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Organising and Hosting Safe Events

Event Planning Checklist (Form S26a)
The following checklist is not exhaustive but is designed to enable departments and other agencies involved in planning and organising or hosting an event to consider some important questions and potential hazards prior to developing a more detailed Event Plan. Please use in conjunction with ‘Guidance for Departments on Organising and Hosting Safe Events’

	Ref:
	Issue
	Possible Hazards

	1.
	Organising Committee
	

	
	Has an organising committee been established with  identified responsibilities for each member, including Event Co-ordinator and Event Safety Co-ordinator?
	     

	2.
	Type of Event 
	

	2.1
	What types of activities will take place?
	     

	2.2
	Will the event involve performers?
	     

	2.3
	Will there be any specific hazards from activities such as scientific demonstrations, equipment on display, sports activities etc?
	     


	2.4
	Will activities require specialist equipment e.g. bungee ropes, inflatable equipment?
	     


	2.5
	Will particular activities or displays need barriers to protect the public against specific hazards e.g. moving machinery, barbeques, vehicles etc?
	     


	3.
	Target Audience
	

	3.1
	What is the target audience (e.g. children, teenagers, families, students, senior citizens, disabled persons etc)?
	     


	3.2
	What is the realistic maximum number that can attend?
	     

	3.3
	Will specific facilities be required to accommodate target groups?
	     


	4.
	Location/Venue
	

	4.1
	Is it suitable and adequate for the proposed event?
	     

	4.2
	Will temporary structures be required eg. staging, marquees, stalls, if so, who will supply, erect and safety check these?
	     


	4.3
	Will additional lighting or emergency lighting be required?
	     


	4.4
	Are there any existing hazards, eg water features, steep slopes, wet grass etc?
	     


	4.5
	What impact could there be on the local community or environment?
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	Ref:
	Issue
	Possible Hazards

	4.6
	What about access by car, public transport etc?
	     

	4.7
	Will the fire protection measures be adequate for the type of event?  Advice should be obtained from the Fire Safety Adviser.
	     


	4.8
	Will those with special needs have access to fire
escape routes?
	     


	5.
	Timing of Event 
	

	5.1
	Will the start/finishing times, day or month have an impact on the number of attendees, ease of travel, noise etc? 
	     


	5.2
	Is the event likely to clash with another major event or with programmed building works or road works?
	     


	5.3
	If an evening event is planned will additional lighting be required?
	     


	6.
	Welfare, Catering and Stewarding 
	

	6.1
	Have toilet requirements been based on an estimate of the number of attendees?
	     


	6.2
	Will specific provisions be needed for those with special needs?
	     



	6.3
	Will the provision of drinking water be necessary?
	     

	6.4
	Will the provision of food and other refreshments be necessary?
	     


	6.5
	Are caters registered with the Local Authority?
	     

	6.6
	Will caterers be sensibly positioned eg. away from children’s’ activity areas and near water supplies?
	     


	6.7
	Will stewards be required to ensure adequate safety standards?
	     


	7.
	First-Aid 
	

	
	In considering the activities, numbers, types and groups attending, will it be necessary to arrange first-aid provision in addition to that which Security Services can provide?
	     


	8.
	Communications between Staff
	

	
	How will staff communicate with each other and event participants during the event?
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	9.
	Traffic movements
	

	9.1
	Can on-site traffic movements be managed to ensure segregation from pedestrians?
	     


	9.2
	Will car parking facilities be made available, if so will these need to be stewarded?
	     


	9.3
	Do off-site traffic movements need to be discussed with the Local Authority and the Police, to prevent serious congestion?
	     


	9.4
	Will the event require road closures, signs on main roads and approaches to the venue, traffic diversions etc.? If so, contact the Local Authority and Police for further advice.
	     


	10.
	Noise
	

	10.1
	Is the event likely to cause nuisance noise to neighbouring departments or buildings?
	     


	10.2
	Is the event likely to expose attendees to noise levels at or above the exposure limit value of 87 dB (A-weighted)?
	     


	11.
	Equipment & Services
	

	11.1
	If an outdoor event, will it require electricity, gas or water supplied from fixed building services? If so, contact Estates Management for advice.
	     


	11.2
	Have arrangements been made to examine records of electrical safety of portable electrical appliances being used?
	     


	11.3
	Will compressed gas cylinders be used during the event?
	     

	12.
	Clearing up
	

	12.1
	Are arrangements required for waste disposal and rubbish clearance during and after the event? If so, who will have specific responsibility for emptying rubbish containers and clearing the site?
	     


	12.2
	Are arrangements required for post event reinstatement?
	     


	13.
	Permissions and Consents
	

	13.1
	Will consents/licences be needed for alcohol, food, public entertainment, road closures, display of sporting activities, eg boxing, judo, karate etc?
	     


	13.2
	Where there is potential for a major incident have arrangements been made to involve the Local Authority and the Emergency Services, early in the planning?
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	14.
	Insurance
	

	14.1
	Has the event been discussed with the Finance Office to ensure that appropriate insurance cover is in place?
	     


	14.2
	Are arrangements in place to check the public liability insurance of performers? 
	     


	15.
	Finance and Charges
	

	
	Has an overall cost been estimated to include licences, venue hire, road closures, additional first-aid, stewarding, purchase or hire of specialist equipment, attendance of agencies eg police, ambulance service?
	     


	16.
	Specialist Advice & Services
	

	16.1
	Is specialist advice required from other University departments eg Estates Management, Finance, Marketing and Communications and Safety Services?
	     


	16.2
	Will external service providers be engaged to provide specialist services or equipment eg erection of marquees, erection of signs or banners, supply of specialist equipment? If so, have arrangements been made in accordance with the Local Rules for Contractors and Guidance for Departments on Engaging External Service Providers?
	     

	16.3
	Will equipment or services require certification of erection by a competent person?
	     


	17.
	Time Scale for Planning
	

	
	Has sufficient time been allocated to plan and organise the event, to obtain the necessary licences and the specialist advice required?
	     


	18.
	Conditions of Contract
	

	
	Where a let is taking place, are the conditions of contract clear, spelling out the University’s health and safety requirements and any prohibitions with regard to the use of the premises?
	     


	19.
	Site Plan
	

	
	Have arrangements been made to draw a formal plan identifying the position of the following:

Car parking areas; access and egress points for service providers, performers, vehicles and pedestrians; circulation routes; emergency exits and exit routes; toilets; food and drink locations; ticketing points; first aid points; attractions, temporary structures, segregation barriers, other facilities etc?
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	20.
	Contingency Plans
	

	20.1
	If an outdoor event, what would be the effect of extreme weather or a change in weather?
	     


	20.2
	What additional risks would be introduced and how might these be controlled eg. specialist matting, alternative venue, failure of performers to show etc?
	     


	21.
	Emergency Planning
	

	21.1
	Has a formal plan been established to manage emergency situations which may arise during the event? This may need involve the Emergency Services, Local Authority and Safety Services?
	     


	21.2
	Has the emergency plan been communicated to those involved in the event?
	     


	22.
	Risk Assessment
	

	
	Has a competent person been appointed to risk assess each aspect and each phase of the event?
	     


	23.
	Fire Risk Assessment
	

	
	Has someone been appointed to liaise with the University Fire Safety Adviser regarding a review of any existing fire risk assessment?
	     


	24.
	Other: (please list below)
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