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Introduction

Queen’s University Residences, the Jean Royce Hall Council (JRHC) and the Main Campus Residents' Council (MCRC) believe that the safety of residents is of primary importance in the planning, approval, and execution of events, both in and out of residence, that are organized by Residences’ student staff, House Councils, Council Executive or student volunteers.   In recognition that resident students have a desire to socialize and to hold events that may take place on or off Queen’s campus, the information outlined in this document is aimed at promoting such activities to take place, while ensuring the safety and security of resident students.
Queen’s University Residences has a responsibility to manage risks associated with its operation.  This policy sets out the guidelines that must be followed for any activity planned and organized for any off-campus location.  These guidelines, which are mandatory, are to promote safety and to assist the organizers with a framework for planning, risk assessment, preparation and support of all off-campus activities, and it defines the responsibilities of various individuals.

The policy is divided into several sections.  

Section 1 – outlines types of activities, risk management, approval process and general information  

Section 2 – reviews roles and responsibilities    

Section 3 – describes planning forms 

Section 4 – includes general planning recommendations for activities, including preparations, for, during and after an event  

Section 5 – outlines bus trips  

Section 6 – outlines formals

Section 7 – outlines boat cruises

Section 8 – offers definitions of the terms used in this policy

Section 9 – provides examples of forms that are required for planning and approval of an event

Section 10 – outlines supporting information documents

SECTION 1 – GENERAL INFORMATION

Types of Activities in Residence

Regular Activity:  an event, such as a floor meeting or an educational program, which is organized in residence, a facility on campus or within the Kingston community.   This may involve limited physical activity, but does not involve transportation or alcohol.
Special Activity:  an event that may take place at a facility on- or off-campus, which may involve transportation, physical activity, or the consumption of alcohol.  These events are further categorized into low-risk or manageable-risk activities.

a. Low-Risk Activity: an off-campus event involving physical activity or day trips and may involve the consumption of alcohol in a licensed on- or off-campus facility.  This activity entails no risk greater than that encountered by the participants in their everyday lives. 
b. Manageable-Risk Activity:  an event that may involve higher risk, such as increased physical activity, a facility with liability concerns, extended trips or a facility that provides alcohol, such as boat cruises or trips outside Kingston (e.g., trip to Montreal).    

Risk Management

Off-campus activities can pose varying levels of risk to the participants; such levels are categorized as either manageable (including low-risk and manageable-risk) or unmanageable.  Risk assessment requires the exercise of good judgment, based on expertise and experience and, where necessary, consultation with suitably-qualified individuals.  The extent of advance planning, preparation and approvals required prior to embarking on an off-campus activity is commensurate with the level of risk associated with the activity and the category and experience of the organizers and the participants. 

Approval Process

Regular Activity:  there is no formal approval process for events falling within this category.  Student staff members are required to inform their immediate supervisor of organized activities and events.

Special Activity: 
· Low-Risk Activity:  must be approved by the MCRC Events Coordinator, the JRHC President and the Residence Life Coordinator of the specific residence building.  These events must be approved at least one week prior to the event.

· Manageable-Risk Activity:  must be approved by the JRHC President or the MCRC President, and ultimately the Director of Residence Life.  These events must be approved at least two weeks prior to the event.

Participants with Disabilities

The Queen’s Policy Concerning Students with Disabilities commits the University to facilitating the integration of students with disabilities into the University community and encourages members of the community to exercise creativity and flexibility in responding to the needs of students with disabilities.

The safety planning for an off-campus activity must recognize the special needs of participants with disabilities.  A participant with a disability has a responsibility to identify to the Activity Leader any needs requiring accommodation so that these may be taken into account in the planning process.  

SECTION 2 – RESPONSIBILITIES 
Activity Leader:  is responsible and accountable for the organization of an activity, understanding and ensuring that the event is carried out in accordance with this policy.

Residence Representative:  is responsible for monitoring of the activity, ensuring the safety of participants and is authorized to act in the event that an activity is not being conducted in compliance with this policy.  The Residence Representative may also be the Activity Leader.

Person in Authority: is the person responsible for the classification and approval of an activity

Participants:  are residents and their invited guests.  Residents are fully responsible for their actions and those of their guests; and are liable for any damages caused.

