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Event Planning Process 

• SET overview

– Our goal

– Team members and roles
• Event approval process

– Student events

– Before/after hours

– External groups
• Scheduling
• The SET meeting
• Policies



Our Goal
To assist faculty, staff, and students in coordinating 
all activities associated with events held at the 
Bloomberg School of Public Health. 



Team Members

• Room Scheduling Melissa Horn

• Multimedia/Event rooms Celeste Stratton

• Communications Kenna Lowe

• Security and Parking Jim Leflar

• Video Production Mark Grutkowski 

• Housekeeping LaTrenya Hines 

• Jay’s Catering Phil Quick



The SET Meeting
• Scheduled approximately two weeks prior to the event and held on

Tuesdays at 10:00 AM.

• A representative must be present, primary contact preferred

• Event review and support needs

- Date, time and location of event - Attendees, special needs
- Visitors and VIPs - Multimedia needs
- Furniture arrangements - Catering and alcohol
- Parking and security  - Public event

- Publicity via Communications and Public Affairs
- Posters/E-posters



Events Coordinator

Scott R. Klein
sklein@jhsph.edu 

Office: 410-955-3066
Cell:    410-868-1162

www.jhsph.edu/SupportServices/SpecialEvents





Event Approval

• Student Events

- Submit online form 3 weeks prior to event for content approval

- Forwarded to scheduler and SET

- Forwarded to Director, Support Services for off-hour events 

• Off-hour Department Events

- Submit email to jmcvicke@jhsph.edu with the following:

- Event name and purpose - Date and time 

- Preferred location - Number of attendees

- Visitors - Special needs

- Multimedia support - Food/Alcohol

- Breakout rooms - Sponsoring organization





Special Event Reception Areas

• Courtyard 1 (near student lounge)
• Courtyard 2 (2nd floor near W2205/ W2207)
• Gallery (Monument St. Entrance)
• Jay’s (9th floor café Wolfe St. Bdg.)
• Daily Grind (1st floor café Hampton House)
• Feinstone Hall (E2030)
• Anna Baetjer Room (W1030)



Courtyard 1 (1st Floor)



Courtyard 2 (2nd Floor)



Jay’s (9th Floor Café, Wolfe St.)



Daily Grind (1st Floor Café, HH)



Feinstone Hall (E2030)



Anna Baetjer Room (W1030)
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• Email :  eventrms@jhsph.edu
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Steps to Create a Multimedia Request

• Access URL: https://my.jhsph.edu
• Login with user ID and password if necessary
• Choose “Help Area” graphic with question marks 
• Choose “Support Services / Multimedia Request Form”
• Complete the form, include budget info.
• Click “Send Form” button

Expect automated confirmation via email.





Online Resources
To review promotional services and 
resource materials from the Office of 
Communications and Public Affairs, go to
www.jhsph.edu/communications.

� Branding Guidelines
� Editorial Style Manual
� PowerPoint & Word Templates
� Logos
� Taglines



Promoting an Event
Major events can be promoted in various ways:

� Calendar of Events
� Posters
� Postcards
� Faculty-L and Staff-L Listserv
� Media

Before we can start any job request, 
you must first fill out an online job request form.

www.jhsph.edu/communications/event_promotion



Calendar of Events

The Office of Communications and Public Affairs maintains the School’s 
Calendar of Events which is linked off the School’s homepage under 
“Today’s Events.”

To promote an event on the School’s Calendar, fill out the online form 
linked from www.jhsph.edu.



Electronic Posters
The Office of Communications and Public 
Affairs manages the electronic posters for 
the Gallery.

The electronic poster template is located at 
https://my.jhsph.edu/C16/ePosters/default.
aspx.



