

· Communication and Publicity Services 

· Athletics and Sporting Events 

· Speakers and Lecture programs sponsored in Academic Areas 

· Longhouse

· ADA

· Reviewing the expectations, requirements and assumptions regarding behavior standards for attendees at events 

· Create an appropriate form (s) that can document that the necessary planning has occurred  

· Reviewing agreements with presenter(s) regarding expectations, requirements and assumptions regarding behavior 

· Reviewing staffing patterns and levels and practices for such events, including  security, law enforcement  and training of event staff

· Reviewing best practices from other colleges and universities 

· Inviting comments and recommendations from the College community 

Our schedule is such that we will present our final summary of the review of policies and procedures and recommendations to Art Costantino, Vice President for Student Affairs, by April 15, 2008.  Based on feedback from the Vice President an open forum will be held to discuss the policies and procedures the recommendations

Logistic

 We will meet weekly on Fridays from 9-11 in the Longhouse.  We will have agendas for our meetings and prepare minutes of our deliberations to capture content and action items.  We will maintain an electronic repository of our work on the College server so that committee members have easy access to information.

Confirmed membership:

Sharon Goodman, Director, Residential and Dining Services

Robyn Herring, Health and Safety Officer, Facilities

Phyllis Lane, Student and Academic Support Services

Alex McGillis, S&A Board

Tom Mercado, Director, Student Activities

Brittany Newhouse, Geoduck Union

Greg Porter, Production Advisor, Student Activities

Bill Ransom, Academic Dean of Curriculum

AmyLyn Ribera, Administrative Assistant, College Advancement

John Robbins, Performing and Media Arts Manager

Terry Setter, Member of Faculty

Ed Sorger, Director, Police Services

Rozell Townsend, Hip Hop Congress, Musician Club Coordinator

Dave Weber, Director, College Athletics and Recreation

Proposed Meeting Dates

March 7, 14, 21, April 4

Forward reports by April 15 to the Vice President for Student Affairs

                                                                                                                       Attachment B
The Evergreen State College
Proposed Policies and Procedures for 
Event Security and Safety 

Background
Any event sponsor (i.e., student organization, faculty or staff) at The Evergreen State College has a responsibility for the safety and well-being of audience members and participants, as well as performers and workers.  Adequate security and crowd management are integral aspects of event planning, intended to minimize actual and potential risk to all parties.  Adequate security and crowd management can include the College’s Police Services, private security officers or local police.  Professionally-trained ushers can be considered part of the security force for an event.  Since the College can be held liable for any activity that takes place on its property, the execution of this policy is mandatory for all non-Academic events.  Events covered under this policy include but are not limited to:
· Concerts 

· Lectures 

· Public performances or theater productions 
· Sporting events/competitions 

· Outdoor events 
· Art Installations in Public Spaces
Policy

Security needs must be identified prior to contract offer or agreement (see College’s Event Risk Assessment & Planning Worksheet).  The sponsoring organization must make arrangements for security, and the college reserves the right to determine the adequacy of such arrangements.  The college reserves the right to cancel the event if it feels that the risk is beyond the college’s capabilities or the conditions of this agreement have not been met.  Appeals of the cancellation will be handled in accordance with policies of the Student Activities Office and the appropriate division vice president.  

