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Overview

The campus hosts or organizes more than 1000 events annually, many of which involve external
parties either as guests or as co-organizers. As such, events are a good way of conveying Monash
core attributes and values. This document is a collection of ideas and best practices that will serve as
a guide to successfully organize events, taking into account the Monash values of inclusivity and
sustainability while ensuring that we project an image of being a top 100 university.

You may also refer to a more comprehensive Events Management Toolkit available on the staff
intranet.

COVID-19 and Events
As the world adjusts to the new norm brought upon by COVID-19, so too must we adapt as we plan
our events. For the moment all Monash University Malaysia events on or off campus are cancelled
or postponed until further notice. Please refer to the Return to Campus Website for updated
information.

Once the approval for events to resume is given, it's important that we adhere to specific protocols
and procedures as set out by the Federal Government. Please refer to General SOPs for
Implementation of Social Events as released by the National Security Council on 6 August 2020, or
scroll down to the last section of this document.

What is an Event?

Campus Events include conferences, public lectures, seminars, workshops, visits by official 
delegations and external parties (non-Monash Malaysia parties), graduations, launches, exhibitions, 
on-campus recruitment events, alumni events, scholarship presentations, activities by the student 
body (MUSA and MUPA), sporting activities, and religious events.

Events can also be categorized as ‘High Profile’. These are usually those that attract media interest, 
generate controversy or require risk management due to the presence or attendance of high profile 
individuals such as a Minister. The Pro Vice-Chancellor and President or the External Engagement unit 
may deem any event as high profile.

https://www.intranet.monash/events-intranet
https://sites.google.com/monash.edu/campusresumption/home
https://asset.mkn.gov.my/web/wp-content/uploads/sites/3/2020/08/SOP-Majlis-Sosial-6-Ogos-2020.pdf


Monash Values

Monash University is founded on several key values that are reflected in our activities and the way 
we do things. It’s important that you organize your event around the following values in particular.
•Sustainability - Think through each aspect of your event and consider how it could negatively
impact the environment, or undermine our sustainability messaging. We often overlook
sustainable solutions to favor methods that are quick and dirty. Take the opportunity to run an
event that has minimal environmental footprint. You may even consider helpful tips from the Zero
Waste Event Handbook produced by Zero Waste Malaysia.
•Integrity and Respect - This translates into event objectives and content that is not offensive to
any groups or individuals, ensuring fair dealings with service providers, and treating guests with
respect regardless of their political, religious, or cultural affiliation.
•Diversity and Inclusion - This means having balanced and diverse representation on speaker
panels, being sensitive to religious and cultural differences which can reflect in the food and the
program, and taking care to accommodate people with disabilities.
•Active learning - as an institution we are strongly committed to providing an active learning
agenda. Consider how you can run events in ways that would contribute to this agenda. Try to
avoid a series of “talking heads” with minimal audience involvement, participation or engagement.

Conceptualization 

Before deciding on food, the budget or who to invite, it’s best to first be clear on why you want
to have the event. Think about the following:
•Event Goals and Objectives - why do you want to have this event? What is the purpose? It’s
not recommended that you expend resources on an event that is run just for the sake of having
an event.
•Event Outcomes - what do you expect to gain out of the event? Are those outcomes in
alignment with your goals? It’s best if you list these outcomes and discuss them with your head
of unit / School.
•Event Budget - it’s good to get a sense of how much you are willing to spend for your event.
Your head of unit / school must be in agreement as this will help in making decisions and
reduce the amount of time going back and forth with stakeholders and service providers.

https://zerowastemalaysia.org/resources/zero-waste-event-handbook-english/
https://zerowastemalaysia.org/


Catering

High Profile Events & Protocol

The Events Manager must be informed of all campus events which involve the Government 
Official and VIPs such as the Federal and State Ministry, Member of Parliament, Senior 
International Politicians, Ambassadors, High Commissioners and Consul- General , Senior Public 
Servants , Royalty or member of the Royal family and Religious Leaders. These may be deemed 
as High profile events which require support and advice on protocol, liaison and communication 
and coordination of relationship.
Prior to initiating any contact with the Government official and VIPs for Campus Events, please 
contact the Associate Director of External Engagement.
For availability of the President & Pro Vice-Chancellor at events, please liaise with the Events 
Manager.
A draft copy of the invitation letter to the Government officials or VIPs for campus events must 
be submitted for approval to the Associate Director of External Engagement.
Invitation letters to the Government Officials or VIPs for any campus event must be approved 
and signed by the President & Pro Vice-Chancellor 6 weeks prior to the event.
For advice on high profile events please contact the Events Manager.

