
Student Event Reflection 
This form is starts a discussion between students who would like to hold an event and Trinity 

College. The goal of this form is to make your event safe, fun, accessible, and successful, not as a 

roadblock. If you have difficulty with planning your event, the Student Heads and the Assistant Dean 

of Student Life are here to help! 

 

Please keep in mind that Trinity College has an increased responsibility when student events are 

being held in non-student only spaces, using College funds, or require a College signatory.  

 

Once completed, please send this form to Cameron McBurney the Assistant Dean of Students 

- Student Life (cmcburney@trinity.utoronto), or the Office of the Dean of Students 

(deanofstudents@trinity.utoronto.ca).  They will contact you with 3-5 business days confirming 

your event or indicating if further discussion is needed.  

 

Important Considerations for Hosting an Event: 

As a constructive exercise, please jot down some thoughts on each of these points. 

 

 Have you secured your funding sources? 

 Is there a contingency fund for unexpected expenses (e.g. damages)? 

 In what ways are you advertising to students? How will you reach students who 

commute, do not use social media, etc?  

 

 Will you be inviting/visiting/hosting/soliciting any external groups or speakers?  If so, 

who? 

 

 How far in advance will you start advertising? 

 Will you be providing any food and/or refreshments during the event? 

 Will you be providing any transportation to and/or from the event? 

 Will attendees be pre-registering for your event? 

 How many people do you expect to attend your event? 

 What security will you need for your event? 

 What does “success” look like for your event? 
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Risk Management and Mitigation: 

When you are holding an event, there are inherent risks. It is important to be aware and to consider 

mitigation steps in advance. Please consider risk to not only your attendees, but event organizers, 

vendors, community members, and other stakeholders associated with the event. This exercise is 

intended as a reflection and will be the starting point for dialogue with the Office of the Dean of 

Students. 

 

 What are the physical risks? How will we foster a safe event? 

 What are the financial risks? Are there fall back funds? 

 What are the reputational risks? Could external groups be impacted? 

 What are the psychological risks?  Do you intend to scare or offend guests? 

 What are the barriers to equity? Have we thought of our entire community? 

 What are the barriers to accessibility? How are we mitigating them? 

 

Please remember this reflection is not a space booking! 

To complete the booking for your event contact the Events Services & Catering Office: 

events@trinity.utoronto.ca. 

 

 

For booking student curated spaces please out to reach out to the curators of the Junior 

Common Room, Divinity Common Rooms, Student Heads’ curated common rooms. Please, 

reach out to the individual curators for these rooms to secure them for your event.  

 

To help connect your booking and this risk management process please provide details about 

any associated bookings below. 

 

 Name of the individual booking:   

 Date of the event:   

 Room Booked:   

 Name of the event:   

 

Thank you for taking the time to read this form and think deeply about the important 

considerations and risks related to your event. We look forward to receiving your thoughts 

(feel free to type in between the bullet points) and starting a discussion together. Remember 

that the Office of the Dean of Students, the Student Heads, and the Trinity College Meeting 

(TCM) are all here to help support you and make your event a success!  

mailto:events@trinity.utoronto.ca

