[bookmark: Text1]Association name:      
Association location:      
Event name:      
Event date:      
Number of attendees per shift[footnoteRef:1]:       [1:  Kappa recommends no more than 100 individuals per event/event shift. ] 

Number of shifts:      
Length of each shift:      
Length of time between shifts:      
Event venue:      
[image: ]IN-PERSON EVENT
SAFETY PLAN TEMPLATE

Inside or outside?      
AP-19	1	21.6

Current COVID-19 positivity rate in the level area[footnoteRef:2]:       [2:  Kappa recommends the chapter host virtual-only events if the local positivity rate exceeds 5%.] 


Detailed description of the event and activities:      

Describe precautions the association is taking to prevent the spread of COVID-19 at the event.
· Physical distancing:      
· Mask/face covering requirements:      
· Health/wellness check:      
· Guest policy:      
· Will non-members be permitted as guests?      
· Education about event protocols:      
· Cleaning/disinfection:      
· Who is responsible for this?      
· Transportation:      
· Guest list/tracing:      
· Food/drink service[footnoteRef:3]:       [3: 3 Food is recommended to be grab-and-go/single-serve style.] 

· Procedure for violations:      
· Virtual option (recommended):      
· Designated COVID-19 point of contact for the event:      
· Plan for monitoring the event:      

Link to local/state/provincial health guidelines permitting the event:      
· Is approval/permitting required from a local entity?       
· If yes, has approval been obtained?      
[bookmark: _GoBack]
Venue COVID-19 safety rules/guidelines (e.g., mask requirements, sanitation protocols, etc.):      

Requirements to discuss with your venue prior to booking
· What is their cancellation/refund policy?      
· Do they provide staff/security to assist with monitoring?      
· What is their capacity limit?      
· If outdoors, what is the inclement weather plan?      
· What is the physical distancing requirement? Number of persons permitted to sit at a table or in groups?      

Event Planning Resources
CDC’s Guidance for Organizing Large Events and Gatherings: https://www.cdc.gov/coronavirus/2019-ncov/community/large-events/considerations-for-events-gatherings.html
CDC’s Event Planning and COVID-19: Questions and Answers: https://www.cdc.gov/coronavirus/2019-ncov/community/large-events/event-planners-and-attendees-faq.html 
MJ Sorority’s Planning Safer Events During COVID-19: https://www.mjsorority.com/wp-content/uploads/2021/02/Planning-Safer-Events-During-COVID-19.pdf 


*It is recommended that you share this plan with your Risk Management Specialist so they may work with you to create the safest plan possible for your event and ensure all relevant rules/policies are being followed.
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