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INTRODUCTION 
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 1.1 FOREWORD 


1. 	 This booklet has been produced as part of a guidance pack to give you information about how to apply to the 
Council for permission to hold an event on the Council’s land.  It tells you about the things you are responsible 
for as an event organiser and is equally useful even if your event is to be held on private land. 

2. 	 The guide gives general advice that can be used for almost any event, but additional things may apply to 
specialist activities or very large attractions.  It is not intended to be a step by step formula for creating an event 
and concentrates on the sort of things you should think about.  For these reasons, we cannot be responsible for 
what you decide to do and you must justify your own decisions. 

3. 	 The main thing is to enjoy your event in the safest possible surroundings and to make sure, as far as possible, 
that nothing will go wrong. 

4. 	 Organisers of events have a legal responsibility to ensure the Health, Safety and Welfare of employees, 
contractors, volunteers, artists and the audience.  This really means everyone who may be harmed by your 
activities. It is not enough to just have insurance cover. 

5. 	 Follow the guidance notes and if you do not understand anything, please ask us to explain and remember we 
will need your completed application at least eight weeks before your proposed event.  This is to allow us 
and other people, like the local Police, time to deal with your application properly. 

6. 	 Many people seem to think the Police approve events, close roads and cone the streets.  This is not their job. 
They may be consulted so that from their point of view they will know that things are being organised and 
managed in a safe and competent manner and are, therefore, more likely to be supportive. 

7. 	 Most of the information in this guide is not new, but we have realised that many event organisers do not really 
understand what they are already responsible for. 

8. 	 Please do not be put off by terms you may not have heard of before.  Most things are common sense 
measures to stop accidents happening. After all, a few minutes thinking about how an accident may be 
prevented is worthwhile rather than spending hours, days or weeks trying to put it right afterwards. 

9. 	 If you think we have missed out something important or just want to suggest improvement for the future, please 
let us know. 

Best wishes for your event. 
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1.2 HOW TO PLAN YOUR EVENT 


1. 	 It may seem obvious but you will need to decide the basic objective of holding your event, where it will be and 
when.  Remember that the summer is most popular for open-air events and dates will be allocated well in 
advance. 

2. 	 You may want to form a Committee to organise your event.  Give everybody a job and make sure one of them is 
the event organiser who will be there when the event takes place.  This person will be the main contact with the 
Council and the emergency services.  Keep a file of everything you decide to do. 

3. 	 Where will your event be held?  Is the venue big enough, is access adequate and is there enough parking space? 
Are there any hazards already on the site and how will your plans affect the neighbours?  If it is really necessary 
for your event to be held on a public road then you must speak to the Council’s Traffic Management Engineers to 
find out if a road closure is needed.  There will almost certainly be a charge for closing roads for your event, so 
think about it carefully. 

4. 	 When do you want to hold your event?  Bear in mind the time of year, traditional weather conditions and day of 
the week.  If possible, avoid clashes with other major events as these could spoil your audience numbers. 

5. 	 If your event is after dark, remember to think about temporary lighting. 

6. 	 Make allowance for bad weather too if you can, so that your event is not cancelled.  You can insure against 
cancellation, as long as you do it well in advance. 

7. 	 Are you going to make special arrangements for all ability access and people who may need to sit down? 

8. 	 Allow yourself plenty of time to organise the event.  You may need up to twelve months and if you need specialist 
advice or additional permissions, it all takes time to arrange. 

9. 	 Some events will need a licence over and above permission to use the venue.  It is your responsibility to get the 
licences.  It will be needed where the public are admitted to events with an entertainment content largely of music 
or theatre, or where alcohol is sold irrespective of whether you sell tickets. 

10. 	 You should check with the Council’s Licensing Officer well in advance to see if you need a licence.  Just like road 
closures, there will almost certainly be a fee to pay. 