Activity Leader

1. The Activity Leader of  any special event must follow the approval process (as described in the Special Activity Planning Form) and must take all reasonable steps to ensure the safety of all participants.  An Activity Leader(s) must follow the guidelines below and is responsible for:

a) Understanding and complying with all relevant components of this policy;

b) Obtaining proper approval for the activity;

c) Ensuring that sufficient supervision and support is present;

d) Ensuring that participants understand that they are responsible for their actions; 

e) Organizing support for dealing with any individual who becomes intoxicated or injured;

f) In the case where damages cannot be traced to an individual participant, being held responsible for the full cost of the damages;

g) If transportation is provided – 

1. That all buses are contracted from a local licensed firm, driven by qualified drivers provided by the firm, and that adequate insurance is in place;
2. That participants are made aware of pick-up and departure times and that participants are aware of consequences of missing transportation or of being denied transportation due to intoxication or misbehaviour; and,

h) Ensuring that the laws of the land and the rules and regulations of Queen’s University Residences are followed by all participants.

2. Activity Leaders must organize the Special Activity Waiver and Acknowledgement Forms for participants to sign, which outline important information (cost, times, etc.).  In addition, Activity Leaders are expected to review safety and security regulations, discuss consequences of inappropriate conduct and ensure that participants understand that they are responsible for their own actions and behaviour, as well of that of their guests. 

Residence Representative

A residence-organized special activity must have the involvement of at least one of the Residence Representatives described below.  A Residence Representative's primary function is to monitor the event.  Residence Representatives are authorised to act in the event that a special activity is not being conducted in compliance with the outlined procedures, or if the activity presents a danger to the safety of participants or property. 

A Residence Representative must:

· hold a position as a Residence Facilitator, House President, Don, or Executive member

· be a minimum of 18 years old.
Normally, the ratio of Residence Representatives to residents should be no less than 1:15.  The number of required Residence Representatives might be adjusted if the House President and Residence Life Coordinator judge that, due to the nature of the event, it is appropriate.  In some cases, other University positions (e.g., a Queen's Student Constable) may be acceptable as a Residence Representative, subject to approval by the House President or Residence Life Coordinator or the Director of Residence Life.

In the event that the Activity Leader(s) fails to adhere to this policy, the Residence Representative will  be responsible for reminding the Leader of the policy,  and if necessary, terminate the event.  If the Residence Representative refuses to perform this function, then the House President or the signatory Residence Life Coordinator may take such action.  It is understood that since the ultimate responsibility for student safety lies with the University, the Director of Residence Life will have final authority.

The Residence Representative must ensure that:

1. the area in which the activity is to take place is safe; 

2. those who become intoxicated are taken care of; and,

3. no activities take place in the area that are unsafe.

SECTION 3 – FORMS AND ACTIVITY TICKETS

Special Activity Planning Form

Activity Leaders who wish to organize a special activity must complete the Special Activity Planning Form and submit it to their House President and Residence Life Coordinator for approval.

Special Activity Waiver and Acknowledgement Form

Any resident who wishes to participate in an event sponsored or organized by Queen’s University Residences or its Councils must read and sign the Special Activity Waiver and Acknowledgment Form. By signing this form, the participant accepts responsibility for his or her own safety and conduct.  

Special Activity Ticket

The Special Activity Ticket must contain the information that is outlined in the Special Activity Planning Form.  No signature is required.  The above information may be placed on a Ticket to outline risks to the individual, but cannot be used as a waiver of liability.

Record Keeping
All Council members should forward all forms to the MCRC or JRHC offices.  All Dons should forward their forms to their Residence Life Coordinator.  All Special Activity Planning Forms, Waiver and Acknowledgment Forms will be kept on file for a minimum of five years.

SECTION 4 – GENERAL PLANNING CHECKLIST
Prior to the Event, the Activity Leader should:

· identify the risk involved with the event;

· identify the steps needed to minimize those risks;

· book the facility;

· find Residence Representative(s);

· book appropriate transportation, if applicable;

· complete the Special Activity Planning Form;

· submit the Special Activity Planning Form to the appropriate person(s) for approval;

· follow up with the House President and Residence Life Coordinator;

· advertise the activity;

· print Special Activity Tickets;

· print Waiver and Acknowledgement Forms; and,

· ensure that every participant signs a Waiver and Acknowledgement Form.

