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SAFE Form Guideline

The attached document provides a more detailed description of the SAFE Form system and the 

required documents.  Please utilize this document in order to answer any initial questions you 

may have about the SAFE Form.  Please note that this is not an extensive explanation of 

requirements as program opportunities are endless.  If you have any additional questions, 

please contact Risk Management at 407-823-0648 or 407-823-0206. 
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Step 1: Organization Information 

 

  

You must include 

ALL hosting 

organizations. 

Your contact person 

must be the event 

organizer. 

List the email you 

utilize most often (this 

may differ from your 

Knights email).  Once 

you submit the SAFE 

Form, you will receive 

correspondence via 

email, so be sure to 

check your email at 

least once every 24 

hours. 
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Step 2: Event Details 

 

 

All activities must be 

listed in the 

description with 

detailed 

information. Only 

those listed can be 

approved along with 

corresponding 

safety checklist. 

Include ALL 

buildings or spaces 

being utilized for 

event. 
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Step 3: Food/Alcohol 

 

 

 

 

 

 

 

 

You must include 

any food vendor 

you plan to use at 

your event.  If you 

are not using an 

approved food 

vendor, you are 

required to 

provide additional 

insurance 

documentation. 

You must include the type of alcohol that will be served and the name of the 

vendor who is serving the alcohol. The vendor will be required to provide 

additional insurance documentation. If you are catering alcohol, state law (F.S. 

561) requires you to also cater food. 

The event organizer will be required to complete the Alcohol Acknowledgement 

Form. 
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Step 3: Food/Alcohol (Continued) 

 

 

  

Describe, in detail, 

how food will be 

prepared and served.  

Are you cooking it off 

site or at the event? 

How will the food be 

served to attendees? 

You must indicate the 

types of alcohol 

allowed at the event.  

Additionally, you must 

describe the way in 

which the alcohol will 

be distributed at the 

event and the controls 

in place. 

The event organizer 

will be required to 

complete the Alcohol 

Acknowledgement 

Form. 
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Step 5: Safety Checklist 

   

b. Please provide clarification in the “Description” 

section, noting which form of open flame your event 

will include. 

c. In addition to insurance documentation, you will 

need to provide a Safety Data Sheet from the 

vendor. 

d. Please be sure include a detailed description of 

food distribution and preparation in Step 3.  Indicate 

the food vendor if applicable.  You will need to 

provide insurance documentation for unapproved 

caterers. 

e. Choose “yes” only if you will need additional 

electrical power than what is provided. 

Note: For questions a, c, f, g, h, i you must supply a site diagram when 

completing the SAFE Form. 

a. 

 
b. 

 
c. 

 
d. 
 

 
e. 
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Step 5: Safety Checklist (Continued)  

  

f. Please provide clarification in the “Description” 

section, noting if your event will include additional 

sound, lighting, or both. 

 g. Please provide clarification in the “Description” 

section, noting which temporary structure will be 

present at your event. You will need to provide 

insurance documentation for the vendor. 

h. Please indicate in the “Description” section, how 

many inflatables your event will include, and whether 

or not participants go inside them.  You will need to 

provide insurance documentation for the vendor and 

flammability certificates. 

 
i. Please provide clarification in the “Description” 

section, noting whether your response applies to 

carnival rides or animals.  In both instances, you will 

need to provide insurance information.  In the case 

of animals, you will also need to provide medical 

records. 

j. Describe the first aid arrangements you have 

made in the “Description” box. 

f. 

 
 

 
g. 

 
h. 
 
i. 
 

 
j. 
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Step 6: Attachments 

 

Please add any supporting 

documentation prior to 

submitting your SAFE Form.  

Include site diagram, insurance 

documentation, flammability 

certificates, and any other 

additional information. 