Quality catering is one of those integral event planning considerations that will often make or
break the experience of guests at an event. While the provision of food and beverages is not
always a key component of an event, considerable thought should be devoted to
appropriateness and the expectations of your attendees. In a multi-cultural and multi-religious
country such as Malaysia, it’s crucial that you take all religious and cultural sensitivities into
consideration before deciding on a caterer and menu.

Preliminary Considerations
•Event Format - What format will your event follow? Will it be a morning tea, standing or buffet
luncheon, sit down function or cocktail reception? The style of catering selected for your event
should reflect the overall format of the activity

•Guest Profile - What is the profile of the guests being invited to the event? For example, as
many business people attend events regularly, give consideration as to how you may be able to
use catering to distinguish your event from others.



Estimated Numbers - How many guests are you expecting to attend and what is their demographic. 
Think about your audience when determining what catering to provide i.e. students vs senior alumni.

Order of Proceedings (event program) - Confirming the order of proceedings for your event will be an 
important task in order to provide the catering team with service timings. Be sure to discuss and 
confirm with your caterer any pre or post-event refreshments required, service windows and periods 
where service must cease (i.e. during speeches or performances).

Time of the event - The time and duration of your event can dictate what and how much catering you 
should provide. Ie at an event held from 6pm - 8pm over the dinner period you may want to provide 
more substantial food than an afternoon event from 2pm - 3pm.

Catering supplier considerations:

•Caterer Selection - You may wish to engage a supplier familiar with the requirements 
associated with working at the University. Alternatively, you can engage any external supplier 
of your choice. Where possible, cater from socially responsible and/or sustainable sources. 
Caterers like Pichaeats contribute directly back to the refugee communities that prepare the 
food. We have provided a list of regularly used caterers for you to choose from at the end of 
this section.

•Single Use Plastics / Cutlery - Avoid using single-use items such as plastic or styro foam cups, 
cutlery, straws, and plates. Be sure to be upfront with the caterer about this fact as it will 
impact upon the quote and final costing.

•Safety and Health Requirements - New or unheard of caterers may need to be briefed by the 
Occupational Safety and Health unit on food safety and hygiene requirements. They may need 
to submit their Food Handlers Certificate and also to provide the Typhoid Injection Card to the 
Safety and Health Department. For advice please contact Mr Syamsul Qamar at 
syamsul.qamar@monash.edu

•Space - You don't just need space for your guests, you also need to think carefully about space 
to accommodate the catering team. It is highly recommended that you conduct a recce or site 
inspection with your caterer so they can view available space, determine if additional kitchen 
equipment or electrical connections are required.

mailto:syamsul.qamar@monash.edu


•Menu Selection - When planning the food and beverage for any event, it's important to 
consider the not so obvious items to help ensure a successful menu. While you may do your 
best to anticipate guests' food preferences, you won’t be able to please everyone. Always plan 
to offer several choices to cover a wide range of preferences. There should be a mix of meat, fish 
and vegetarian options, and include dairy free and gluten free alternatives. Also ensure you 
consider the Monash Healthy food and catering at work guidelines.

Dietary Requirements - It is recommended that you collect information on guests’ dietary 
requirements during the RSVP process so that your caterer is able to plan accommodating these. 
Special dietary requirements may include: food allergies such as nuts, intolerances such as 
gluten or lactose, religious requirements including Kosher and Halal or dietary restrictions such 
as vegetarian or vegan. The usual expectation is for the meal to be from a halal source, with 
vegetarian options available. We recommend that you order chicken or mutton instead of beef.

Food Quantities - Striking a balance between having too much or too little food is often tricky. It 
is recommended that a 10% - 20% drop off is factored into your final guest numbers when 
ordering canapés or morning/afternoon tea breaks to avoid wastage. Ie if you expect an 
afternoon event with 100 attendees, catering for 80 should be sufficient. For a sit down 
function, it is always best to order for the exact number of attendees confirmed, with an 
additional vegetarian meal(s) ordered as a backup should a guest(s) not have previously 
informed you of their dietary restriction.

Final Numbers - Ensure that you obtain a date from your caterer for when confirmation of final 
numbers is to be made. Most caterers will allow increases of up to 10% across the final days 
before your event but it is imperative that you check and understand the requirements.

https://www.monash.edu/ohs/health-and-wellbeing/nutritional-health/healthy-monash


List of Caterers
• Here is a list of caterers that the campus regularly uses. They are well briefed on our 

standards for food safety and cleanliness. If you would like to recommend the use of 
your own caterer, please seek the advice of the Events office (Ms Parveen Sidhu).