11. 	 Do not forget to prepare a risk assessment.  This is a written Health and Safety plan showing how you will deal 
with the risks you have found.  Your contractors and specialist suppliers should also do their own risk 
assessment.  Ask them for a copy and keep it in your event file. 

12. 	 All your planning should be written down so that you can remember what has been decided and also for you to 
give us the information we need to consider your application to hold your event on the Council’s land. 

13. 	 If anything does go wrong at your event, you will have written evidence about what you decided to do as part of 
your planning and risk assessment.  Keep your documents safe just in case. 

14. 	 When the day of your event arrives, a thorough check must be made to ensure that all your safety measures 
have actually been done. 

15. 	 We may visit some larger events or fairs to make sure safety certificates are valid and to check electrical 
equipment. 

16. 	 Keep a watchful eye throughout your event and put right anything that goes wrong if you can.  Also keep a note of 
anything you do to improve the event if you are going to hold it every year.  It is always useful to learn from 
genuine mistakes. 

17. 	 Finally, do not assume that nothing can go wrong just because you have done the same event for a few years 
without a hitch. You need to take a fresh look at everything.  Do not change things just for the sake of it, but if 
there is a genuine reason you should consider what needs to be done.  Remember also that by changing 
something, you may inadvertently cause a chain reaction so have a look at the consequences of any changes 
you make. 

18. 	 NOW READ ON FOR GREATER DETAIL: but you will have to decide how deeply to apply the information, 
depending on the complexity of your event. 
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1.3 YOUR EVENT IN MORE DETAIL 


1. 	 Allocate jobs to key event staff who understand what has been planned. 

2. 	 Make a list of names and contact numbers for all key event staff, emergency services, contractors, suppliers, etc 
in case it is needed at the event.  Circulate copies to key organisations like the Police. 

3. 	 Draw a plan of the venue, mark the boundary of the area you are responsible for and show individual parts of the 
event layout. The plan does not have to be to a professional standard, as long as it can be understood. 

4. 	 Give a thorough briefing to all your key staff before the event starts.  Ideally, all staff should be briefed about the 
event, emergency procedures, method of communication, etc. 

5. 	 Provide all key staff with the list of telephone numbers, plan and a thorough briefing paper, which will include the 
running order for the event and the emergency plan. 

6. 	 The Event Manager or Assistant must be present at the event throughout, from the initial set up until it is 
dismantled at the end. 

7. 	 Make sure a copy of your event file and risk assessment is available at the event so that you can check 
everything has been done.  This is your overall management plan for the event. 

8. 	 All key event staff should be linked in two-way communication by suitable means.  Radios or telephones may be 
suitable for larger events.  A traditional telephone, which does not rely on batteries, is useful for back up in 
emergencies.  As a back up, keep a loud hailer handy and a torch too for after dark. 

9. 	 Your emergency plan should say how you would deal with emergencies, which may arise during the event.  A 
simple and easy to follow plan will suit a small event.  A large event may need a more complex plan, involving the 
emergency services and the Council.  If you had to evacuate the venue, how would you do it and where would 
you send all the people?  Could it be done safely without causing panic?  All these types of things should be in 
your management plan. 

10. 	 If you are going to be apply for money or think that you will raise significant amounts, you should form a 
Committee with Chairperson, Treasurer and Secretary.  Cheques should need two signatories so that the money 
you spend is controlled and accounted for. 

11. 	 A long-term project may be better put on a formal basis with aims and a constitution. 

12. 	 Think about noise and how much it may annoy neighbours.  It does not always have to be very loud to cause 
problems.  Some persistent sounds can be quite penetrating and just as frustrating for neighbours as high 
volumes. 
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1.4 RISK ASSESSMENT 


THIS IS IMPORTANT


1. 	 The worst thing that could happen during an event would be for someone to be seriously injured or killed. 

2. 	 No matter how marvellous the event may have been, you will remember the accident above all else and never be 
sure about how different it may have been, “If I had only done…”   

3. 	 Bad publicity will concentrate on the incident rather then the enjoyable part of the event. 

4. 	 The aim is to ensure that your event goes according to plan without any incidents.  You can never guarantee that 
an accident will not happen but careful planning can reduce the likelihood of it happening and help you deal with it 
if it does occur. 

