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COVID-19 General Campus Event Policies 

Updated 9/3/2020 

Effective September 1, 2020 and until rescinded, these polices shall be in place to guide event planning 
and execution. 

Campus should utilize a risk mitigation and safety process while planning and executing on-campus 

events to minimize the potential exposure and transmission of COVID-19 to our students, faculty and 
staff. Unless expressly stated these policies will apply to all University owned facilities and spaces. 

It is required that: 

• All campuses suspend third-party usage of campus space through December 31, 2020 to ensure 

the necessary focus and support on campus operations and minimize additional risk potential.  
 

• All events both on-campus, off-campus and outdoors shall require attendees to wear an 
approved face covering while attending or participating. This includes approved outdoor 
information tables/booths. 

 

• The only spaces available for campus events are the University Union, Kress Event Center and 
Weidner Center for the Performing Arts. All areas in academic space will not be made available 

for reservation.  
 

• Campus will utilize a process to facilitate a COVID-19 Event Risk Assessment for on-campus 
events. This would categorize events into potential high, moderate, and low risk categories. 

 

• Any on-campus events or performances for students should include a streaming option where 

able, to allow for the inclusion of all students while mitigating possible transmission risk. 
 

• Campus will provide a training module for Event Planners and Event Health & Safety Monitors 

that reviews campus expectations for having safe events. 
 

• There will be standard language for event planners to share with off-campus guests coming to 
on-campus events. This language should include current health and safety guidelines as well as 

campus instructions on compliance. This process should also include guidance on how to 
respond to unwilling to comply with COVID-19 policies. 

 

• The following areas develop and publish facility specific detailed capacity guidelines for event 

spaces including Kress Event Center, Weidner Center for the Performing Arts, University Union 
and Campus Facilities. This information should be posted online at 
https://www.uwgb.edu/coronavirus/ for proper communication to all users and guests. 

https://www.uwgb.edu/coronavirus/
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• All campus events must include some method of recording event attendance in the event that 

contact tracing needs to be conducted. See event contact tracing suggestions below. 
 

• Campus prohibits any potluck-style food events for the 2020-2021 academic year. 
 

• All events on-campus that include food must utilize University Dining & Catering or an 
approved licensed off-campus vendor and food items must be individually packaged. The 

following commonly shared food (pizza, buffets, build your own sandwiches or common 

snacks) are not permitted.   
 

• All meeting room locations on-campus have a COVID-19 maximum capacity utilizing the 6-
foot social distancing guideline (35 sq/ft per attendee) posted online at 
https://www.uwgb.edu/coronavirus/ for reference. 

 

Off-Campus Events 

• All UW-Green Bay sponsored or coordinated events off-campus should follow all applicable on-

campus health & safety guidelines. 

• Events held off-campus must follow any additional guidelines of the hosting location. 

• Off-campus events should designate an Event Health & Safety monitor who would be present 
and responsible to ensure hand sanitizer and disposable masks are available for event attendees 

if not provided by host location. 

• Post required event signage (see Appendix A) or visit https://www.uwgb.edu/coronavirus/. 

 

Event Contact Tracing  

• Event Health and Safety Monitors maintain a seating chart to note proximity awareness 

• Use calendar invites to track small meetings 

• Take attendance at large meetings 

• Utilizing existing systems to record event attendees (hardware/software) 

• Large events can utilize on-campus technology to record event attendance (Blackboard Transact 

MF4100) 

 
  

https://www.uwgb.edu/coronavirus/
https://www.uwgb.edu/coronavirus/
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COVID-19 Event Risk Assessment 

 

Campus Event Priorities – Campus may prioritize event approvals based on the following 

1. Supporting the academic mission  

2. Enhancing the student experience 
3. Campus & community partnerships 
4. Third party campus events 

The campus will utilize a tool to assess the COVID-19 risk of transmission an event may have based on 
stated criteria.  

Event Risk Assessment – General Guidelines 

 Low Risk 

General Guidelines - Has 10 or less participants 

- Can utilize a standard room layout allowing for social distancing guidelines 
- Participants are stationary during event 

- There will be no food present at the event 
 

Event Review  - Event must follow the COVID-19 Event Policies as determined by campus  
- No additional approvals needed 

 

 Moderate Risk 

General Guidelines - Has more than 10 participants and less than 50 and will use less than 25% 
capacity of the event space 

- Can utilize a room layout allowing for social distancing guidelines 
- Participants may require movement during the event to participate 

- Event may have food or catering present 
 

Additional 
Requirements 

- Must include a faculty or staff member as an Event Health & Safety 
Monitor who will be present during the event 

- A Facility Action & Safety Plan must be completed 

Event Review  - Must be reviewed no less than 30 days before event date 
- Event must be reviewed by facility operator and event planner 