During the Event, it is recommended that the Activity Leader:

· has all necessary supplies at the facility (cash box, float, pens for Waiver Forms, hand stamps, emergency contact names and numbers, etc.);

· ensure proper cash-handling procedures are followed;

· ensure that all Residence Representatives and volunteers are aware of their responsibilities;

· keep all Waiver Forms in a safe place; and,

· ensure that all participants have their health cards with them.

After the Event, it is recommended that the Activity Leader:

· ensures that all participants get home safely; and,

· submits all signed Waiver Forms and a programming/follow-up report to the MCRC, or JRHC, or Residence Life Coordinator.

SECTION 5 – BUS TRIPS 
Any bus trip activity must meet the conditions set out below before approval by Queen's University Residences, the MCRC or JRHC.  In some circumstances, additional conditions may be required.  For group travel, it is University policy that reputable and suitably-insured public carriers (bus company, limousine service, commercial or charter airline or boat) be used.

The basic requirements for bus trips are:

1. All participants will be transported to the designated site by the arranged bus transportation.

2. All buses are to be contracted from a local licensed firm, driven by qualified drivers provided by the firm that must carry adequate insurance.  It is the responsibility of the Activity Leader to ensure that these conditions are met.

3. All buses will depart from a pre-approved location and are to be checked before leaving the site.

4. As contracted with the bus company, all buses are to proceed to the pre-arranged destination, making only designated stops, pick-ups and drop-offs.  The scheduled pick-ups, drop-offs and designated stops need to be arranged prior to the trip. All mandatory and appropriate safety precautions must be followed (e.g., wearing seat belts).

5. The bus trip must be completely alcohol- and drug-free.  That is, no impairing substance is to be available to participants during the bus trip.

6. Prior to departure from the home destination, impaired individuals cannot be allowed to board the bus and are to be escorted back to their place of residence or to the Detox Center.  The on-call Don of the intoxicated resident must be notified of the situation.  Prior arrangements must be made by the Activity Leader and Residence Representatives for dealing with this type of situation.  

7. If an individual becomes intoxicated during the event (e.g., a trip to Montreal and the individual chooses to drink while there), it is the obligation of the Activity Leader to allow the participant back onto the bus, to be escorted back to Queen's University.  Once at the home destination, the Activity Leader must ensure that the intoxicated participant is escorted back to their place of residence or to the Detox Centre. The on-call Don of the intoxicated resident must be notified.  Prior arrangements must be made by the Activity Leader and Residence Representatives for the dealing with this type of situation.  The intoxicated individual should be charged with the appropriate disciplinary action following the event.  

8. At least two Queen's University Residences’ Representatives must be present for bus pre-embarkation inspections.  There should be at least 1 Residence Representative traveling on each bus, and who will remain available throughout the event.  The House President, in consultation with the MCRC or JRHC President and the Residence Life Coordinator, will determine the required number of Residence Representatives to satisfactorily staff the bus trip and event and will inform organizers of that number.

9. Qualified First Aid support, or equivalent service, must be available on the bus and satisfactory arrangements must be in place to summon emergency vehicles if required. 

10. Travel plans; including the itinerary and contact number of the bus company must be documented.  Any substantive change in travel arrangements (e.g., destination, carrier) should be recorded and communicated to the Person in Authority in a timely fashion.  

11. All parties must agree that, as part of the approval process, failure to effectively carry out all of the arrangements as approved by Queen’s University Residences and Councils, will invalidate approval of the bus trip.  Further, it is understood and agreed that the Residence Representatives on the bus trip are empowered to terminate the bus trip and the return of the bus to Kingston, and will have the full cooperation of the event organizers and the bus operator in carrying out that order.

12. The Activity Leader(s) and the bus operator must make arrangements acceptable to the Residence Representatives for the safety and personal security of all participants.  The basic requirements are:

· That Residence Representatives be adequate in number to identify problems and to take effective action as necessary; 

· That the Activity Leader(s) ensure that the bus trip concludes with the safe return of participants to their place of residence; and,

· That the Activity Leader(s), the bus operator and the Residence Representatives must make preparations in advance to deal with participants attempting to subvert the safety, security or non-alcoholic nature of the event.

