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	Pre-Event Planning Stage Checklist
	Completion Date

	Establish Event Organising Committee

· Identify delegated responsibilities


	

	Funding and sponsorship

· Ensure adequate funding allocation for emergency services and health


	

	Check local and regional event calendars


	

	Research events of a similar kind


	

	Select appropriate venue


	

	Apply for permits and licenses


	

	Contact emergency services ie, police (district HQ), fire, etc


	

	Identify and contact key stakeholders


	

	Identify relevant laws and regulations


	

	SGE Form 3


	Event Registration Information

	Name of event
	

	Date of event
	

	Proposed venue
	

	Event manager’s name
	

	Organisation name
	

	Address
	

	Phone
	

	Mobile
	

	Email
	

	Fax
	

	Target audience

(children, youth, family, etc)
	

	Expected numbers
	

	Description of the event
	

	
	

	
	

	
	

	
	

	
	

	
	

	Alcohol to be supplied
	

	SIGNED:
	DATE:

	SGE Form 3.1.1


	Discussion with Local Council Checklist

	Size of the crowd expected
	(
	Emergency vehicle access
	(

	Timing of the event (include set-up and pack out)
	(
	First aid provisions
	(

	Duration of the event
	(
	Noise assessment
	(

	Impact event will have
	(
	Food and liquor requirements
	(

	Location/venue
	(
	Toilets
	(

	Health & safety plans
	(
	Security
	(

	Traffic management plans
	(
	Parking
	(

	Public transport
	(
	Temporary structures incl. staging
	(

	Insurance – including public liability
	(
	Power and water
	(

	Number of participants
	(
	Parking restrictions
	(

	Parades and marches: route, assembly time, departure time, finish time, vehicles and floats
	(
	Generator and marquee permits
	(

	Special effects
	(
	Road closure required
	(

	Site plan
	(
	Regulatory licenses
	(

	Clean up
	(
	Charges for events
	(

	Consultation
	(
	Food and drinking water provision
	(

	Sewerage disposal
	(
	Waste disposal
	(

	

	SGE Form 3.1.2


	Local Council Sign-off of Event Risk Management Plans

(example only)

	Name of event
	

	Date of event
	

	Proposed venue
	

	Activities to be undertaken


	

	Number of participants expected
	

	Type of event
	

	Reviewed by:
	Date:

	Name:
	Title:

	SGE Form 3.1.4


	Event Approval (indicative form for Council use)
	Page 1 of 2

	Status Key
	( = Requirements Met
	( = Additional information required
	X = No information provided
	N/A = Requirement does not apply for this event

	Requirements
	Status
	Comments

	Completed major events template or equivalent plan
	
	

	Emergency services have been contacted and are involved in planning and running event
	
	

	After hours emergency contact name and number
	
	

	Designated emergency coordinator
	
	

	Evidence of $_______ of liability insurance
	
	

	Documented emergency management
	
	

	Documented evacuation plan
	
	

	Documented site plan
	
	

	If any of the following are present then the organiser must include in the plan a written confirmation and signature noting that the structure complies with the relevant legislation.

	· Fencing (building regs)
	
	

	· Stage > 150 sq. m - (building regs)
	
	

	· Seating stand for > 20 people -(building regs)
	
	

	· Amusement rides – (plant regs)
	
	

	Risk assessment has been conducted & documented
	
	

	SGE Form 3.1.4a p.1


	Event Approval (indicative form for Council use)
	Page 2 of 2

	Status Key
	( = Requirements Met
	( = Additional information required
	X = No information provided
	N/A = Requirement does not apply for this event

	Requirements
	Status
	Comments

	· Safe use of electricity eg, for cooking and heating
	
	

	· Appropriate waste management 
	
	

	· Adherence to New Zealand Food Safety Authority requirements
	
	

	· Provision of safe water supply
	
	

	· Crowd management
	
	

	· Vehicle management
	
	

	· Preventing and managing structure collapse
	
	

	· Preventing damage to the venue facilities
	
	

	· Lost persons
	
	

	· Lost items
	
	

	· Contingency plans for poor weather
	
	

	· Management of alcohol
	
	

	· Human resource management
	
	

	· Overall responsibility for safety
	
	

	SGE Form 3.1.4a p2


	Event Safety Committee Role: Event Organiser

	Name of event
	

	Name of event organiser
	

	Contact details 

Tasks (as below)
	

	Overall management of the event including risk management


	

	Overview of all planning and organising


	

	Relationship management including stakeholders and emergency services


	

	Financial management


	

	Human resource management


	

	Overall responsibility for safety


	

	SGE Form 3.3.1


	Event Safety Committee Role: Logistics Manager

	Name of event
	

	Name of logistics manager
	

	Contact details 

Tasks (as below)
	

	Emergency management


	

	Traffic management


	

	Site management


	

	Security management


	

	Communications and contacts


	

