Risk Management Template

Instructions: Please thoroughly address every section and question within this template when creating your risk management plan.

Event Name:

Sponsoring Organization(s):

Name of Northwestern Student Responsible for Risk Management at Event:

Space Considerations:
1. Describe the venue spaces available for participants to use during the event in terms of each individual space’s size, capacity, purpose, and furnishings/event equipment.
2. List and briefly describe the spaces that attendees will not be permitted to use during the event.
3. How will attendees be prevented from accessing those spaces?
4. Attach a map of the entire space being utilized for the event, when submitting this document.

Professional Security Arrangements (on-campus events):
1. What security arrangements were recommended via consultation with NUPD and Student Affairs?
2. Describe, and provide documentation to demonstrate, how those recommendations will be implemented.

Management of Attendees:
1. Please describe the process by which attendees (whether organization members or guests) will be added to a guest or ticket list.
2. How will attendees gain access to the venue, and the designated locations within it, during the event? 
3. How will attendees be prevented from using alternate entrances or exits to access or leave the event? 
4. How will those prevention measures change should a building emergency (fire, flood, etc.) occur, so as to allow prompt egress?
5. How will you track who is in attendance at your event (both overall, and as attendees come and go)?

Management of Alcohol:
1. What procedures will be in place at the event (and prior to it, if applicable) to distinguish students over the age of 21, from those who have not yet reached that age? 
2. How will those under 21 be prevented from consuming alcohol during the event?
3. Describe the procedures by which students over 21 will obtain alcohol from the licensed and insured pourer.


1. Describe the roles and placements to which sober monitors will be assigned during the event; attach any instructions that will be provided to sober monitors
2. Describe how sober monitors will be expected to communicate with event/organization leadership and one another.
3. How will sober monitors be trained for this specific event, separate from more general alcohol awareness training such as Red Watch Band? Describe the content used for this specific event training.

Additional Harm Reduction Measures:
1. Please describe the availability of water during the duration of the event.
2. Please share the arrangements for food being made available to event participants.
3. Share any additional harm reduction measures your organization plans to take for this event related to alcohol, cannabis, and other drug usage.

Incident Management:
1. Please list who organization leaders will contact in case of an emergency (i.e., situations posing a risk to life safety, for the purposes of a) response, b) consult, and c) notification. (Note: This should include Northwestern’s Administrator on Call, as well as other relevant Northwestern staff such as SOA or OFSL personnel.)
2. Please list who organization leaders will contact for a) consult and b) notification in urgent situations (i.e., a risk to student well-being.) (Note: This should include Northwestern’s Administrator on Call, as well as other relevant Northwestern staff such as SOA or OFSL personnel.)
3. Describe the procedures for managing specific incidents during the event. 
a. A person having gained entry who is not part of the registered list of attendees;
b. A person under the age of 21 having gained and/or consumed alcohol;
c. A person providing alcohol to individuals under the age of 21
d. A disruptive participant
e. An over-intoxicated participant[footnoteRef:2] [2:  This should include provisions to ensure that the student can be safely transported, accompanied by someone with capacity to address developing concerns such as increasing intoxication levels.] 

f. A participant experiencing an alcohol overdose
g. Injury or illness to a participant
h. Property damage
i. Any additional risk posed by the space, location, or time (examples would include an event that takes place on a boat, or an event that runs overnight)

Transportation Arrangements (off-campus events outside of Evanston):
1. What is the expected transportation plan to bring students to and from the event? 
2. What is the expected transportation plan for an urgent situation (see “Incident Management”)? 
3. For events sufficiently close to campus that contracted transportation is not required, what is the contingency plan for students returning home in case of inclement/dangerous weather?