13. The Activity Leader(s) will be responsible for ensuring that all participants are informed of the operating rules that govern the bus trip, and of the role, responsibility and authority of the Residence Representatives.

14. Queen’s University Residences will ensure that all Residence Representatives are fully informed on the approved requirements and operating procedures for the bus trip and instructed on their role, responsibility and authority in the management of the event.

15. Queen’s University Residences’ approval for any bus trip is on the understanding that the Residence Representatives will identify, and act to correct, any approved conditions at variance with this policy and will have the full cooperation and support of the Activity Leader(s) and the proprietor in carrying out that responsibility.

SECTION 6 – FORMALS 
Any organized formal must meet the minimum conditions set out below to be approved by Queen's University Residences, the MCRC or JRHC on behalf of Queen's University.  In some circumstances, additional conditions may be required because of special circumstances proposed by organizers.

In attempting to satisfy the goals and objectives outlined in the Introduction, the basic requirements for formal arrangements are:

1. Approval of any event at a site at where alcohol will be available, requires the submission of the following documents:

· The signed rental and catering agreement for the event; and,

· The Certificate of Insurance for the policy providing liability coverage for the event.

2. A basic prerequisite for Queen's University Residences’ approval of any event, the Activity Leader(s) and the proprietor must make effective arrangements to satisfy all provisions of the Liquor License Act, including capacity limits, toilet requirements, and control of the distribution of alcohol (including the denial of alcohol to minors and those who are inebriated).

3. The activity must be drug-free; that is no illegal substance is to be available to participants during the event.

4. All parties must understand and agree, as part of the approval process, that if at any point during the event the circumstances become unacceptable to the  License Holder or designate he/she will have the full cooperation and support of the Activity Leader(s), the proprietor and the Queen's University Residences’ Representatives in closing down the event.

5. All parties must agree that, as part of the approval process, failure to effectively carry out the alcohol distribution control arrangements as approved by Queen's University Residences, the Residence Representatives are empowered to close down the event, and will have the full cooperation of the Activity Leader(s) and the proprietor.

6. Depending on the distance to the event, all event participants may require transportation to the designated site by bus transportation, as provided by the Activity Leader(s).  For group travel, it is University policy that reputable and suitably insured public carriers (bus company, limousine service, commercial or charter airline or boat) be used.

7. All buses are to be contracted from a local licensed firm and driven by qualified drivers provided by the firm.

8. All buses will depart from a pre-approved location and are to be checked as indicated below before leaving the site.

9. As part of the contract with the bus company, all buses are to proceed to the pre-arranged destination, making no stops en route to pick up anyone or anything.

10. Free soft drinks must be available to all participants’ at all licensed events.

11. A meal, with provision for vegetarians, must be provided at all licensed events.   The cost of such meal must be included within the charge levied to all participants.  

12. If a participant becomes intoxicated during the formal, it is the obligation of the Activity Leader to have satisfactory arrangements in place for the handling of such a situation and to ensure that the participant is escorted back to their place of residence or to the Detox Centre. The on-call Don of the intoxicated resident must be notified.  Prior arrangements must be made by the Activity Leader and Residence Representatives for the dealing with this type of situation.  The intoxicated individual should be charged with the appropriate disciplinary action following the event.  

13. The Activity Leader(s), the proprietor and Queen’s University, must make satisfactory arrangements with the Residence Representatives for the handling of intoxicated individuals at the event and for their safe removal back to their place of residence or to the Detox Center.  The on-call Don of the intoxicated resident must be notified.  

14. Qualified First Aid support, or equivalent service, must be available on the bus and at the formal, and satisfactory arrangements must be in place to summon emergency vehicles if required. 

15. The Activity Leader(s), the proprietor and the Residence Representatives must make preparations to deal with participants attempting to subvert the safety, security, alcohol distribution control arrangements of the event, including suspension of bar privileges and arrangements for prompt return to Campus.  

16. Residence Representatives must be present throughout the event.  The House President, in consultation with the MCRC or JRHC President and the Residence Life Coordinator, will determine the required number of Residence Representatives to satisfactorily staff the event and will inform organizers of that number.

