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     POLICY 
Policy Title: Event Policy Policy Version: 1 

Policy No: 7520 Revision Date: September 2024 

Original Submission Date: October 2024 Approval Date: October 2024 

Approval Body: Academic Council Effective Date: November 2024 

  Next Review Date: November 2027 

Policy Statement 
Acsenda School of Management (ASM) is committed to ensuring the safety, security, and well-being of all participants involved in both 
offsite and on-campus events while maintaining the highest standards of professionalism and ethical conduct. This Event Po licy 
provides a framework to guide the planning, approval, execution, and evaluation of all activities associated with the institu tion. It 
ensures that these activities align with the educational goals of the institution and adhere to legal and regulatory standards. This policy 
applies to all students, faculty, and staff participating in or organizing events under the auspices of ASM .  

Purpose 
The purpose of the Event Policy is to ensure the safety, well-being, and professional conduct of all participants during approved events 
by ASM. This policy aims to establish a consistent framework for planning, conducting, and evaluating events .   

Scope 
This policy applies to all students, faculty, and staff participating in any events (curricular, co-curricular, and extracurricular activities) 
in any format (on-campus, off-campus, in-person, online, or hybrid) organized, sponsored, or endorsed by ASM. This includes 
conferences, field trips, student and sports events, and any other activities held both on and off -campus.  

Policy 
 
1. Authorization and Approval Process  

All proposals for events must be submitted to the relevant approval authority as early as possible or at least two months prior to the 
event date. Late submissions may result in delays or lack of approval in time. Exceptions to this timeline may be granted on a case-by-
case basis, particularly for events not hosted by ASM. Proposals should outline the event’s purpose, expected outcomes, participants, 
location, and preliminary budget.   

Event organizers (faculty and staff) are expected to discuss their intended events with their supervisors prior to submitting the Acsenda 
Event Proposal and Set Up Form (See Appendix) to the VPA (for academic events) or the Director of Student Services (for non-
academic events). The Event Proposal and Set Up Form must include a comprehensive schedule, list of participants, and resource 
requirements. Approval will be based on alignment with institutional objectives, budget availability, and logistical feasibility.  

A meeting with the event planning committee may be required to review and discuss the proposal before final approval.  

2. Risk Assessment and Mitigation 

Event organizers must conduct a comprehensive risk assessment in consultation with the Director, Quality and Risk to identify potential 
hazards associated with the event. 

Appropriate measures, including staffing, equipment, and safety protocols, must be identified and implemented to mitigate identified 
risks. 

In the event of an injury, liability will be determined according to applicable laws and the terms of the liability insurance  held by the 
institution. 

Emergency contact information for all participants must be collected and maintained for the duration of the event.  

Event organizers must ensure that first aid kits and emergency supplies are available at the event location . 



 
 

 

Originally created 2024           Page 2 of 8  
Revised October 2024 

3. Insurance Requirements 

All events must have general liability insurance covering a minimum of $3,000,000 per occurrence. 

Proof of insurance must be submitted prior to the event. 

All participants, except ASM employees (staff and faculty), must sign an off-campus activity release form, which will be kept on file by 
the institution. 

Additional insurance coverage may be required for high-risk activities, and organizers should consult with the insurance provider to 
determine the necessary coverage. 

4. Transportation Guidelines 

Transportation arrangements may include public transportation, chartered transportation, or approved personal vehicles.  

All drivers must possess a valid driver’s license and comply with BC safety regulations.  

Transportation providers must be vetted and approved by ASM’s administration to ensure they meet safety and reliability stand ards. 

Event organizers must provide participants with a detailed transportation schedule and contact information for transportation 
coordinators. 

5. Accommodations and Logistics 

Accommodations should ensure safety, accessibility, and comfort for all participants. 

Contracts with external vendors for accommodations or other services must be approved by ASM Management. 

Event organizers must ensure that all accommodations comply with local health and safety regulations.  

Participants must be informed of accommodation details, including check-in/check-out times, room assignments, and contact 
information for accommodation providers. 

6. Code of Conduct 

Participants are expected to adhere to ASM’s Code of Conduct. Specific behavioral guidelines for events will also be communicated 
prior to the event. 

ASM does not permit alcohol consumption at events unless approved by the president and with a liquor permit.  

Any violations of the Code of Conduct during events will be addressed accordingly, and appropriate disciplinary actions will be taken. 

7. Emergency Protocols 

Event leads should have emergency protocols, including evacuation plans, emergency contact numbers, and first aid procedures,  on 
file during the event. These must be communicated to all participants. 

Event organizers are responsible for ensuring that all participants are aware of and understand these protocols . 