	Waste management


	

	Staff provisioning


	

	SGE Form 3.3.2a


	Event Safety Committee Role: Marketing and Promotions Manager

	Name of event
	

	Name of marketing and promotions manager
	

	Contact details 

Tasks (as below)
	

	Promotion


	

	Advertising


	

	Media releases


	

	Media management


	

	SGE Form 3.3.2b


	Event Safety Committee Role: Safety Manager

	Name of event
	

	Name of safety manager
	

	Contact details 

Tasks (as below)
	

	Health and safety guidelines


	

	Alcohol management plan


	

	Water supply management


	

	Food management


	

	Public safety management


	

	Public health management


	

	Evacuation scheme


	

	SGE Form 3.3.2c

	Event Safety Committee Role: Legal Manager

	Name of event
	

	Name of legal manager
	

	Contact details 

Tasks (as below)
	

	Permits


	

	Consents


	

	Insurance


	

	Finance


	

	Contracts


	

	Other legal responsibilities


	

	SGE Form 3.3.2d


	Stakeholder Contact List 

	Stakeholder
	Contact name
	Phone/Email

	Local council contacts (specify department) eg, for road closure, waste, construction


	
	

	Police


	
	

	Fire Service


	
	

	First aid and ambulance

· First aid

· Ambulance

· Medical/health care ie, doctors, physiotherapists
	
	

	Public health


	
	

	Security Company


	
	

	SGE Form 3.4 p1


	Stakeholder Contact List 

	Stakeholder
	Contact name
	Phone/Email

	Hire company


	
	

	Liquor licensing


	
	

	Road authority


	
	

	Local business


	
	

	OSH


	
	

	Media


	
	

	Local bus company


	
	

	Local taxi company


	
	

	Residents 


	
	

	Business owners


	
	

	SGE Form 3.4 p2


	Police Checklist (Indicative)

	Before Event
	Task
	(

	5 months (large events) or at pre-event planning meeting in consultation with council
	Contact police with event date and venue 
	

	
	Provide police with event details – type of event
	

	
	Provide police with event organisers contact details
	

	
	Send details of road closure (if applicable) 
	

	6 – 8 weeks

(process ongoing through planning stage)
	Meet with police
	

	
	Discuss security details 
	

	
	Confirm emergency services provisions and risks
	

	
	Review event risk management plan
	

	
	Plan for road closure (if applicable)
	

	Week of event

(as determined by police during planning stage)
	Meet with police on site
	

	
	Finalise traffic management plans and identify any issues
	

	
	Finalise emergency and evacuation procedures
	

	
	Confirm police headquarters onsite
	

	
	Police to outline their staffing plan
	

	
	Confirm communication channels
	

	
	Confirm role of police in emergency
	

	
	Develop procedure for confiscated, prohibited and left items
	

	Day of event
	Police to attend event briefing the day of the event (ideal situation)
	

	
	Police communication to key stakeholders
	

	
	Police operational requirements: staff on duty during the event. Note: Police will NOT provide staff for security work.
	

	SGE Form 3.4.1


	Security Arrangements

	Name of security company
	

	Security required from
	TIME:
	DATE:

	Security required to
	TIME:
	DATE:

	Security staff number required
	

	Security briefing
	TIME:
	DATE:

	Present at briefing
	

	
	

	
	

	
	

	
	

	Role of security
	

	
	

	
	

	Special considerations
	

	
	

	
	

	
	

	
	

	Have police and security been in contact?
	

	SGE Form 3.4.2


	Venue Assessment Checklist 

	Before Event
	Task
	(

	Exit Doors
	Adequate number
	

	
	Appropriate locations
	

	
	Appropriate size
	

	
	Maintained and operating
	

	Exit Signage


	Appropriate position
	

	
	Clear and easily read
	

	
	Adequate lighting
	

	
	Appropriate position
	

	
	Clear and easily read
	

	Fire Protection


	Sprinklers
	

	
	Hose lines
	

	
	Fire extinguishers
	

	
	Smoke detectors
	

	
	Heat protectors
	

	SGE Form 3.4.3


	Event Development Stage Checklist

	Name of Event:
	Completion Date

	Conduct pre-event planning

· Core event team

· Sub-group meetings (with liaison to core team members)
	

	Establish incident management team (large events)
	

	Develop site plan

· Public open spaces identified

· Open sites identified

· Affected roading identified
	

	Develop hazard identification checklists
	

	Prepare risk management plans
	

	Prepare emergency plans
	

	Prepare evacuation plans
	

	Prepare crowd control plans
	

	Establish communication plans

· Radio

· Public

· Media
	

	Other
	

	SGE Form 4


	Site Map Checklist

	
	(
	
	(

	Entrances and exits
	
	Emergency access route
	

	Vehicle access paths
	
	Pedestrian routes
	

	Parking
	
	Stage location
	

	Food and liquor outlets
	
	Security and police locations
	

	First aid posts
	
	Rest areas
	

	Seating
	
	Toilets
	

	Lost children
	
	Water outlets
	

	Safety fencing
	
	Phones
	

	Rubbish bins
	
	Information centre
	

	Communication centre
	
	Media centre
	

	Centre for emergency services
	
	
	