16. When handling situations where persons are intoxicated and to ensure the safety and personal security of all participants, the following procedures will apply: 

· Residence Representatives are expected to identify problems and take effective action as necessary;

· Residence Representatives will be responsible for monitoring the level of intoxication of participants both heading for, during and/or returning from the event;

· Residence Representatives will not permit intoxicated individuals to board outbound buses.  Arrangements must be made by the Activity Leader(s) and the Residence Representatives to transport intoxicated individuals safely to their place of residence or to the Detox Centre. The on-call Don of the intoxicated resident must be notified;

· Residence Representatives will closely monitor intoxicated individuals returning from the event to ensure that they are returned to Campus safely and without incident.

17. Queen’s University Residences’ approval for any formal is on the understanding that the Residence Representatives will identify, and act to correct, any approved conditions at variance with this policy and will have the full cooperation and support of the Activity Leader(s) and the proprietor in carrying out that responsibility.  Further, it is understood and agreed that the Residence Representative is empowered to order the termination of the formal, and will have the full cooperation of the Activity Leader(s) and the proprietor in carrying out that order.

17. The Activity Leader(s) will be responsible for ensuring that all participants are informed of the operating rules governing the formal, and of the role, responsibilities and authority of the Residence Representatives.

18. Queen’s University Residences will ensure that all Residence Representatives are fully informed on the approved requirements and operating procedures for the formal and instructed on their role, responsibilities and authority in the management of the event.

19. Queen’s University Residences’ approval for any formal is on the understanding that the Residence Representatives will identify, and act to correct, any approved conditions at variance with this policy and will have the full cooperation and support of the Activity Leader(s) and the proprietor in carrying out that responsibility.

SECTION 7 – BOAT CRUISES

Any organized boat cruise must meet the minimum conditions set out below to be approved by Queen's University Residences, the MCRC or JRHC on behalf of Queen's University.  In some circumstances, additional conditions may be required because of special circumstances proposed by organizers. For group travel, it is University policy that reputable and suitably insured public carriers (bus company, limousine service, commercial or charter airline or boat) be used.

In attempting to satisfy the goals and objectives outlined in the Introduction, the basic requirements for formal arrangements are:

1. If possible the event should be alcohol free.  If alcohol is made available, any student of age, who wishes to consume alcohol, must provide the proper identification.  

2. The activity must be drug-free; that is no illegal substance is to be available to participants during the event

3. Residence Representatives must be present throughout the event.  The House President, in consultation with the MCRC or JRHC President and the Residence Life Coordinator, will determine the required number of Residence Representatives to satisfactorily staff the cruise and will inform Activity Leader(s) of that number.

4. All mandatory and appropriate safety precautions must be followed (e.g., wearing life jackets [depending on conditions in boats]).

5. Qualified First Aid support, or equivalent service, must be available on board and satisfactory arrangements must be in place to summon emergency vehicles if required.

6. Travel plans, including the itinerary and contact number of the boat company must be documented.  Any substantive change in travel arrangements (e.g., destination, carrier) should be recorded and communicated to the Person in Authority in a timely fashion.  

7. All parties must agree that, as part of the approval process, failure to effectively carry out all arrangements as approved by Queen's University Residences and Councils, invalidates approval for the cruise.  Furthermore, the Residence Representatives are empowered to order the termination of the cruise and the return of the boat to the dock, and will have the full cooperation of the Activity Leader(s) and the proprietor in carrying out that order.

8. The Activity Leader(s) and the cruise operator must make arrangements acceptable to the Residence Representatives for the safety and personal security of all participants.  The basic requirements are:

· That Residence Representatives be adequate in number to identify problems and to take effective action as necessary; 

· That the Activity Leader(s) ensure that the boat cruise/bus trip concludes with the safe return of participants to their place of residence.

6. The Activity Leader(s), the cruise operator and Queen’s University, must make satisfactory arrangements with the Residence Representatives for the handling of intoxicated individuals and for their safe removal back to their place of residence or to the Detox Center.  The on-call Don of the intoxicated resident must be notified.  Prior arrangements must be made by the Activity Leader(s) and Residence Representatives for the handling this type of situation. 

7. The Activity Leader(s), the cruise operator and the Residence Representatives must make preparations in advance to deal with students attempting to subvert the safety and security of the event.  

8. Residence representatives will be responsible for monitoring the level of impairment of participants prior to and during the cruise and will not permit impaired individuals or alcohol to go aboard the boat.   