- Branch campus events are reviewed by branch campus CEO’s in 
consultation with their facilities and main campus health & safety contacts 
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 High Risk 

General Guidelines - Has more than 50 participants and less than 250 

o Will use less than 25% capacity of the event space 
- Event setup require a review and waiver of social distancing requirements 

- Participants may require movement during the event 
- Event may have food or catering present 

 

Additional 

Requirements 

- Must include a faculty or staff member as an Event Health & Safety 

Monitor who will be present during the event 

- A Facility Action & Safety Plan must be completed 

Event Review  - Must be reviewed no less than 60 days prior to event date 

- Event must be reviewed by the Event Risk Assessment Committee with a 
recommendation forwarded to Chancellor’s Cabinet 

- Must include a faculty or staff member to serve as an Event Health & 
Safety monitor who will be present during the event 

- A Facility Action & Safety Plan must be completed 

- Branch campus events are reviewed by branch campus CEO’s in 
consultation with their facilities and main campus health & safety contacts 

and approved by Chancellor’s Cabinet 

Review Criteria - Campus event priorities 
- Impact on campus health & safety 

- Ability to mitigate risk 
 

 

The following events are not advisable as long as these policies are applicable: 

• Events with more than 250 participants 

• Events with greater than 50 participants and using greater than 25% location capacity 

• Events that are live performances that may have a higher risk of transmission 

• Events that include games or activities that require or encourage standing around, congregating, 

or shared materials. This would include things like board or recreational games, bouncy houses, 

ball pits, and shared dance floors (not for performances). 

Additional criteria for determining event risk should use the following: 

- Duration of event 
- Inclusion of off-campus guests 
- Will there be food at the event 

- Anticipated traffic patterns and event flow 
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- Ability to clean event space before, during and after the event 
- Potential to inadvertently promote or facilitate large gatherings of people 

Possible event requirements 

- Temperature checks of guests and attendees 
- Use of additional sanitizer stations 
- Use of traffic guides or stations to assist with traffic flow 

- Use of social distancing of greater than 6 ft. to further mitigate possible risk 
- Bathroom access and cleaning schedule 

 

COVID-19 Event Risk Assessment Committee 

Purpose: To review potential high and moderate risk events to develop an action plan to provide 
guidance on having the event safely or not having the event due to safety concerns. Because each 

facility and event are unique, each circumstance should be reviewed individually following the general 
campus COVID-19 guidelines. The committee is encouraged to provide guidance within one-week of 

review if possible. 

Potential members can include but are not limited to: 

- Event planner/representative 
- Member of the campus COVID-19 Health & Safety Taskforce 

- Representative from the University Police 
- Representative from event facilities: Campus Facilities, Kress Event Center, Weidner Center for 

Performing Arts & University Union 

 

COVID-19 Event Waiver 

Events may formally request to receive a COVID-19 event waiver to campus Event Risk Assessment 

Committee who will provide a recommendation to campus administration. This waiver would apply to 
any event that does not meet the traditional event categories of low, moderate or high risk. A Facility 
Action and Safety Plan must be completed and submitted along with the request. 
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Role of Event Health and Safety Monitor 
 
Before the Event 

• Review facility guidelines for COVID-19 events  

• Review UW Green Bay’s Coronavirus website for updated information and guidance 

https://www.uwgb.edu/coronavirus/ 

• Advise event attendees to stay home if feeling ill 

 
During the Event 

• Be present to monitor and enforce current health and safety guidelines including social 
distancing during the event 

• Be a resource for questions regarding prevention measures 

• Display required signage reminding participants of campus expectations 

• Encourage handshakes to be replaced with greetings that do not require person-to-person 
contacts 

• Ensure hand sanitizer and masks present and available for event attendees [off-campus events] 

 
After the Event 

• Maintain list of event attendees to assist with contact tracing if needed 

 

 

COVID-19 Facility Action and Safety Plan 
 
The Facility Action and Safety Plan is a document that will be used to assist the campus in approving 
and planning events by reducing and mitigating as much risk as possible. The Facility Action and 

Safety Plan document should be used to gather information and develop a plan to have a safe event on-
campus.   

 
Facility Action and Safety Plan should contain: 

- Approved seating charts that observe social distancing 
- A description of event logistics 
- Statement of purpose on why this large event must occur, including academic mission or student 

success impact 
- Any special considerations or actions needed to maintain proper social distancing during the event 

 

  

https://www.uwgb.edu/coronavirus/
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Appendix A.  Required Signage 
Also found online at: https://www.uwgb.edu/union/forms/  

 

 

https://www.uwgb.edu/union/forms/


 

 

Appendix B. Event Review Process Diagram 
  

 


