 

This form helps you check that appropriate safety arrangements are in place for your event. Keep a copy in the Event Safety File.
	Venue location
	
	Date of event
	

	Event title
	
	
	

	Type / description of event 
	

	Your role
	

	Venue Owner name?
	
	Contact details
	

	Venue Manager name?
	
	Contact details
	

	 Other:
	
	Contact details
	

	Item
	Y / N / Nos.
	Notes



	Have the following key personnel been identified

	Event Manager?
	
	

	Safety Officer?
	
	

	Site Manager?
	
	

	Senior Steward?
	
	

	Stewards & Security?
	
	

	Audience Appraisal

	Audience demographic?
	
	

	Anticipated numbers?
	
	

	Age range?
	
	

	Male/Female ratio?
	
	

	Safety Documentation

	As a minimum you will be expected to develop/provide the following safety documentation for your event. 
· Event Management Plan

· Risk Assessments

· Medical Assessment

· Proof of Public Liability Insurance
	
	

	Crowd Management

	Stewarding company appointed?
	
	

	Have you analysed your audience?
	
	

	Assessment of stewards and steward types and roles undertaken?  
	
	

	Are stewards covering key areas?
	
	

	Is alcohol being served at the event?
	
	

	Briefing notes for stewards?
	
	

	Crowd Management Plan developed with the Stewarding company? 
	
	

	Audience densities assessed and calculated?
	
	

	Occupant capacity of venue calculated?

· Ingress calculations

· Egress calculations

· Viewing capacity calculations

· Evacuation calculations
	
	

	Medical & First Aid

	Medical provision determined using YAS Medical Assessment Form?
	
	

	Medical provider appointed?
	
	

	Provision for drinking water?
	
	

	Sanitation

	Are portable toilets needed?
	
	

	Have you carried out an assessment on toilet numbers?
	
	

	Waste Management

	Litter and waste management plan in place?
	
	

	Power

	What are your power requirements?
	
	

	Have you employed a competent electrician to carry out electrical installations?
	
	

	Do you have Inspection/Electrical Safety Certificates?
	
	

	Is there sufficient existing lighting on site or is temporary lighting required?
	
	

	Noise Management

	What impact does noise from your event have on the community?
	
	

	Have you done a noise management plan?
	
	

	Structures

	Structural information and calculations for stages, marquees and any other temporary structures received?
	
	

	Fire

	Have you carried out a fire risk assessment?
	
	

	What type and number of fire extinguishers do you need?
	
	

	Fencing/Barrier

	Fencing and barrier requirements for cordoning off the site, crowd flow, protection of areas etc?
	
	

	Do you need front of stage barrier?
	
	

	Welfare

	Arrangements for lost children and welfare?
	
	

	Lost property?
	
	

	People with disabilities

	What arrangements do you need to put in place for people with disabilities?
	
	

	Traders & Funfairs

	Have you received details from traders at your event (power requirements, certification/insurance)?
	
	

	Funfair (ADIPS) certification and insurance?
	
	

	Signs

	Have you carried out a signage assessment?
	
	

	Communication

	Have you submitted notification of your event and supporting safety documentation to the Local Authority Public Safety Liaison Group?
	
	

	Have you communicated with local residents, businesses and places of worship about your event?
	
	

	Internal comms with staff and stewards?
	
	

	Do you have radios, a PA system or a megaphone?
	
	

	Event Control point?
	
	

	How will you communicate with the public at the event?
	
	

	Have you any prepared scripted announcements?
	
	

	Site Planning

	Have you produced a site plan showing entrances/exits and the layout of your event site? 
	
	

	Have you made consideration for evacuation  routes?
	
	

	Have you considered using gridded maps?
	
	

	Traffic Management

	Have you assessed the impact your event will have on traffic?
	
	

	Do you need road closures or traffic orders?
	
	

	Is Park & Ride needed?
	
	

	Suitable nearby parking for audience / public?
	
	

	Disabled car parking?
	
	

	Taxis / drop off / pick up?
	
	

	Signage?
	
	

	Emergency Evacuation

	Venue evacuation procedures available?
	
	

	Evacuation calculations?
	
	

	Escape routes well defined / designated?
	
	

	Appropriate muster locations defined?
	
	

	Suitable fire exit provision?
	
	

	Emergency Services Requirements

	Suitable access to venue can be maintained for emergency vehicles (Red Route)? 
	
	

	Within venue, fire appliances able to reach within 50m of all structures / premises?
	
	

	Rendezvous points and forward holding areas considered and agreed with Emergency Services?
	
	

	Utilities

	Site Utility Service checks undertaken?
	
	

	Other:         
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