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THIS DOCUMENT IS SUBJECT TO CHANGE AT ANY TIME PER NEW STATE OR
FEDERAL REQUIREMENTS! EVERY EFFORT WILL BE MADE TO COMMUNICATE
UPDATES IN THIS DOCUMENT AND BY CAMPUS ANNOUNCEMENTS.
As this is an evolving situation and guidance may change on a daily basis, it
should become standard practice to inform attendees well in advance that
scheduled meetings or events may be cancelled or changed to a virtual format at
the last minute.
This document follows guidelines as set forth by the State of Vermont’s Safe and
Healthy Return to Campus, Vermont State Fire Marshal’s Office, Vermont Department
of Health, and the CDC.
Norwich University’s goal is to avoid or slow the transmission of the COVID-19 virus to
students, employees and in the community by reducing exposure at on-campus events.
The purpose of this procedure is to provide guidance for hosting events that benefit the
campus community while ensuring the health and safety of our students, employees
and community members.
For the 2020 Fall semester, all events that are open to the public should be cancelled or
conducted virtually/remotely. When appropriate, events that can be hosted safely inperson for the campus community may also be offered to the public in a virtual format.
For events that by nature cannot be made virtual or would be less impactful in that
format, or where social distancing measures cannot be achieved, then postponement or
cancellation is required.
For all events organizers must refer to and follow existing Norwich University policies
and in consideration of other events. NU-sponsored events’ status is updated regularly
on the University’s Event Updates webpage in coordination with the Office of
Communications found at: https://www.norwich.edu/event-updates.
All event hosts/organizers must inform the Public Safety Office in advance of events
and visitors arriving for such events by emailing publicsafety@norwich.edu.
All approved on campus events must comply with requirements for universities and
colleges established by the Vermont Agency for Commerce and Community
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Development (ACCD) and by Vermont Department of Health College Restart Plan in
place at the time of the event.
For approved events, organizers must ensure:
• Compliance with this procedure and applicable Norwich University policies.
• Attendees are required to wear face masks.
• Organizers will provide single-use masks and ensure easy access to
handwashing facilities and alcohol-based sanitizers are readily available to all
event participants
• Event space is large enough for appropriate physical distancing measures (at
least 6ft. between each individual);
• The meeting attendance will not exceed 75 people or 50% of the room capacity;
whichever number is smaller (as per State of VT guidelines as of 7/6/2020). In
all cases physical distancing must be maintained.
• Multiple sections of the same content may be necessary to allow for greater
attendance.
• Entrances and exits to the facility will need to follow physical distancing
regulations
• Event space must be disinfected before and after the event. It is the responsibility
of the event organizer to do so with the assistance of Facilities and Operations
staff.
• Athletic practices, intramurals and other athletic-related activities must adhere to
current guidance and regulation as set forth by the State of VT and NCAA
regulations.
Food and beverage services – Events held on campus are subject to guidelines as set
forth by the Norwich Food Service vendor of choice, and will follow directive from the
Vermont Department of Health, and the State of Vermont. Sit-down dining events will be
spread out to allow physical distance and separation. Use of double rectangular tables
of 4 seated will facilitate required physical spacing. Round tables for 8-10 seated are no
longer allowed as per this procedure. Event organizers should consider using outside
tents for any receptions planned prior to dining events in order to increase air flow and
facilitate physical distancing.
Sanitation – Cleanliness is a priority at any event held on campus. Constant cleaning
and disinfecting will limit exposure to illness, and promote a healthy event. Any largescale event held on campus must be staffed by Facilities Operations custodial
personnel. High-touch areas and bathroom facilities will receive constant cleaning by
custodial staff during such events. For events held in smaller settings, Facilities
Operations will clean and disinfect the area before and after each event. It is imperative
that organizers make sure that the space is clean throughout the event. Each event
must try to limit the amount of trash and waste that will be generated, and take under
consideration the impact an event has on the environment as it relates to disposable or
single use items.
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On-Campus Events
All on-campus events should be limited in time to reduce potential exposure. Events
must be vetted and approved by the Master Calendar Committee and comply with the
State of Vermont Agency of Commerce and Community Development (ACCD) and
event guidance for universities and colleges in the Vermont College Start Plan.
For approved on-campus events, organizers must choose an appropriate venue. Use
of outdoor facilities is recommended whenever possible. Alternately remote/virtual
events are encouraged. For events required to take place on campus, organizers must
choose a venue that will allow appropriate physical distancing. Capacity is calculated
by square footage of the event floor, divided by required (6’) physical distance spacing
and by percent of capacity allowed as directed by the Governor of Vermont. Capacities
may vary based on the layout of each event as per directive set forth by the State of
Vermont Fire Marshal’s Office.
Indoor events – Based on the required physical distancing requirements, venue
capacity is as follows:
For larger events such as Student Arrivals, Open Houses, Homecoming
Registration, Parents Weekend Dinner, Student Celebrations, Speaker Series,
REGI/Winter/JR Balls, and Commencement-Commissioning Ceremonies:
o
o
o

