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PURPOSE: 
To coordinate all events that have the potential to attract large crowds with various departments (Safety Office, Public Safety & Security, Plant, Food Services, Event Planning).

DEFINITION:
1. Public assembly occupancy- per Fire Code, assembly occupancies include but are not limited to all buildings or portions of buildings (including tents, open areas and outdoor areas) used for gathering 50 or more persons for an event such as eating or entertainment.

POLICY:
1. It is the policy of the Hospitals to provide a Safety review for catered events and large gatherings (i.e. assembly occupancy).

PROCEDURES:

1) Event Locations 
2) All events in these locations, must be reviewed by multiple Departments such as Public Safety, Plant, and the Safety Office.
a) The following areas have pre-approved occupancy limits and may be used when this Policy is followed. 
i) Billings Cafeteria
ii) Billings Auditorium P-117
iii) Dora De Lee L-168
iv) DCAM Food Court
v) The following areas that may be approved for catered events or large gatherings only after the review process:
(1) All courtyards
(2) DCAM atrium area-may only be used when patient occupancy is low such as in the evenings
(3) Goldblatt Lobby
vi) The following are areas also need review by Safety. Comer I & II, Surgery Brain, DCAM and Mitchell Lobby (entrance) areas are not to be used for events with regard to tables and chairs. Banners and other informational material are to be kept to a minimum only for facility-wide promotions only such as employee information or compliance. Advertising speaking engagements using poster easels is not allowed in any lobby area and the use of electronic advertising is encouraged. The banners and informational material shall not block any fire alarm panels, pull stations, stairs, detectors, hoses, extinguishers, exit signage, exit paths or any other fire component. 

3) When it is planned that a catered event or large gathering will be held at one of the aforementioned locations, the following steps are necessary:
a) The Sponsoring Department shall:
i) Notify Multi-Media Services at 26265 five (5) working days in advance.
ii) Notify the Safety Office at 2-1733 five (5) working days in advance. The Safety Office Fire Safety Officer or designee will review fire exits and fire suppression with a representative of the Sponsoring Department and supply additional extinguishers if needed. 
iii) Notify the Public Safety Department at 2-6262 five (5) working days in advance. The Public Safety Department will assess the security needs and make resources available to fulfill the needs
iv) Notify the Plant Department at 2-6295 five (5) working days in advance. The Plant Department will help coordinate any power needs.
v) Notify Environmental Services at 2-6296.
b) At the time of the event the Event Manager or designee for the Sponsoring Department will ensure that event is evaluated and in compliance with this policy (see Appendix A for Safety Review).
(i) An appropriate number of fire extinguishers, as determined by the Safety Office are available.
(ii) Ensure that all of the General Fire Safety items are followed.
(iii) Personnel in charge are familiar with the location of the closest fire alarm pull station and with the procedures for summoning emergency assistance.
(c) The caterer is in compliance with IDPH and the City of Chicago Department of Health food safety regulations

4) After Event
(1) A person from the Sponsoring Department or designee shall conduct a post-event check to ensure all fire sources are extinguished and that the space is returned to its previous state. 
(2) Arrange for clean up through Environmental Services 

5) General Fire Safety
a) Exits:
i) Exits must remain unobstructed and provide clear access at all times. This includes tent and courtyard exits. Tent ropes must not cross an exit at a height less than 7 feet.
ii) Standard equipment set-up plans exist for common gathering areas. Table and chair set up arrangements that may interfere with exits must be reviewed by the Safety Office. 
iii) If event is located in an area without ADA ramp access, a temporary ramp must be installed.
b) Flammable Materials
i) Equipment fueled by small heat sources that can be readily extinguished by water such as candles or alcohol-burning equipment including solid alcohol (i.e. Sterno gel fuel) is allowed. 
ii) No propane gas cooking is allowed.
iii) Tents material must be properly certified as flame retardant per NFPA 701 on the label. If there is no label, the owner of the tent will verify the tent is flame retardant with other documentation; otherwise the tent may not be used.
iv) Expositions, decorations or displays have a number of requirements. Please contact the Safety Office.
v) No hay, straw, shavings or similar combustible materials are permitted.
c) Fire Equipment
i) Fire equipment (hydrants, connections, fire extinguishers, hoses, sprinklers, detectors, panels, horns, lights, pull stations) must not be blocked.
ii) One portable fire extinguisher must be furnished at each exit of an enclosed tent as reviewed by the Safety Office.
d) Cooking equipment
i) Cooking equipment must be used in strict accordance with the manufacturer’s and listing agency’s instructions including replacement fuel and parts. 
ii) Electrical installations must comply with National Electrical Code and be coordinated by Plant. Electrical equipment must not have frayed cords, must have 3 prong grounded plugs and must be used as designed. Please see Policy A07-05 Extension Cords and Adapters.
e) Crowd Managers
i) A minimum of 1 Crowd Manager per 250 people is required. Crowd Managers are responsible for maintaining clear exits, initiating the fire alarm if necessary, directing occupants to exits and overcrowding. Ushers, Event Managers, Public Safety or Police may act as Crowd Managers.

INTERPRETATION, IMPLEMENTATION, AND REVISION:
The efficacy of this policy will be reviewed at least every three years by the Life Safety Committee.

REFERENCES
1. NFPA 101 Life Safety Code
2. NFPA 70 National Electric Code
3. NFPA 102 Standards for Grandstands, Folding and Telescopic Seating, Tents and Membrane Structures
4. A07-05 Extension Cords and Adapters.



________________________ 
William Huffman 
Vice President, Facilities, Design and Construction



Appendix A Public Assembly Safety Office Check



Date__________ Time__________ Location_______________No. of Guests_________

Event___________________ Person doing check_____________________

Sponsoring Department _________________________________

Check = yes
Sponsoring department informed to:
1. Announce or post exits for attendees
2. Keep exit doors clear and unobstructed on both sides
3. Keep exit paths and aisles clear and unobstructed all the way through exit
4. Keep wires are taped down and secured
5. Keep exit and Emergency lights unobstructed
6. Have floor set-up approved
7. Keep fire protection unobstructed (pull stations, fire extinguishers, hoses, connections, lights, horns)
8. Make sure decorations or tent, if used, are non-flammable
9. Have heat sources reviewed
10. Keep appropriate number of Fire extinguishers in place as described by Safety Office during planning.
11. Crowd manager will be (who?)_______________________
12. Ensure crowd manager in place
13. Post check assigned to (who?)____________________________ 

Ensure Post check is completed (notify Public Safety at end of even 