9. The Activity Leader(s) will be responsible for ensuring that all participants are informed of the operating rules that will govern the cruise, and of the role, responsibilities and authority of the Residence Representatives.

10. Queen’s University Residences will ensure that all Residence Representatives are fully informed on the approved requirements and operating procedures for the cruise and instructed on their role, responsibilities and authority in the management of the event.

11. Queen’s University Residences’ approval for any cruise is on the understanding that the Residence Representatives will identify, and act to correct, any conditions at variance with those approved by Queen’s University Residences and will have the full cooperation and support of the Activity Leader(s) and the proprietor in carrying out that responsibility.

SECTION 8 - DEFINITIONS

Regular Activity – an event, such as a floor meeting or an educational program, which is organized in residence, a facility on campus or within the Kingston community.   This may involve limited physical activity, but does not involve transportation or alcohol.

Special Activity – an event that may take place at a facility on- or off-campus, which may involve transportation, physical activity, or the consumption of alcohol.  These events are further categorized into low-risk or manageable-risk events.

Low-Risk Activity – an off-campus event involving physical activity or day trip and may involve the consumption of alcohol in a licensed on- or off-campus facility.  This activity entails no risk greater than that encountered by the participants in their everyday lives. 

Manageable-Risk Activity – an event that may involve higher risk, such as increased physical activity, a facility with liability concerns, extended trips or a facility that provides alcohol, such as boat cruises or trips outside Kingston. 

Unmanageable Risk – risk deemed to exceed that which can be managed by planning and preparation, taking into account the category of the participants, the circumstances and the resources available.  

Activity Leader – the organizer of an event

Residence Representative – a person whose primary function is to monitor a special activity and is authorized to act in the event that a special activity is not being conducted in compliance with this policy.  S/he must be 18 years old and hold a Residence staff or council position such as Residence Facilitator, Don, President or Council Executive.

Participant – a resident student or guest

Student Constables – AMS Student Constable or Campus Security Student Constables

Special Activity Waiver and Acknowledgement Form – a form that must be signed by all participants prior to an event or activity

Special Activity and Planning Form – a form that must be completed by an Activity Leader before approval for a special event will be given

Special Activity Ticket – a form that contains information that is outlined in the Special Activity Planning Form.  No signature is required.  

Persons in Authority – the people responsible for the classification and approval of activities

· Director of Residence Life, Residence Life Office, 1st floor, Victoria Hall – 533-6790

· MCRC President/Events Coordinator – 1st floor, Victoria Hall – 533-6216

· JRHC President/House President – the Bubble, Jean Royce Hall – 533-6296

· Residence Life Coordinators – ground floor, Victoria Hall – 533-6790

Queen’s University Residences

Special Activity Planning Form

[image: image1.bmp]For office use only
Date (DD/MM/YYY) :______________________________________

Manageable-Risk Event: Director of Residence Life: _____________________________                                            MCRC or JRHC President:____________________________________________________

Low-Risk Event: Residence Life Coordinator: _________________________________

                                                                      MCRC Events Coordinator (Main Campus):___________________________________  

JRHC President: _________________________________________________________
Risk

(Please classify the level of Risk below)






    

Activity Leader Information

Name:______________________________       Position/Title:_________________________________________

Phone:___________________________      Email:___________________________________________________

Other organizers involved:_____________________________________________________________________

Event Information

Event type: __________________________________________________________________________________

Name of the Event: ___________________________________________________________________________

Event Date: ________________________________
Event Time: __________________________

Location of Event: 
On Campus


Off Campus

Name of Venue:______________________________________________________________________________

Address of Venue:____________________________________________________________________________

Phone Number of Venue: ________________________________________________

Name of Contact at Venue: ____________________________________________________________________

Description of Event: (If the event being organized is a Bus Trip, Formal or Boat cruise please read the appropriate section of the policy for details.)
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Estimated Number of Participants

1 - 25


26 – 50

51 – 100
      
101 – 150
       

151 - 200

300 +



Mode of Transportation

Public Bus

Chartered Bus

Personal Vehicles

Other

Charter Bus company name:____________________________________________________________________

Buses are contracted from a local licensed firm, are driven by qualified drivers provided by the firm, and the firm carries adequate insurance.

All buses must depart from the pre-approved location and must be checked before departure. 