Caterer Menu Type Pricing Halal Status Large Events Event Profile

Picha Eats* Middle eastern, 

local

High Pork free No Mid

Lynn’s Variety, flexible Mid Certified Yes Mid

Chef on Wheels Western specialty High Pork free Yes High

Chak’z Variety, flexible Mid Certified Yes High

Advance Caterer Variety, flexible Low Pork free No Low

The Big Rajah South Indian 

specialty

High Pork free Yes Mid

UNIQ catering Local Mid Certified No Mid

*Food is prepared by refugee families and profits go back to them 
directly.

https://www.pichaeats.com/
http://www.lynnscatering.com.my/
http://chefonwheels.com.my/about us.html
https://www.facebook.com/chakzcatering/
https://thebigrajah.com/


Event Venues

Event Format and Agenda

The event format refers to the type of event you are planning and is linked to what your 
objectives are. For example a networking event will typically have short speeches as guests 
are encouraged to move about and interact with each other. An event with a learning 
objective may have a panel of speakers discuss a specific topic and allow guests to participate 
in the discussion. Related to this topic is the Order of Proceedings / Event Agenda item in the 
Event Management Toolkit.

Whatever the event format or agenda items may be, have a clear sense of why you need to 
have that in your program.

Always consider the Monash values of inclusivity, respect and sustainability in your event. 
This should mean having gender balance in panel speakers, minimising hard copy handouts, 
and avoiding single use plastics. Some activities in the agenda may look good when 
implemented but will have negative consequences. A specific example is balloons that scatter 
glitter and shiny bits of plastic when exploded. Such things look nice in pictures but will 
ultimately be bad for the environment and are a hassle for those cleaning up after the event.

Selecting a Venue Space

When organizing an event, you are confronted by many decisions. However, choosing a venue 
is the one decision that will have the largest impact on your event. Critical planning 
information, such as the date for the event, is dependent on the venue you select. 
Understandably, making this choice can be a bit intimidating as it can be hard to know what to 
look for when selecting a venue.

Before you begin your search, there are a few things you’ll want to have a strong understanding 
of :  

• Budget

• Number of attendees

• Type of event (informal, conference, formal, high-tech , dinner,  training , cocktail reception, 
media release, student event )

• Location

https://www.intranet.monash/events-intranet/tool-kit-content/order-of-proceedings-event-agenda
https://www.intranet.monash/events-intranet


• Ambiance
• Services & Amenities
• ParkingLayout
• Accessibility
• Acoustics
• Wifi Connection
• AV system
• Food quality
• Type of Guest attending the event (Ministry, Media, Embassy, OKU)

Once you have an idea of these things, you can begin your search for a venue. Having the venue
booked at least six months in advance will ensure that you have the date of your event set in
stone. This date will inform the timeline and milestones you’ll need to work with until your
event happens. Additionally, this will give you ample time to market your event. Finding the
right venue for your event can take up quite a bit of your time.

Venue Location Budget

Sunway Hotel Resort & Spa Bandar Sunway High

Cleo Hotel Bandar Sunway Medium

Dorsett Hotel Subang Jaya Medium

Holiday Inn Glenmarie Glenmarie Medium

Hilton KL KL Sentral High

St Regis KL Sentral High

Le Meridien Kuala Lumpur KL Sentral High

Majestic Hotel Kuala Lumpur High

Mandarin Oriental Kuala Lumpur High

Renaissance Hotel Kuala Lumpur High

Four Season Kuala Lumpur High

List of Venues to consider when organizing an event:



Venue Location Budget

Hyatt KL Kuala Lumpur High

Shangri - La Kuala Lumpur High

Hilton PJ Petaling Jaya Medium

Nexus Connection Conference & 
Event

Bangsar South High

VE Hotel & Residents Bangsar South Medium

The Glass House at Seputeh Seputeh High

Ampang Glass house Ampang Jaya High

Sofitel Damansara High

List of Venues to consider when organizing an event:

Gifts / Tokens of Appreciation

Please refer to the heading on ‘Gifts’ under the Protocol topic of the Event Management Toolkit
for important information on giving and receiving gifts. It’s important to point out here that
Monash has a Gifts, Benefits & Hospitality Procedure that should be referred to for any gifts
received.
When inviting a person of prominent standing to be part of the agenda such as keynote speaker
or forum panelist, it may be appropriate to give a gift as a token of appreciation. Please discuss
options with External Engagement. There may be existing premium merchandise in stock.
It’s highly recommended that Sustainable gift and merchandise giving is practiced. Gifts and
tokens of appreciation for guests and VIPs should be meaningful, thoughtful and do not have to
be something physically tangible. Take the opportunity to demonstrate Monash values by
sourcing from socially responsible service providers, vendors and NGOs.

