








I. PURPOSE
The purpose of this FSSP is to outline procedures and responsibilities of Facilities Services for Pitt County High School and Pitt Community College Graduation Ceremonies at Minges Coliseum.

For the purposes of this FSSP, “events” refers to the Pitt County High School and Pitt Community College Graduation ceremonies.

II. RESPONSIBILITIES
A. ECU Athletic Department 
1. ECU Athletic Department is responsible for the management, set-up, and takedown of the events, including but not limited to, the following:

a. the placement of mats on the floor and the removal of basketball goals; 

b. the procurement of stage and the means to set it up.  See II.E. concerning use of the Facilities Services Stage;

c. the procurement of other equipment such as backdrop, podium, etc., and the means to set them up;

d. the set-up and arrangement of chairs;
e. the takedown and bundling of chairs by the pre-determined pick-up time;

f. provide a minimum of two (2) weeks prior notice to Facilities Services for coordination of support by  Electrical, Life Safety, Plumbing, HVAC, and Housekeeping Services, etc.

B. Moving Services

1. Moving Services shall not be involved in providing, delivery, set-up, arrangement, take-down, or bundling of the chairs.

C. Utilities Services
1. Facilities Services shall provide Utilities Services staff.  Maintenance staffing shall be one (1) Electrician with life safety experience, one (1) Plumber, one (1) HVAC Technician, and an Event Manager.  Personnel shall report one (1) hour prior to the start of the event and stay for the at least one half hour after the event ends or until all patrons leave the building or are down at ground level whichever is later.  
2. The Event Manager is determined by seniority amongst all the Utilities Services supervisors.  
D. Housekeeping Services
1. Facilities Services shall provide Housekeeping Services staff.  Housekeeping Services staffing for the events are six (6) Housekeepers (3 women and 3 men) and one (1) Housekeeping Services Supervisor.
E. Facilities Services Stage

1. Normally, the Facilities Services Stage is set-up in Minges Coliseum for the departmental commencement ceremonies in mid-May at the end of Spring Semester.  Usually, the events occur in the weeks following the University’s Commencement.  With the written approval of the Assistant Director – Grounds Services, the Facilities Services Stage may be used for these events if the use does not create any additional work or overtime for Facilities Services personnel, does not cause wear and tear on the Facilities Services Stage, and does not conflict with any other scheduled event, activity, etc. in Minges Coliseum.  When practical, chairs may also be used for these events if the use does not create any additional work or overtime for Facilities Services personnel, does not cause wear and tear on the chairs, and does not conflict with any other scheduled event, activity, etc. in Minges Coliseum.

F. Cost to repair damaged equipment and additional costs including materials, labor, etc. for the events shall be charged to the Minges Rental FOAPA Fund 317500 Org 850101 Prog 2190 (FRS 3-15500).  
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