	Notes



	SGE Form 4.1


	Security Checks

	Name of Event
	

	Cash
	

	Prohibited items
	

	Equipment
	

	Crowd management


	

	Site management
	

	Other
	

	SGE Form 4.3.3


	Health and Safety Venue Assessment

	Name and date of event
	

	Building safety

· Stairs/ramps

· Seating quality

· Seating quantity

· Handrails
	

	Sanitation 
	

	Waste management
	Type:
	When:

	Water

· Quality

· Quantity

· Source

· Hot water
	

	Pest control
	

	Noise Control
	

	Food safety

· Licenses

· Refrigeration

· Power supplies

· Cooking devices

· Removal of liquid waste

· Food source assessment

· Staffing assessment
	

	SGE Form 5.1


	Site Access Checklist

	
	(
	
	(

	Assigned supervisor
	
	Marshal’s assigned and briefed on directing crowds
	

	Turnstiles, barriers, fences are all checked 
	
	Adequate no. staff have been employed
	

	Staff are well trained and briefed
	
	Wheelchair access allocated
	

	Access has been allocated for emergency vehicles
	
	Entrance ways are clear – no activity, signage etc blocking entrances
	

	Areas are assigned for checking bags for prohibited items
	
	Storage for prohibited items 
	

	Notes

	SGE Form 5.2


	Traffic Management Form for Events

	To be used for any event requiring traffic management plans, or involving large numbers of people – parades, fun runs, festivals, etc

	Requested date and time of the event
	Date:
	Time:

	Event location


	

	Details of the event route or venue (attach map if relevant)


	

	*****Site plan to be attached to this form where available

	Event organiser contact details PRIOR TO THE EVENT

	NAME

PHONE

EMAIL

	Event management contact details DURING THE EVENT

	NAME

PHONE

EMAIL

	Council contact details


	

	Traffic contact details


	

	Council approval where required

Signed/approved:

Date:



	SGE Form 5.6


	Venue Vendor Information Sheet

	Business Name/ Vendor Name
	Contact Phone for Event
	Type of Food
	Event Permit No.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	SGE Form 5.8.1


	Waste Removal

	Number of bins available
	
	Public Use
	Food Outlets
	Medical/First Aid

	
	Cans
	
	
	

	
	Wheelie bins
	
	
	

	
	Secured wheelie bins
	
	
	

	
	Hazardous material
	
	
	

	
	Other (describe type)


	
	
	

	Timetable for emptying bins
	

	Timetable for removal of rubbish from site
	

	Arrangements for site clean up
	

	Arrangements for clean up of surrounding areas
	

	Group responsible for setting out bins
	

	Group responsible for emptying bins
	

	Group responsible for clearing rubbish from site
	

	Group responsible for final site clean up and clean up of surrounding area
	

	SGE Form 5.10.1


	Lost Children Report

	Date:
	Time:

	Report written by:

	Information about child (as known)

	Name
	

	Address
	

	Age
	

	Phone number
	

	Location child was found
	

	Who found child
	

	Description of child

	Gender
	

	Ethnicity
	

	Clothing description
	

	Unique physical features
	

	Information about Parents

	Name
	

	Address
	

	Phone Number
	

	SGE Form 5.12


	Event Day Checklist

	Date of event:
	Notes

	Complete site check 

· Food

· Water

· Toilets

· General safety

· Traffic/vehicle controls
	

	Brief emergency services


	

	Implement radio communications plan


	

	Brief Incident Management Team (large events)


	

	Information centre set-up complete and briefed


	

	General notes:


	

	SGE Form 5.13


	Post-Event Stage Checklist

	Name of event

	Action
	Completed

	Post-event debrief and evaluation meeting
	

	Completion surveys
	

	Make recommendations for safety
	

	Compile evaluation report
	

	Notes
	

	SGE Form 6


	Event Debrief Sheet

	Name of event:

	Attendance Number:
	Comments:

	Number of Incidents:
	

	Event Manager comments
	

	Police Report
	

	First Aid officer’s report
	

	Number of casualties treated:
	If transport to hospital was necessary explain why:



	Numbers transported to hospital by ambulance:
	General breakdown of injuries or illnesses treated (eg, 40% headaches, 10% sprained ankles etc):

	Numbers referred to doctor on and off site:
	

	Security report
	

	Venue/site owner report
	

	Media feedback
	

	Local council report (if appropriate)


	

	SGE Form 6.1




























































Safety Planning Guidelines for Events: Forms 
Page 1 of 35

