
 

 
Event Safety Manual 

Environmental Health  & Safety 

University of South Florida  

4202 East Fowler  Avenue, OPM100 

Tampa, FL 33620 

Telephone:  (813) 974-4036 

Fax: (813) 974-9346 
Website: www.usf.edu/ehs  

Email: ehs@usf.edu 

 

Revised: September 23 , 2024 

 

 
NOTICE: Copies of this publication can be obtained in an alternate format by contacting Environmental Health & 
Safety at (813) 974-4036. This publication is available in standard print, Braille, or electronically for people with 
disabilities. Please allow at least 10 days to process this request. 



Event Safety Manual 

2 

 

 

 
Table of Contents 

Definitions: ...................................................................................................................................................... 3 

Sponsor Responsibilities: ................................................................................................................................. 3 

Reserved Activity/Event Procedure: ................................................................................................



Event Safety Manual 

3 

 

 

The objective of the Event Safety Manual is to acquaint the University community with the requirements 
for events on USF campuses. The Manual also protects the interests (fiscal, physical and community 
relations) of the University and its population. 

Failure to comply with the standards established in the Manual may result in cancellation of all or part of 
the scheduled event. EH&S and University Police reserve the right to disapprove any event at any time, 
even if previously approved, due to circumstances that could create a hazard. 

 
Definitions: 
Accident/Incident: An unplanned occurrence, which results in a loss such as unintended injury, illness, 
death, property damage, or damage to the environment. 

 
Reserved Activity/Event: A scheduled activity open for the public to attend or participate including but 
not limited to exhibitions, expositions, fairs, festivals, entertainment, cause-related, fundraising, leisure 
activity. An activity that is advertised to the public by any communication means including social media 
that is not limited to the USF community is considered an event. An event may be a one-time or 
periodic, free or ticketed, educational, charitable or communication related hosted to attract revenue, 
support, awareness, and/or provide entertainment created by and/or for the public that will require 
review to ensure appropriate allocation of university business, resources, and personnel as required for 
the safe operation and mission of the university. (Note: The applicable requirements of this manual 
extend to student “events”/activities that are not open for the public or advertised to the public) 

 
Prohibited Events: Any activity which presents an unacceptable risk of harm to persons, the 
environment, or in defacement or damage to public    
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Reserved Activity/Event Procedure: 
Tampa - Student group and USF Departments should review the Student Organization Event and 
Meeting Services Policies for information on planning and scheduling events through the Marshall 
Student Center. 

For Signage, Space Management and Non-Student Sponsored Events, refer to USF Policy 6-028: 
Activities, Signage and Use of Public Space. 

 
Events outside of the Marshall Student Center sponsored by USF Departments or USF related 
organizations should use the Reserved Activity Request process. 

 
USFSP – Students groups and USF Departments should review the University Student Center Meeting 
and Event Services Procedures for information on planning and scheduling events through University 

http://www.usf.edu/student-affairs/msc/documents/student-org-policy.pdf
http://www.usf.edu/student-affairs/msc/documents/student-org-policy.pdf
http://www.usf.edu/student-affairs/msc/plan-and-market-events/index.aspx
http://www.usf.edu/student-affairs/msc/plan-and-market-events/index.aspx
https://usf.app.box.com/v/usfpolicy6-028
https://usf.app.box.com/v/usfpolicy6-028
https://usf.app.box.com/v/usfpolicy6-028
https://www.usf.edu/administrative-services/service-center/event-request.aspx
https://www.stpetersburg.usf.edu/student-life/university-student-center/plan-your-event/index.aspx
https://www.stpetersburg.usf.edu/student-life/university-student-center/plan-your-event/index.aspx
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water for participants engaging in recreational activities. They must also develop Comprehensive 
Contingency Plans that identify procedures in case of



Event Safety Manual 

6 

 

 

Alcohol: 
Refer to the USF Policy #30-023 Alcohol Policy for policy guidelines and the approval process to serve 
alcohol at events. 

Parking: 
USF departments that are sponsoring or co-sponsoring an event on campus shall request parking permits 
and/or use of parking spaces from the applicable parking authority at least two weeks in advance. 
Assignment for event parking will be determined based on space availability. 
Tampa Event Parking  
USFSP Event Parking 
USFSM Event Parking 

 
Insurance: 
The event sponsor must complete and submit the Reserved Activity Request Form and provide 
verification of insurance for all vendors to EH&S a minimum of two weeks prior to the start date of the 
event. The vendor’s insurance agent/broker shall provide a current Certificate of Liability Insurance in 
the amount of $1 million per occurrence/ $2 million general aggregate, naming USF, USF Board of 
Trustees and the State of Florida as additional insureds for the period of time the event is being held on 
campus. 



Event Safety Manual 

7 

 

 

4. All tents/booths shall be spaced a minimum of 10 feet apart from other tents. 
5. Tents larger than 120 square feet (10’X12’) will require a permit from 
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• For buffet-type service, a sneeze-shield shall be 
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equipped with an exhaust system that complies with all the equipment and performance 
requirements of NFPA 96. 

5. Cooking equipment that produces grease-laden vapors shall have protection supplied by fire- 
extinguishing equipment. 

6. Fire extinguishing systems must be current with certification within the last 6 months. 
7. Gas systems and hose lines shall be inspected prior to each use. 
8. All gas equipment including hoses and supply lines must be in good condition and operating 

properly. 
9. Leak detection shall be performed every time a new connection or a change in cylinder is made 

to any gas system. 
10. Truck must have portable fire 
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4. Fueling or defueling of vehicles shall be 

http://www.usf.edu/student-affairs/student-health-services/services/urgent.aspx
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