Procedures
1. Before submitting an offer or contract, the first step for student organizations and other in-house promoters is to complete a required Event Sponsor Assessment & Planning Worksheet or ESAP Worksheet (Attachment C). The ESAP Worksheet is the preliminary planning and screening tool that can assess the level of risk of an event, the level of security and staffing, and the resources and conditions needed to make the event safe and successful.  The Director of Police Services should be consulted and can help in determining the adequacy and type of security for the event.  
a. Student organizations are required to contact Student Activities to complete the ESAP Worksheet and for assistance with planning the event.  Faculty or staff must contact the building manager of the proposed venue or the proposed performance venue manager to complete the ESAP Worksheet.  (Note: Creating performance venue managers for each facility will establish a responsible person for those facilities that have building managers in name only.  Having an assigned staff working on non-student sponsored events will ensure that there is appropriate use of the assessment tools necessary to assess the levels of security and risk, and clarity related to this policy.) 
b. The ESAP Worksheet further indicates the size, topic, invitations to outside groups, history of the performer, number of ticket sales to non-College populations, etc.  The ESAP Worksheet will be reviewed by the Director of Student Activities for student groups and by the building manager/performance venue manager for faculty/staff.  If the review by the Director of Student Activities or the building manager/performance venue manager highlights elements of potential risk, the Risk Assessment Review Team (RART) will be convened. Concerts and events with significant numbers of attendees and/or open to the public or in venues without building mangers will automatically be referred to RART.
c. The purpose of the RART will be to evaluate the risk level of an event by using the Risk Assessment Review Worksheet (Attachment D) and determine if additional steps should be taken to reduce risk. The RART will determine the appropriate number of police officers/security personnel, whether to use professional ushers as well as whether the fire department or EMTs should be present. The RART can determine that the level of risk is too high for the College to accept if an adequate level of security cannot be reached. Membership of RART will include the Director of Student Activities, Director of Police Services, Building Manager/Performance Venue Manager, Environmental Health & Safety Coordinator, Risk Manager, and a student representative. 
2. Costs of security and associated support personnel (e.g., flaggers for parking lots, overtime for Police Services) should be incorporated into budget projections for the event.  The RART may require extra security including Police Services, medical personnel, and/or the Thurston County Sherriff.  These personnel needs are in addition to event staff and front-of-house staff who normally assist those in attendance. If it is determined by the RART’s assessment that extra security will be needed, this additional cost will be the responsibility of the event sponsor. 
3.  In some cases, the sponsoring organization may need to take out special event insurance. 
4. Final arrangements for security must be made with the director of Police Services at least ten working days prior to the contracted event.  If Police Services cannot staff the event, additional officers may be hired from local law enforcement agencies per the mutual aid agreement.  

5. The event promoter or his/her trained designee is expected to be at the event throughout the show. 
6. A security meeting with Police Services and all relevant personnel must be held prior to the event for introductions and instructions to event staff, program staff and all hired security. 
7. Special arrangements must be made for outdoor events (including concerts and sporting events) to ensure minimal risk due to factors related to weather (e.g., rain), noise level (e.g., Thurston County Noise Ordinance and impact in surrounding neighborhoods), traffic/parking, ADA accommodations, under-aged students, time of the event, and/or event staging requirements (e.g., restrooms and lighting).  Any outdoor event that projects attendance from non-College attendees might require the employment of security personnel and a certificate of insurance. 
8. All contract and rider specifications related to security will be adhered to, and any special requirements or concerns should be conveyed to the appropriate security or production personnel before implementation, preferably four days in advance of the program. 

9. Tickets and print /electronic advertisements should state that alcohol and drugs are not permitted, and that smoking is permitted only in designated areas. 
10. At the start of the event, the sponsor should inform the audience of emergency procedures.
11. While program interruptions are expected to be minimal, the sponsor shall be permitted access to the public address system during run-of-show should any imperative announcements regarding safety be necessary. 

Note:  The steps in the protocol do not replace existing planning tools or procedural steps established by Student Activities for event planning by student groups. 





                                                         Attachment C






Event Sponsor Assessment & Planning Worksheet

General Information and Directions
The key to a successful event is good pre-planning.  The Event Sponsor Assessment & Planning Worksheet provides you with a series of questions to consider prior to an event.  This worksheet is a good tool for students and college employees to use when thinking about the event in order to determine the level of security and resources needed for a successful event. 

We recommend that you involve the critical people in your organization in the planning process and include a Student Activities Advisor, a member of Residential and Dining Services or the Dean of Student and Academic Support Services, Police Services and (proposed) Performance Venue Manager.  That way, all of these constituents are onboard and fully understand the event and the plans that are necessary to have in place.  Please keep in mind that all events and activities should be consistent with college policies and procedures, as well as the mission/purpose of your organizations or department.  No contractual agreement can be entered until the worksheet is reviewed and assessed for risk. 

Answer the questions below and submit your form to your Student activities advisors for review.  College departments submit to the Performance Venue Mangers.  Alcohol is not permitted at any college related student event or college concert, large event or lecture. 
Name of your organization____________________________________________________________________________
Name of person(s) coordinating event ___________________________________________________________________________

Name of the performer/lecture________________________________________________________________________

Proposed date(s) of the events_________________________________________________________________________________

Proposed venue location ______________________________________________________________________________________
SA Advisors/Venue Manager___________________________________________________________________________________

General





  
 Yes
No


Notes
	Expected number of guests:  50+?
	
	
	

	Outdoor event?  If so, where?
	