Plumley Armory: Capacity = 496 attendees. (Formerly 1,800 for theaterstyle and 700 dining)
Shapiro Field House: Capacity =1,150 attendees. (Formerly 3,500 for
theater-style and 1,100 dining)
Kreitzberg Arena: Capacity = 495 attendees. (Formerly 1,800 for theaterstyle and 700 dining) Note this facility is under construction and not
recommended for use before Oct. 2020.

Events in Plumley and Shapiro are subject to availability. Contact the Director of
Athletics Office for reservations.
For smaller events it is recommended that organizers limit the use of small
scale spaces, and consider gathering outdoors or remotely.
o
o
o
o
o

Milano Ballroom: Capacity = 70 attendees. (Formerly 200 for theater-style
and 170 dining)
Doyle Lobby at Concessions: Capacity = 51 attendees.
Mack Hall Auditorium: Subject to conditions of classroom regulations,
and required physical distancing.
WCC: Subject to required physical distancing of event location, and as per
the WCC Office.
Classrooms and Meeting Rooms: Subject to conditions of
classroom regulations, and required physical distancing.

Page 3 of 5

Norwich University
o

Other venues: Contact Facilities Operations for capacity information.

For all indoor events, air flow to the building will be constantly monitored to assure
proper ventilation. Multiple sections of the same content may be necessary to allow for
greater attendance. Entrances and exits to the facility need to follow physical distancing
regulations.
Outdoor events – Whenever possible, it is recommended that large events normally
held inside, be moved outdoors. Considerations for staging and setup layout is the
responsibility of the event organizer and Facilities Operations. They are subject to
seasonal temperatures and weather conditions. Event organizers should be prepared
to move events to an appropriate indoor venue or cancel as needed.
• Sabine Field, Sabine Concessions Landing, The Upper Parade Ground, Wise
Campus Center (WCC) Lawn, athletic fields, and designated lots, are typical
outside event locations.
• Retreat, Oath, and Alumni Parades, Markets on the Common, and tented
gatherings, should continue to be held outside while maintaining physical
distancing requirements as necessary.
• Capacity for outdoor events and public access to campus will depend on
guidance from the State of Vermont, Norwich University policies, and for athletic
events, the NCAA.
• Outdoor events are subject to reservations. Contact the Director of Athletics to
reserve any athletic spaces. Contact the WCC Office to reserve the WCC lawn.
Contact Facilities Operations to reserve all other open spaces on campus.
• All events are subject to conditions as set forth by the reserving office and this
procedure.
Virtual Events
Official Norwich University events that take place as a hybrid (part virtual/part in-person)
event or as an entirely virtual event are still required to be shared with the Master
Calendar Committee and posted to the Norwich online master calendar
(events.norwich.edu). This allows for visibility to the campus and for organizers to
schedule events without overlapping an existing major campus event. Individuals should
follow all the same approval and planning steps for virtual events as they would do for
an in-person event. For example, virtual events may still require a specific location for
staging. Classrooms, buildings or other event space must be reserved with the
appropriate point of contact and any special, physical equipment required must be
reserved through the Facilities and Operations office.
Norwich University’s ITS department is equipped to support training for event organizers
to host professional and secure virtual events. Contact ITS as soon as possible to
arrange training or support. Note: NU ITS will not be providing necessary equipment for
virtual events. Organizers must plan accordingly by coordinating with ITS so that they
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can recommend which equipment will work best for the event’s needs. Any purchased
items will be billed to the user’s budget.
Norwich University has approved virtual webinar, meeting, and collaboration software.
No unapproved software may be used for an official university event (such as Zoom).
Virtual events open the campus community for cyber security attacks, and it is a critical
requirement that all campus events observe what are approved and secure technology
platforms to support NU events.
Resources
https://accd.vermont.gov/sites/accdnew/files/documents/College-Restart-Plan.pdf
https://accd.vermont.gov/news/update-new-work-safe-additions-stay-home-stay-safeorder
https://labor.vermont.gov/VOSHA
https://labor.vermont.gov/document/protecting-safety-and-health-workers-vosha
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-buildingfacility.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-to-make-clothface-covering.html
Norwich University Policies
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