The following are a few gift ideas to consider.
•Donations to selected charities or NGOs in lieu of tokens of appreciation.
•Merchandise made by refugees or other vulnerable communities
•Sponsoring an animal or enclosure at a zoo in lieu of tokens of appreciation.
•Reusable items such as stainless steel straws, good quality containers, and ‘keep’ cups.

https://www.intranet.monash/events-intranet/tool-kit-content/protocol
https://www.monash.edu/__data/assets/pdf_file/0004/792292/Gifts,-Benefits-and-Hospitality.pdf


Photography and Filming

Event photography may be used to create buzz around an event, gain publicity/media or to 
simply capture a visual record of the event. When making plans for event photography, it is 
important that you consider what type of photography you will require and what the photos 
will be used for post event as this will inform your overall brief for the activity.
You are free to engage the services of an external photography supplier or freelance 
photographer or alternatively, you may wish to engage a Monash student photographer. You 
may also check with the Events office (Ms Parveen Sidhu) for advice.
One photographer is usually enough for an event. A larger event spanning several areas with 
multiple concurrent sessions may require more than one photographer. Please discuss this 
with External Engagement.
Important note: Photographers should not be distracting guest attention from the event or 
disturbing the event flow.

MUSA Photography Resources

The Monash University Students Association are able to assist with event photography at a
reasonable cost. More information including an event coverage form can be found at
http://linktr.ee/MONGA

In the first instance please contact the Events Office for advice. There is an allotment given 
by the graduation photographer to cover major events.

Photography Brief
Once you have secured your photography supplier, it is a good idea to develop a detailed brief
to ensure that your photographer is aware of your requirements in advance of the event. The
brief should include the following information at a minimum:

• Logistic information (i.e. arrival time, parking, event location and event times)

• List of any VIPs attending

• Shot list outlining the type of photos required (i.e. individual photos, group shots, crowd or ambience
shots, close up, mid shot or wide shot, presenter shots and any important ceremonial aspects of the
event that need to be captured). A Monash staff member should be assigned to assist the photographer
with identifying those listed and facilitate the photos

• Order of Proceedings

• File type required (i.e. full res images or smaller file sizes for social media)

• Delivery deadline (i.e. consider if you will require urgent images for media purposes or if you are able to
wait a few days for your images)

http://linktr.ee/MONGA


Technology

Event management technologies can help to enhance the experience of attendees. Technology 
makes your work easier and allows you to focus on the main parts of an event. It helps in all 
aspects ranging from attendee satisfaction to project management. Consider using the following 
tools to make your event more fun and engaging.

• Slido - This has been used many times across the campus but the most prominent use would 
be by the PVC at the staff forums. This app is great for interacting with a large audience.

• Mentimeter- This app is a bit more robust than Slido where it allows you to create engaging 
presentations and gather feedback. 

• Kahoot - This is a fun app in the form of a quiz or game show. It’s widely used as a means of 
in-class testing but the campus has used it to add a little flavor to social and networking 
events.

By using some of these tools you can use events to help promote Monash’s active learning 

agenda.

Photography Disclaimer
If your event is to be photographed or recorded in any way, you should include the below 
photography disclaimer sign positioned in a prominent location:

Disclaimer:
Please note there will be photography, audio and video recording at this event.
Images, photos and/or videos may be used for promotion of this and future Monash University 
events.
Please let a member of our Events Team know if you do not wish to be photographed or 
recorded.

Video Production
Should you require the services of a videographer or video production for your event, Marketing 
may be able to assist (Ms Diana Chee).

https://www.sli.do/
https://www.mentimeter.com/
https://kahoot.com/


Event Approval Process

All events are to be submitted through the Event Management System (EMS) which can be found in the 
Staff Intranet. Students may visit the Monash Malaysia website and navigate to the Facilities Booking 
page to find the link to the Event Management 
System. https://www.monash.edu.my/facilities/about/facility-bookings-and-event-management

As events require forward planning and a degree of risk management it’s important to note the lead time 
needed for the Events Office to be able to approve your event.
Refer to the Chart below for the timelines which you will need to follow strictly. Applications for High 
Profile or large scale events with many moving parts such as a conference should be submitted thirty five 
(35) working days prior to the event.

https://www.monash.edu.my/facilities/about/facility-bookings-and-event-management


The chart below shows the approval process for events submitted 

through the EMS.