8. Event Proposal, Budgeting and Funding 

Event budgets must be detailed and submitted with the initial proposal for approval. Funding or reimbursements must adhere to the 
institution’s financial procedures. 

Requests for funding should be directed to the relevant department for approval and must be accompanied by a justified budget  
proposal. For non-academic events, requests or proposals submission should be directed to the Student Services Director. For 
academic events, such as educational field trips, requests or proposals should be submitted to the Senior Vice President, Academic.  

Event organizers must maintain accurate records of all expenses and provide a detailed financial report following the event . 
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9. Communication Plan and Methods of Communication 

A communication plan detailing how information is disseminated before, during, and after the event must be developed. Information 
will be communicated via email, the institution’s website, meetings, and text messages (for emergency purposes).  

Event organizers must ensure that all participants have access to the event schedule, contact information for organizers (off  campus 
event), and any other relevant information. 

Regular updates should be provided to participants leading up to the event to ensure they are well -informed and prepared. 

10. Post-Event Evaluation 

A post-event evaluation must be conducted to assess the success of the event and gather feedback for future improvements. 

Event organizers should distribute evaluation forms to participants and compile the results into a comprehensive report.  

The evaluation report should be reviewed by the event planning committee to identify areas for improvement and inform future event 
planning. 

11. Compliance with Local Laws and Regulations 

Event leads must ensure all activities comply with local laws and regulations, including obtaining any necessary permits and insurance 
coverage if required by external vendors. 

Organizers must stay informed of any changes in local regulations that may impact the event and adjust plans accordingly . 

12. Record-Keeping 

All documentation related to event approvals, risk assessments, insurance, participant lists, and emergency response plans must be 
maintained by the relevant department. 

Records should be stored securely and made available for review by institutional auditors or other relevant authorities . 

Related Policy 
Policy Number Policy Title 

5655 Student Code of Conduct 

5656 Anti Discrimination and Harassment 

5657 Sexual Misconduct 

Responsibilities 
 
Event Organizer (Faculty members, Program Directors, Club Presidents, Staff, etc.) is responsible for overseeing the planning and 
execution of events, ensuring compliance with institutional policies, and coordinating with relevant departments  

 
Senior Vice President, Academic is responsible for reviewing and approving the Event Proposal and Set Up Form for academic 
events. 
 
Director of Student Services is responsible for reviewing and approving the Event Proposal and Set Up Form for non-academic 
events. 
 

  



 
 

 

Originally created 2024           Page 4 of 8  
Revised October 2024 

     PROCEDURE 
Procedure Title: Event Procedure Procedure Version: 1 

Procedure No: 7520 Revision Date: September 2024 

Original Submission Date: October 2024 Approval Date: October 2024 

Approved By: Senior Vice President, Academic Effective Date: November 2024 

           Next Review: 
Date: 

November 2027 

 

Procedures 

1. Supervisor’s Approval   

Before starting the planning process, Event organizers must confirm the event with their supervisor and obtain their 

approval. This ensures that the event aligns with organizational priorities and available resources. Supervisors will evaluat e 

the event’s goals, budget, and feasibility. 

 

2. Event Proposal Submission 

Once approved by the supervisor, complete the Event Proposal and Set Up Form. For non-academic events, submit the form 

to the Student Services Director. For academic events, submit it to the Senior Vice President of Academics. The form must be 

submitted at least two months before the event to allow ample time for review and coordination. Late submissions may 

result in delays or cancellation. For all off-campus events and activities, insurance requirements will be automatically 

determined upon submission of this form. 

 

3. Form Review and Approval   

Where relevant, the Student Services Director (for non-academic events) or the Senior Vice President of Academics (for 

academic events) will review the details. They will verify that all required information has been provided, including budget 

estimates and logistical considerations. They will then seek the necessary approvals from department heads, finance, or 

other relevant stakeholders, depending on the scale and nature of the event. 

 

4. Event Confirmation 

Once an event is approved, the Student Services Director will send a calendar invitation with all event details, including da te, 

time, location, and any special instructions. The signed and approved Event Proposal and Set Up Form will also be attached 

to the calendar invite. This step formally confirms the event and ensures that all relevant parties are informed and can 

prepare accordingly. 

 

5. Finalizing Event Details 

As the event date approaches, make sure that all required details are finalized. This includes emergency contact information,  

participant waivers (if applicable), venue setup, catering, and any special requirements like AV equipment or guest 

accommodations. All logistical details must be completed in advance to avoid last-minute requests and/or issues. 

