· [image: ]Document Samples and Templates are provided to give you a foundation / starting point for your own use and form creation.
· Feel free to customize as you need for your own organization.
· Replace the logo with your own.

Holiday Party Risk Mitigation Checklist	Comment by Maricia Meyer: Additional thoughts from an Insurance perspective:

If alcohol is being offered (even if limited or BYOB), there’s some liability exposure if someone overdrinks and causes harm…like driving under the influence after leaving. To help minimize risk:
• Limit alcohol consumption (drink tickets, only beer/wine offered, etc.)
• Provide plenty of food + non-alcoholic options
• Consider a licensed bartender—they’re trained to monitor consumption and carry their own liability coverage
• If possible, encourage ride-sharing or carpools to avoid driving after drinking 

If something at the event location goes sideways and there  is damaged, it’s good to have a clear understanding ahead of time - who has the liability.  If at a person’s home or an event location.

The hosting employee/event should double-check their homeowners or event location’s property & casualty policy 

The  organization's general liability policy would typically respond to incidents tied to employer-sponsored activities, but it  may not offer coverage in some instances/location.  Best to check organization's insurance policy.
[image: *] Do not make the event mandatory and clearly communicate that attendance is optional. Make sure that managers and supervisors do not imply that failure to attend would count against the employee in any way.

[image: *] Avoid conducting any work-related activities, such as award presentations or company updates, at the event. To further support the non-work nature of the event, hold it off-site and outside of regular business hours and allow employees to bring a guest.

[image: *] In advance of the event, set expectations around respectful behavior and encourage employees to drink responsibly. Remind employees that company policies, including harassment and other conduct policies, apply at the event.

[image: *] Have a plan to ensure that no minors or visibly intoxicated attendees are served alcohol. If possible, hire professional servers (or hold the event at a staffed facility) who will, as part of their job, politely refuse to serve anyone who they perceive has had enough to drink.

[image: *] Consider hosting a cash bar where employees purchase the alcohol. This will reduce the likelihood of a claim that the employer provided alcohol directly to employees. It will also reduce consumption.
[image: *] Provide employees with a set number of drink tickets so that each attendee is limited in the number of alcoholic drinks they will be served (there are obvious limits to the usefulness of this tactic, but it may be somewhat helpful).
[image: *] Avoid entertainment and event locations that may be potentially provocative, risqué, or offensive. These atmospheres, especially when combined with alcohol, may become conducive to sexual harassment.

[image: *] Plan for how employees who have been drinking will get home. This may involve providing taxis or public transit options at no cost to the employees, arranging for group transportation, or encouraging employees to designate a driver at the beginning of the event.

[image: *] Provide ample food and non-alcoholic beverages, both for safety reasons and so non-drinkers know you've given them consideration.
[image: *] Even if you don’t want or plan to provide taxi service, don’t think twice about calling and paying for one if an intoxicated employee has no way home other than driving themselves. This is not the time to teach employees a lesson, and from a cost-benefit point of view, it may be the best $30 the company ever spends.






Legal Disclaimer: The materials and information contained herein are intended only to provide general information and in no way constitute legal advice. While these resources are provided in consultation with federal and state statutes, please be aware that additional applicable regulations, laws, and legal considerations may exist. Therefore, if you have specific questions or concerns, please consult legal counsel. Please also be aware that the information provided is current as of 05/15/2023 and the information contained herein is subject to change.
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