 

Some events may require in depth review by the OHSE unit, for better 
risk management



Should you require any assistance please contact 

Events Related  

Parveen Sidhu

Events Manager

parveen.sidhu@monash.edu

+603-5514 6046 (Ext: 46046)

Alumni Related  

Sherniera Iman

Senior Executive, Alumni Engagement

sherniera.iman@monash.edu

+603-5514 6147 (Ext: 46147)

Student Related Events 

Rachel Anthony

Senior Administrative Executive, Student Engagement and Development  Student Life 

rachel.anthony@monash.edu

+603 - 5514 6069 (Ext: 46069)

mailto:parveen.sidhu@monash.edu
mailto:sherniera.iman@monash.edu
mailto:rachel.anthony@monash.edu


General SOP for Implementation of  Government and Social 

Events
(Translated from the original document released by the National Security Council on 6 August  

2020 on Official and Non Official events) 

What this SOP covers:

1. Meetings 

2. Seminars, Workshop, Courses ,Trainings

3. Conference 

4. Talks 

5. All Official Government and Private Council Events 

What is allowed:

Number of participants according to space capacity and social distance of 1 meter to practice.

Standing Instructions

1. Patients Under Investigation (PUI) and Persons Under Surveillance (PUS) are not allowed to 
attend events.

2. Events organized at Enhanced Movement Control Order (PKPD) locations

https://asset.mkn.gov.my/web/wp-content/uploads/sites/3/2020/08/SOP-Majlis-Rasmi-Kerajaan-dan-Swasta-dikemaskini-pada-6-Ogos-2020.pdf
https://asset.mkn.gov.my/web/wp-content/uploads/sites/3/2020/08/SOP-Majlis-Sosial-6-Ogos-2020.pdf


Activities and Protocols for Organizers / Secretariat /Speaker

Action Brief Explanation

Registration Process 

for Participants 

a. Set up a health screening counter at the entrance to the event venue to 
determine the number of guests, check guests’ temperature and 
symptoms such as cough, sore throat, flu and difficulty breathing. 
Guests with a body temperature of above 37.5 degrees celsius and 
showing any of the above symptoms are not allowed entry.

b. Organizers, secretariat and speakers also needed to undergo health 
screening.

c. At the health screening counter, the person in charge  should also 
ensure that all participants use the hand sanitizer and attendance is 
recorded.

d. The organizing committee, secretariat, speakers and participants are 
required to wear face masks mask.

e. Social distance of 1 meter to be practiced at all times during 
registration. Participants follow the floor marking.

f. Number of participants according to space capacity.

Participants 

registration

a. All Organizers must register participants using a QR code scan through 

the application MySejahtera other than registration for organizer 

records.

b. Participants who do not have a smartphone are recorded manually.

Event space a. The event space is to be cleaned and all surrounding areas including 

toilets are to be  disinfected before and after the event.

b. Ensure that the event venue is well ventilated.

c. Organize and mark the position the  participants are to be seated  in the 

conference space. Physical distancing of  1 meter between seating 

arrangements.

d. All food must be served - even in a buffet line or in a dome setting, or 

with packed food. Waiters / servers must wear face masks when serving 

food.

e. The usage of toilets should be managed according to the number of 

toilets available at a time.



Activities and Protocols for Participants 

Action Brief Explanation

Registration Process 

for Participants 

a. Set up a health screening counter at the entrance to the event 

venue to determine the number of guests, check guests’ 

temperature and symptoms such as cough, sore throat, flu and 

difficulty breathing. Guests with a body temperature of above 37.5 

degrees celsius and showing any of the above symptoms are not 

allowed entry.

b. Participants are encouraged to use the hand sanitizer.

c. Participants are encouraged to wear a face mask.

d. Social distance of 1 meter to be practiced at all times during 

registration. Participants follow the floor marking.

e. Number of participants according to space capacity.

Participants 

registration

a. All Organizers must register participants using a QR code scan 

through the application MySejahtera other than registration for 

organizer records.

b. Participants who do not have a smartphone are recorded manually.