 

6. Off Campus Activity Release Form 

All participants must sign a liability waiver form, which will be kept on file by the institution. This form releases ASM fro m 

liability for any injuries or damages that may occur during the event. 
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Appendix 

 

Acsenda Event Proposal & Set Up Form 

Please submit your proposal at least two months before your event date to ensure sufficient time to secure all 

necessary approvals, documents and resources.  

**Please complete all information highlighted in yellow so the request can be reviewed and approved. Non -

highlighted sections can be filled in as needed, either before or after the event.  

Event Title: Click or tap here to enter text. 

Event Date: Click or tap here to enter text. 

Event Time: Click or tap here to enter text. 

Is this event off or on campus: Click or tap here to enter text. 

Event Location: Click or tap here to enter text. 

For on campus event and activities:  Have you connected with Facilities Manager or Librarian (if using library space) to 

confirm the on-campus space is available? Click or tap here to enter text. 

Primary Organizer (Name, Position, Contact Information) 

Click or tap here to enter text. 

Additional Organizers (Names, Positions, Contact Information): 

Click or tap here to enter text. 

Purpose of the Event: 

Click or tap here to enter text. 

Event Description:  

Click or tap here to enter text. 

Expected Outcomes: 

Click or tap here to enter text. 

Target Audience 

 ☐Students  

 ☐Faculty  

 ☐Staff  

 ☐Others (Please specify): Click or tap here to enter text. 

 

Expected Number of Participants: Click or tap here to enter text. 
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Event Details  
Event Plan/ Schedule/Agenda/ List of Activities:  

**Please note that all off campus events/activities may require insurance coverage. Do note every detail for this 

purpose.** 

Click or tap here to enter text. 

 

Event Logistics 
(Organizers are responsible in managing the logistics, set up and work with the relevant departments for any other 

required resources) 

Transportation Arrangements (If applicable- For Field Trips)  

Click or tap here to enter text. 

 

Accommodation Details (if applicable) 

Click or tap here to enter text. 

 

Vendor Contracts (if applicable) 

Click or tap here to enter text. 

 

Food and Beverage Arrangements (if applicable)   

Click or tap here to enter text. 

 

Room set up layout:  

Click or tap here to enter text. 

 

Does this event require any AV/IT set up (please list out each item)  

Click or tap here to enter text. 

 

Support from Other Departments  

Do you require support from any of the below departments?  
☐Student Services (Consultation on event management and volunteer recruitment)   

☐Communication and Marketing (Submit their request form for promotional materials) 

☐Front Desk (To support on day of should there be any emergencies or enquiries) 
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☐Library (For any movies & videos copyright checks)  

** If you need any support from the above departments, please reach out to them as soon as possible so they can 

assist you in a timely manner. Please note that while they are available to support, they will not be taking the lead on 

the event. 

 

Budget Request 

Estimated Total Cost: Click or tap here to enter text. 

Detailed Budget Breakdown: Please use the below format when providing budget breakdown  

Vendor Description Cost incl Taxes $ 

EFG  Charter Bus (Return Trip)  $1500.00 

Lazy Gourmet  Catering for 30 people  $890.00 

   

   

   

   

   

   

   

Total   $2390.00 

 

Risk Assessment 

Potential Risks: 

Click or tap here to enter text. 

 

Contingency Plans to Potential Risks: 

Click or tap here to enter text.    

 

Insurance Details 

For all off-campus events and activities, insurance requirements will be automatically determined upon submission of 

this form. 

Participants’ List and Details (For Off Campus School Trips, Events and Activities Only)  

(List participants name, and their emergency contact information)  

Click or tap here to enter text. 
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**Waiver Forms (For Off Campus events, trips, and activities only). Please submit waiver forms (one for each 

participant) prior to the date of event.  

 

Post-Event Evaluation (To Be Completed After Event)  

Evaluation Method 

Click or tap here to enter text. 

 

Feedback Collection 

Click or tap here to enter text. 

 

Report Compilation 

Click or tap here to enter text. 

Approvals Required 

For Non-Academic Events or Activities  

Wen Dee Wong  
 
 

 
 

 

For Academic Events and Activities incl. School Trips  

Dr. Andy Basi  

Budget & Insurance Review  
Alejandro Benavides 

Budget, Insurance Review & Overall Approval  
Dr. Neil Mort  

 

Attachments 

* Organizers are responsible to ensure that all required documentations for your event is complete prior to the event.  

1) Proof of Insurance (for off campus events, trips and activities) – Andy or Wen Dee will inform organizer.  

2) Participant List incl. their emergency contact information  

3) Waiver Forms (for off campus events, trips and activities)  

4) Other relevant documents  

Note: Once your event proposal is approved, your event along with the necessary documents and information will be 

included in the Acsenda Events Calendar in Outlook.  


