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Massey University Policy Guide

EVENT MANAGEMENT POLICY

Purpose:

a. To provide guidance in the planning, organising and delivering of events across all Massey University campuses
so they align to the National Events and Sponsorship strategy.

b. To ensure that events delivered across the University are of a consistently high quality and standard, minimising
the risks and maximising the opportunities to enhance the University’s business and reputation.

Policy:

1) Any party who intends to plan, organise and stage an “Event” on Campus must complete the respective Event
Application or Notification Form for the event; and forward it to the respective Campus Events Management office
to register and confirm details of the proposed event, no later than 20 days prior to the event commencing.

2) Any party who intends to plan, organise and stage an “Event” off Campus, which is affiliated to Massey University
through brand association, sponsorship etc must complete the Event Notification Form and forward it to the National
Events and Sponsorship Director to notify them of the details of the proposed event/activity, no later than 30 days
prior to the event commencing.

3) |If required, prior approval for particular aspects of the event must be obtained from the appropriate departments,
i.e. Campus based Operations, Facilities Management, Risk Management, Health and Safety, ,
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http://www.massey.ac.nz/massey/staffroom/policy-guide/risk-management/risk-management_home.cfm#Risk Management Policy
http://www.massey.ac.nz/massey/staffroom/policy-guide/health-and-safety/health-and-safety_home.cfm#Health & Safety Policy
http://www.massey.ac.nz/massey/student-life/about-our-campuses/manawatu-campus/events/event-registration-form.cfm
http://www.massey.ac.nz/massey/staffroom/policy-guide/facilities-and-campus-managemebnt/facilities-and-campus-managemebnt_home.cfm#Event Management