Event space a. Participants can only sit on seats that are marked or designated by 

the organizer.

b. Participants  who are waiting in line to take food must practice 

social distancing. 

c. Do not crowd the toilets, lifts or any other area where the event is 

being held.

d. It is prohibited to gather in crowds outside the event venue before 

or after the event.



Non Official Events 

1. Feasts (kenduri)

2. Weddings / engagements

3. Aqiqah / doa selamat / tahlil

4. Birthday / anniversary events

5. Reunion events

6. Other social events

What is allowed:

Event location in a hall (enclosed space) or an outdoor space.

What is NOT allowed:

● The event is not allowed to proceed if the organiser finds it difficult to manage the situation, 

especially where there are many guests at any one time and it is difficult to control their 

behaviour.

● Self-serve buffets or blowing of candles.

● Events organized at Enhanced Movement Control Order (PKPD) locations

● Patients Under Investigation (PUI) and Persons Under Surveillance (PUS) are not allowed to 

attend events.



Standing Instructions
• Related SOPs approved by the Ministry of Health and National Security Council under Act 

342.
• Related SOPs under Ministries and Agencies. 
• Rules under Local Authorities. PBT (Pihak Berkuasa Tempatan)

Operational Hours: 
• Depending on organiser (between 3-5 hours)

Guest arrival times: 
• Depending on organizer

Guest Capacity: 
• Maximum of 250 guests, according to the size of the space and social distancing rules.



Action Brief Explanation

Process for 

receiving 

guests

a. Clearly mark pathways for guests coming  in to and out of the event venue 

especially for events organized in open spaces such as in a kampung

environment or a private home.

b. Set up a health screening counter at the entrance to the event venue to 

determine the number of guests, check guests’ temperature and symptoms 

such as cough, sore throat, flu and difficulty breathing. Guests with a body 

temperature of above 37.5 degrees celsius and showing any of the above 

symptoms are not allowed entry.

c. Event organisers, staff and waiters must also be health screened and must 

not have any of the symptoms.

d. Staff on duty at the health screening counter must record guests attendance 

and ensure that they use the hand sanitizers.

e. Guests who are waiting in line to be health screened must practice social 

distancing of at least 1 meter apart from each other.

f. The organiser and guests are encouraged to wear face masks.

g. Control entry into the event venue.

h. There should not be more than 250 guests, depending on the size of the 

event space and social distancing practices.

Guest 

registration

a. Event organisers must register guests for recording purposes in case of 

infections. QR code scanning is encouraged by using the MySejahtera or 

similar application.

b. Babies and children are not encouraged to attend events.

Activity and Protocol for Event Organizer



Action Brief Explanation

Event space a. Clean and disinfect the event venue according to Ministry of Health 

guidelines before and after the event. This includes areas inside and outside 

the hall, tables, chairs, door gift table, catering tools, the pelamin, toilets, 

and any other item or area that is touched/ accessed frequently.

b. Ensure that the event venue is well ventilated.

c. Tables must be at least 2 metres apart, with chairs at the table set 1 meter 

apart.

d. All food must be served - even in a buffet line or in a dome setting, or with 

packed food. Waiters / servers must wear face masks when serving food. 

Photography 

session

a. Photography sessions must practice social distancing and managed by 

individuals appointed by the event organizer.

b. Staff must be assigned to control the flow of guests during photography 

sessions.

Activity and Protocol for Event Organizer



Activity and Protocol for Event Guests

Action Brief Explanation

Guest arrival process a. Follow instructions from the event organizer at the health 

screening counter to record body temperature and screen for 

symptoms - cough, sore throat, flu and difficulty breathing. Guests 

with a body temperature of above 37.5 degrees celsius are not 

allowed entry.

b. Guests must use hand sanitizers before entering the event venue.

c. Guests who are waiting in line to be health screened must practice 

social distancing of at least 1 meter apart from each other.

d. Guests are encouraged to wear face masks.

e. Individuals with chronic diseases are advised not to participate in 

or attend the event.

Guest registration All guests must register their name, phone number and time of arrival 

as enforced by the event organizer. Guests are encouraged to use the 

MySejahtera application.

During the event a. Take your seats as allocated by the event organizer.

b. Avoid having close conversations with each other.

c. Practice social distancing of at least 1 meter from each other when 

queuing for food.

d. Eat at a distance from each other and not to eat in groups.

e. Do not crowd the toilets, lifts or any other area where the event is 

being held.

f. It is prohibited to gather in crowds outside the event venue before 

or after the event.

g. Leave the event area in an orderly fashion and avoid crowding.