Contact Us
Office of Communications and Public Affairs 

Phone: 410-955-6878
Room: E3137
Email: paffairs@jhsph.edu
Online: www.jhsph.edu/communications





Security 
• Contacts 

– Jim Leflar, Security Administrator
– Capt. Chuck Barbera, CSS

• Event Security
– Crowd control:  Evaluated at SET meeting
– Alcohol:  Security officers required

• Visitor Access and Assistance
– Sign-in procedures:

• < 15 visitors – Security posts
• 15 or more visitors

– Department must staff registration table in Gallery 
– Additional officer required to check badges
– Badge supplies are issued from W3501



Security

• Loading/Receiving Dock

– Access requires coordination prior to event

– Location: Wolfe St. Bldg. accessed from McElderry St.

– Freight elevator (Basement – 9th floor) requires card access

• Emergency Procedures

– Standard evacuation procedures

– Coordination required for anyone needing special assistance



Parking and Transportation
• JHSPH Garage

– High-profile visitors:  email requests to jleflar@jhsph.edu
– Catering access

• Visitor Drop-Off / Pick-Up
– VIPs: ensure proper security measures for high-profile visitors
– Private shuttles and limousines  

• Support Services website:  www.jhsph.edu/supportservices
– Campus Maps & Directions
– JHMI Shuttle Schedules
– JHMI Garage Locations



Contact Information

James Leflar, MA, CPP, CBCP, Security Administrator
Support Services, W3501
410-614-2862 
jleflar@jhsph.edu

Capt. Chuck Barbera, Corporate Security
410-955-0331 
cbarbera@jhsph.edu

Support Services, Security Portal Site
• https://my.jhsph.edu/C1/Security/default.aspx





Video Production

Mark Grutkowski
Multimedia Production Supervisor



Video Production Locations

• Sommer Hall E2014
• Sheldon Hall W1214
• Feinstone Hall E2030
• Becton Dickinson Auditorium W1020
• Production Studio W2508



Video Production Studio



Video Production Services

Mark Grutkowski
Video Production Coordinator
502-0409
W3507
mgrutkow@jhsph.edu





Office of Facilities Management  
Custodial Services

Special Event Preparation and Services



Custodial Services 
Charges for Special Events



Rates
Rate 

Gallery/Mezzanine, Student Lounge 
9th floor Café, Feinstone Hall,                         
Hampton House Café $20.00/hr
Anna Baetjer Room 1030 $20.00/hr          
Courtyard/ Sheldon Hall $20.00/hr
*Additional $96.00 for floor care if there’s dancing
Furniture setup and breakdown                 $20.00/hr
Clean all areas associated with event       $20.00/hr
Weekend and Holiday event                      $25.00/hr
Formal cloths (white or green linen) $9.00/ea
Formal skirts (white or green linen) $7.00/ea
Informal cloths (white paper) $3.00/ea
Informal skirts (white paper) $4.00/ea 

Costs may vary based upon man hours and materials used for each event



Furniture Arrangements

• We help you plan and arrange furniture for conferences, 
workshops, continental breakfasts, luncheons, dinners, etc. 

• Round tables must be special ordered by the department





Cleaning

• We thoroughly clean all areas associated with the event.
• We assist you with your meetings, luncheons, and etc. 
• For special preparation, we wash windows, strip and polish 

floors, vacuum and shampoo carpet. The cost for this 
special service is the same per-hour rate.



Auxiliary Manpower

• We also provide assistance during the event to help 
you with special needs, i.e., elevator operator, coat 
check and etc.



Note: 3 to 5 days notice is required for special requests
https://my.jhsph.edu/C11/Help/default/.aspx 

Scheduling



Contacts

Custodial Services
410-955-3404

– Housekeeping Office Rm. WB030 
– LaTrenya Hines- lhines@jhsph.edu
– Rico Aparentado – raparent@jhsph.edu
– Jacqueline Ruffin – jruffin@jhsph.edu (evening shift)
– Jeanine Owens- jowens@jhsph.edu (evening shift)





Jay’s Cafe



Service Efficiency Team Spirit

Special Events Team


