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the Events Department Failure to do this may result in cancellation of the event. No 
changes may be made within 3 business days of the event  
date, other than cancellation or changes made under the authority of the Executive 
Director of Events on behalf of the President of Lake-Sumter State College. 

d. The Florida Fire Prevention Code requires that all places of assembly must have at
least one security officer or designee on-site. Where occupant loads exceed 250,
additional crowd managers/supervisors are required at the ratio of one crowd
manager/supervisor for every 250 occupants (NFPA 101, Section 12.7.6.1).  (i.e. A
275-person event = two crowd managers).

e. Additional Security Officers may be required for any meeting/event over 100 people
to handle traffic and additional safety concerns. The need for additional Security
Officers will be determined by the type of event activity, size and composition of
expected attendance and other information relevant to the event. LSSC reserves the
right to require a specific number of Security O
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g. The College recognizes that a speech, demonstration, or event on college property
may potentially invite other forms of protest. When these occasions arise, the
expression of all parties is important. When appropriate, a separate area may be
designated for counter-protesters, college security officers will be present and other
security measures will be employed to ensure the safety of all participants and the
college community. The College may provide an alternative space for protesters
attending an event if, in the reasonable judgment of the College, it is necessary to
preserve order and ensure the physical safety of all participants at the event.

h. Alcoholic beverages are generally not permitted; however, Board Rule 2.14 makes
provisions for an exception. Please refer to this rule for all qualifications and
exemptions.

IX. INSURANCE REQUIREMENTS

a. All external individuals/groups booking meeting, classroom, or event space must
present a Certificate of Insurance (COI) listing the College as an additional payee in
the amount of at least $1,000,000 to Lake-Sumter State College, 9501 U.S. Hwy 441,
Leesburg, FL 34788.

b. All vendors used at any meeting/event must present a Certificate of Insurance
(COI) with combined single limits of liability of at least $1,000,000 listing the College
as an additional insured.

c. Food may be brought in from outside sources such as pizza delivery or pre-made
sandwiches without a Certificate of Insurance, however, if the food is to be prepared
and served by the vendor on site, they must provide a Certificate of Insurance.

d. Tenants and Users Liability Insurance (TULIP) coverage may be purchased by
individuals or groups who do not have the required liability insurance coverage, at
their expense.

NEW: 1/8/2024
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	e. Agency - A commercial or government bureau furnishing some form of service for the public.
	f. Classroom - An instructional space having no special design or equipment and normally utilized for instruction.
	g. Department - A division within the LSSC organizational structure to which a funding account number has been assigned (Fiscal Operations, Music Department, etc.).
	h. Educational Facilities - The buildings and equipment that are built, installed or established to serve education's purposes and which may be lawfully used.
	i. Educational Plant - The buildings, equipment and grounds necessary to accommodate students, faculty, administrators, staff and the activities of the educational program at LSSC.
	j. Grounds - That area which includes, but is not necessarily limited to, all patios, exterior walls, grassed areas, playing fields and parking areas located within the legal boundaries of the educational plant.
	k. Instructional Space - Any area used primarily for study or instructional purposes.
	l. Large Event- 100 Attendees or more.
	m. Maintenance - Those activities that are concerned with keeping the grounds, buildings and equipment at an acceptable level of efficiency.
	n. Normal Classroom Hours - 8:00 AM. through 10:00 P.M. Monday through Thursday; 8:00 AM. through 5:00 P.M. Friday and 8:00 AM. through 5:00 P.M. Saturday.
	o. Normal Working Hours - 8:00 AM. through 4:30 P.M. Monday through Friday.
	p. Operations - Those activities concerned with keeping the educational plant open and ready for use such as cleaning, disinfecting, heating, cooling, lighting, power, communications, set up/tear-down, grounds care and security.
	q. Organization - A licensed body of persons organized for some purpose or work.
	r. Small Event- 100 attendees or less.
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	a. 6A-2.0111, Florida Administrative Code (SREF) establishes operating standards for state College facilities.
	ensure such standards are maintained.
	1. College facilities shall be scheduled in accordance with the following priorities:
	i. Priority 1 - Credit classes and those events held in direct support of such classes
	ii. Priority 2 - Non-credit classes and those events held in direct support of such classes
	iii. Priority 3 - Recruitment/Student Activities support and those events held in direct support of the College's mission, mission which does not qualify for Priority 1 or 2 scheduling.
	iv. Priority 4 - College sponsored or co-sponsored events or activities, including those events or activities conducted by college direct support organizations
	v. Priority 5 - Events or activities conducted by other local educational institutions
	vi. Priority 6 - Non-College sponsored events or activities conducted by State of Florida approved non-profit organizations
	vii. Priority 7 - Non-College sponsored events or activities conducted by commercial
	organizations, or by any other individual, group, agency or organization not
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	*All external group requests must be reserved in the Nest, confirmed and signed off by the Executive Director of Events, and comply with the current rate schedule.
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