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Response Guideline: Alcohol Requests 

 

Purpose: To establish a procedure for gaining EVC approval for events that 
involve alcohol. UTHSC has implemented revisions to the Alcohol 
Policy in compliance with the State of Tennessee’s “Drug-Free 
School Zone” 

 
Scope: All UT Health Science Center campuses and non-UTHSC 

personnel wishing to host events on the Memphis Health Science 
Center campus at which alcohol will be present. 

 
 

Responsibilities: 

• EVC/COO:  
o Review applications that are recommended for approval by the Office of 

Campus Safety and Emergency Management. 
o Respond to applicant requests for exceptions. 

 

• Campus Safety and Emergency Management: 
o Review applications submitted through Qualtrics for compliance with the 

campus Alcohol Policy. 
o Respond to applicants for further information and documentation. 
o Retain documentation on each event. 
o Forward recommendations for approval to the EVC/COO. 

 

• Student Affairs: 
o Review applications for event registration for events hosted by student 

organization for compliance with the campus Alcohol Policy . 
o Review applications for alcohol requests for events with student 

involvement. 
 

• Student Applicants: 

o Submit application for event registration through Engage. 
o Submit application for alcohol request through the Maxient form for 

Student Affairs approval. 
o Submit application for alcohol event request through the Qualtrics form 

for Campus Safety and Emergency Management review. 
o Provide required documentation as requested by Campus Safety  
o Provide a single applicant or point of contact for each application 

pertaining to a specific event. 
 

• Staff/Faculty Applicants: 
o Submit application for alcohol request through the Maxient form for 

Student Affairs approval when student will be present at an event where 
alcohol will be present. 

https://policy.tennessee.edu/procedure/sa00120-alcohol-policy/
https://policy.tennessee.edu/procedure/sa00120-alcohol-policy/
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o Submit application for alcohol event request through the Qualtrics form 
for Campus Safety and Emergency Management review. 

o Review and adhere to the UTHSC Alcohol Policy 
o Serve as the only applicant for all applications pertaining to the specific 

event 
 

 

Procedure: 

1. UTHSC Student Applicants are to apply for event registration through 
Engage. The events are to be applied for and approved at least 15 days in 
advance of the event’s date. This step is only to be completed by Student 
Applicants.  

  
2. Student and Staff/Faculty Applicants are to apply for alcohol approval 

through Student Affairs through the Maxient form. This form is to be 
completed at least 15 days in advance of the event’s date. 

 
3. Student and Staff/Faculty Applicants are to apply for EVC/COO approval 

through the Qualtrics form found on the UTHSC Campus Safety website. 
This application must be submitted at least 15 days in advance of the 
event’s date.  
 

4. Once the application has been submitted to Campus Safety, they will 
review the application and will reach out to gather further information or 
documentation.  

 
5. Once all necessary information, approvals, and documentation has been 

received, Campus Safety will draft the approval letter. The letter is then 
submitted to the EVC/COO as recommendation for approval. 

 
6. The EVC/COO will review the letter and approve or deny the letter. It is 

then sent back to Campus Safety, who will forward the letter to the 
applicant. 

 
Campus Safety Application Requirements: 

When filling out the application for EVC approval, the following information is 
required for approval: 

• Name of event 

• Event date 

• Event start and end time 

• Location of event 

• Department or organization hosting the event 

• Event contact  
o The applicant will serve as the event contact. Only one event 

contact per event application. 

• Number of anticipated attendees  

• Sober contacts in accordance with the Alcohol Policy’s 1:25 ratio 

https://uthsc.campuslabs.com/engage/
https://cm.maxient.com/reportingform.php?UnivofTNHSC&layout_id=10
https://uthsc.co1.qualtrics.com/jfe/form/SV_87kU55on1OhMioK
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o The application only allows for up to 8 sober contacts. If additional 
sober contacts are required, the full list can be emailed the Campus 
Safety alcohol administrator at safety@uthsc.edu. 

• Checkboxes for compliance with UTHSC Alcohol Policy 
o These checkboxes must be checked in the application. Most of the 

required information can be confirmed in email. If these 
checkboxes are not checked off, then the application will have to 
be redone. 

 
 
Documentation: 

Documentation may be required for the application to be approved. There are 
several variations in each event that can require different documents for EVC 
approval. 

• Student Applicants will always require the Engage registration approval 
and the Maxient Student Affairs alcohol approval. 

• Staff/Faculty Applicants hosting events with student involvement will 
require the Maxient Student Affairs alcohol approval.  

• Staff/Faculty Applicants hosting events with no student involvement will 
not require any of the previous approvals and only need to submit the 
Qualtrics form to Campus Safety. 

 
Variations on Documentation Requirements: 

Depending on the specifics of the event, there can be different documents and 
approvals that may or may not be necessary from the applicant.  

• Alcohol Provider Insurance and Licensure 
o If an event is held at an established restaurant where alcohol 

service is provided, then licensure and insurance documentation is 
not required. 

o If a third-party caterer is being used to provide alcohol service, 
then the required documentation to be provided will be their 
certificate of insurance, their catering license, and the employees’ 
alcohol server permits. 

o If a third-party caterer does not have the required catering license, 
the venue can provide their license. The catering company will still 
need to provide their employees’ alcohol server permits 

• Approvals 
o Students and Student Organizations hosting the event will always 

require approved Event Registration and Student Affairs alcohol 
approval. 

o Student Affairs alcohol approval is always necessary for events 
where students will be present. 

o Staff/Faculty events on university property using a third-party 
caterer and who will not have students present will require 
EVC/COO approval 

mailto:safety@uthsc.edu
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o Staff/Faculty events where not students will be present and the 
event is held off-campus at an establishment who provides alcohol 
service, such as a restaurant, do not require any approvals. 

 
Exceptions: 

Campus Safety will not recommend for EVC/COO approval events that do not 
meet the requirements of the Alcohol Policy or for which suitable documentation 
has not been provided. Applicants for events not recommended for approval may 
request that the EVC/COO or Chancellor allow an exception to the policy. 
Applicants must make such appeals directly to the EVC/COO or Chancellor and 
provide documentation that the request for exception has been granted (e.g., email 
from the EVC/COO or Chancellor granting the exception). Campus Safety does 
not make requests for exceptions on behalf of applicants.  

 
 

Deadlines: 
Submissions to Campus Safety must be submitted 15 days in advance of the 
event. Given the interdepartmental nature of these requests, an application does 
not need to be completed in it’s entirety before submission (e.g., caterers license 
can be provided after initial submission). It is necessary to complete the 
application before the deadline of 15 days prior to the event. This is necessary to 
allow for further information to be obtained and to give the EVC/COO adequate 
time for receipt, review and approval. Applications submitted past the deadline 
risk not being recommended for approval or not being received by the EVC/COO 
for approval in time for approval to be granted.  

 

 
Notes: 

While events are not limited to the four (4) hour time frame, the alcohol service is 
limited to this time frame. For events that will last longer than four (4) hours, the 
application must list the time frame where alcohol service is applicable. This 
window cannot exceed the four-hour time frame. 
 

Documentation Examples: 
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Caterer License to provide alcohol: 
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Certificate of Insurance: 
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Server Permit to serve alcohol: 

 
 
 
 