        Location: ________________________________________________________

Residents must be made aware of pick-up and departure times and consequences of missing transportation or being denied transportation, due to intoxication or misbehavior.

If using personal vehicles, are drivers aware of their rights and responsibilities?
    

Yes


No

Is Alcohol Available?



Yes


No

If you have answered YES and the event is taking place in Residence, please ensure that you read and follow the Residence Alcohol Policy.

1) I have read the Residence Alcohol Policy 
  Yes


  No

2) Will underage students be present?

  Yes


  No

If YES to question 2, what measures you have taken to address this? _____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Residence Representatives

	Name
	Position
	First Aid Certified

	
	
	Yes        No

	
	
	Yes        No

	
	
	Yes        No

	
	
	Yes        No

	
	
	Yes        No


The appropriate number of Residence Representatives or Queen’s Student Constables have been assigned.


  Yes



The ratio of Residence Representatives should be no less than 1:15; in some instances, this ratio may be changed.  If you are given permission to do so, please ensure the following information is completed.

Name of the person who approved the change:__________________________________

New approved ratio:_________________________

Organized Event Waiver and Acknowledgement Form:

    Yes


No

All participants will be required to sign and Activity Waiver and Acknowledgement Forms.  Once the event is complete all participation forms will be forwarded to the MCRC, JRHC office or the Residence Life Coordinator.

Identifiable Risks

	Description of Activity Component
	Identify Possible Risks
	What precautions have been taken to minimize the risks?

	
	
	

	
	
	

	
	
	

	
	
	


I am fully aware that:

I will be held responsible for organizing the activity and ensuring that it complies fully with the Residence Organized Event Policy.

It is my responsibility to ensure that all volunteers and participants are aware of their responsibilities and have signed all necessary forms and read ticket waivers.

In case of emergency, I am aware of the Residence Life Coordinator emergency cell phone, which is ______________________________

I plan to communicate with the Residence Life Coordinator by  (pay phone or cell phone):  ____________________
I understand that where damages cannot be traced to an individual, I as organizer, will be responsible for the full cost of the damages.

I understand that I cannot consume alcohol during the activity.

I have met all the conditions outlined in this Policy

By signing below you agree to follow the instructions and requirements as laid out in this form and in the policy.  This includes, but is not limited to, the laws of the land and the rules of Queen’s University Residences and its student governments.

Activity Leader Name


Date

Special Activity Waiver and Acknowledgement Form
Release of Liability, Waiver of Claims, Assumption of Risks and Indemnity Agreement
BY SIGNING THIS DOCUMENT, YOU WILL WAIVE CERTAIN LEGAL RIGHTS, 

INCLUDING THE RIGHT TO SUE - PLEASE READ CAREFULLY

In Consideration of Approval to Participate in (name of activity) I, (name of participant) hereby release and forever hold harmless Queen’s University, all student organizations and groups under its jurisdiction, from responsibility for lost or stolen property or bodily injury, which is not due to the negligence of the releases.  I understand that I am responsible or may be responsible for my own transportation to and from the activity if I am under the influence of any type of substance.   I fully acknowledge that Queen’s University will not be responsible for any costs or inconvenience associated with my own transportation.  I accept full responsibility for my actions.
Signature:__________________________________________________Date:_______________

Witness:____________________________________________________

Activity Leader Signature: __________________________________ Date:______________

SECTION 10 – OTHER RESOURCES

· Queen’s University Off-Campus Activity Safety Policy

· http://www.safety.queensu.ca/safety/policy/activity/
· Safety Planning Record Form

· Feedback/Evaluation Form

· Post-Activity Incident Report

· Alcohol Policy - Queen’s University Residences

· Health, Counselling and Disability Services – 533-2506

· Residence Life Office – 533-6790

· Environmental Health and Safety – 533-2999

· University Legal Counsel – 533-2211

· Main Campus Residents’ Council Office – 533-6216

· Jean Royce Hall Council Office – 533-6296

Not Approved





Approved





Low-Risk Event:  This type of event involves typical off-campus physical activity or day trips and may involve the consumption of alcohol in a licensed on- or off-campus facility.





Manageable-Risk Event:  This type of event involves high risk physical activity, a facility with liability concerns, extended trips or a facility that provides alcohol.         
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