	
	

	Open to the public?
	
	
	

	Open to all Evergreen students?  If not, open to which groups? 
	
	
	

	Is the event location reserved and confirmed?

If yes, who confirmed?
	
	
	

	Occupancy load of event facility?

	
	
	

	What time will the event end?
	
	
	

	Will minors be allowed at this event?  If not, what provisions will be made to ensure that they are NOT present?
	
	
	


Please describe the event and the history of the individual performing/group or performance

Safety 





  Yes     No        


      Notes
	Will food be served? 

If yes, have Evergreen food event procedures been reviewed?
	
	
	

	Is drinking water required?

If yes, have arrangements been made?
	
	
	

	Are portable restrooms required?
	
	
	

	Are hand-washing facilities needed? 
	
	
	

	Will trash be generated?

If yes, have arrangements been made?
	
	
	

	Will there be amplified sound or noise generated?

If yes, have local noise ordinances been checked?
	
	
	

	What are your provisions for security?  

Have the proper authorities been notified?
	
	
	

	Will EMTs be needed?

If yes, have arrangements been made to provide this service?
	
	
	

	Will parking services be needed?

If yes, have arrangements been made?
	
	
	

	Will fire or pyrotechnics be part of your event?

If yes, have arrangements been made with  McLane Fire and Life Safety
	
	
	

	Will the event require additional electrical service?

If yes, have arrangements been made?
ADA  Accommodations Plan considered
	
	
	


Describe the staffing for the Event:

Financial





   Yes    No             

Notes
	Will ticket sales be conducted?

If yes, where? How much will they cost? 

Have cash handling procedures been followed?
	
	
	

	Is this event a raffle?

If yes, who does the raffle benefit?
	
	
	

	Does this event involve the sale or distribution of items? 

If yes, have cash handling procedures been followed?
	
	
	

	Total estimated cost of your event?
	
	
	

	Have you reviewed your budget and purchasing guidelines? 
	
	
	


Other Considerations




  Yes     No      

              Notes
	Does the event require services from a non-college entity? 

Only Student Activities Administration or the appropriate college entity can contract on behalf of The Evergreen State College and be named on the contract. Students cannot contract on behalf of TESC.
	
	
	


                                                                                                                                                              Notes

	How do you plan to advertise for your event?

Print?

Electronic?

Press Release?

Please describe.




                                                                                                           Attachment D
    Risk Assessment Review Team Worksheet
Name of Act/Event: ___________________________________________________

Proposed Date: _____________ Type of Group/Event________________________

Sponsoring​​​​​​​​​​​​​​​___________________________________________________________

Please describe the nature of the event.

____________________________________________________________________

____________________________________________________________________

Where has this group/performers presented recently:

____________________________________________________________________

____________________________________________________________________

Risk Level

Very Low
Low
     Med
           High
  Very High
1. Property Risk Potential              1

   2
        3                   4                    5

Factors: past venue history

2.     Physical Injury Potential           1                   2                 3                   4                    5

        Factors: crowd control

       requirements

3.     Mission: Is it worth our
         1                     2                   3                   4                   5

        time and energy?

        Factors: attraction to TESC

        Students-How many might

        Attend?

4.     Difficulty of Production:
         1                      2                   3                  4                    5

        Factors: are requirements

        stageable?

5.     Sponsor:
                        1                      2                   3                   4                   5
    

        Factor: promoter history

        and trustworthiness  

6.     Content of Performance:          1                      2                    3                  4                    5

        Factor: construed as controversial

7.      Other Factors:
                         1                      2                    3                  4                     5

         Factors: Schedule conflicts,

         availability of venues

8. If this group is evaluated as UNDUE risk (20-35 points) would the following constraints reduce risk significantly?

a. Yes, if the total attendance is limited to a capacity of ________.

    No______

b. Yes, if the percentage of non-students is limited to ________ percent of capacity.

    No______

c. Yes, if the age of attendees is restricted to ______.

    No_______

d. Yes, if the following security arrangements are in effect. 

    No_______                                                            Police Services        _______







    Professional Ushers ​​​​_______







    Medical Personnel   _______







    Fire Department       _______







    Local Police             _______

e. Yes, if the following insurance and liability agreements are made____________

    No_____

f. Should steps be taken at entrance of venue to search packets or use metal detectors?







  Total Risk Points____________

Team Members Name: ______________________________________________

Presenters Name: ___________________________________________________
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