5. 	 What you must do is find all the hazards that may be part of your event and decide how much risk they are 
individually or if they combine. 

6. 	 You must either remove the risk completely or if this is not possible, reduce it to an acceptable level. 

7. 	 ‘Hazards’ are things with the potential to cause harm and ‘Risk’ is how likely it is for something to happen 
because a hazard is present. 

8. 	 Events with the most obvious risks include fireworks, bonfires, flashing lights, lasers, chemicals, animals, large 
crowds, etc. 

9. 	 The larger and more complex an event is, the more likely it is for an accident to happen, but do not think that 
smaller events do not have serious risks.  They do, and as the event organiser it is your responsibility to find and 
control those risks. 

10. 	 There is no set way of writing a risk assessment, as long as you clearly document what the hazards and risks are, 
how serious they may be and what you intend to do about reducing or eliminating them.  You must do all this in 
writing and keep a copy safe just in case something does go wrong. 

11. 	 It will also come in handy if you intend to repeat the event next year.  You can then update it to take account of 
anything that has changed and your experience of what happened last time.  This is a way of making your 
procedures better each time. 

12. 	 When you employ contractors, they should also do a risk assessment of their own and give you a copy. 

13. 	 Please remember it is your responsibility to do the risk assessment.  It is your event and you should be 
more familiar with it than anyone else. 

14. 	 On the day of your event, check the whole venue to make sure that all the risks are controlled properly as you 
said in your risk assessment.  If you find any more, put them right too before the event starts and make a note of 
what you have done. 

15. 	 Your risk assessment should be dated and signed by the person who has done it. 

16. 	 Before your event is approved, we may want to visit the venue with your Event Manager to discuss practical 
issues and possibly comment on your risk assessment.  We will not do the risk assessment for you, but we may 
spot something that is blatantly wrong or missing.  This does not mean that we accept responsibility for your 
risk assessment. We do not.  We simply may be able to make suggestions to help you improve things. 

17. 	 More information about risk assessments can be obtained from the Health and Safety Executive 
(www.hse.gov.uk) or the Council. 

18. 	 You may wish to keep your written file of documents for three years after your event, just in case someone makes 
a claim against you.  Ultimately though, it is your decision. 
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BOOKING PERFORMERS 
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2.1 BOOKING PERFORMERS 


1. 	 When you book performers, issue a contract and make sure you understand and agree to the cancellation terms. 
Ask for a signed copy and make sure you agree what the artist will provide and what you are expected to have 
ready at the venue. 

2. 	 Ask your local Taxman about payments to performers and follow his advice so that you do not become liable to 
pay their tax. 

3. 	 Performers can be booked through agencies.  Some are local and many can be found via your Reference Library. 
Try the ‘Showcall’ directory published by The Stage or perhaps ‘The British Performing Arts Yearbook’. 
Alternatively, ask locally to see if anyone knows of performers. 

4. 	 Make sure the performance has taken place before you pay and do have the money or a cheque ready if this is 
what you agreed to do.  Get a receipt. 

5. 	 Give the performers a secure space to change and leave their things and ask them to arrive well in advance of 
the performance time. 
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PERMISSIONS 
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3.1 LICENCES 


1. 	 The law requires a wide variety of entertainment events including musical, theatrical and events involving the sale 
of alcohol to be licensed by the Council for reasons of safety and to protect people from nuisance like noise. 

2. 	 The Council’s Licensing Officer is responsible to the Speaker’s Panel and advises them about applications for 
licences. 

3. 	 Not all events need a licence so when you have decided what you want to do, talk to the Licensing Officer to find 
out if you will have to apply.  Do this as soon as you can because the licensing staff will need time to deal with 
your application when it is returned. 

4. 	 There are two main types of Licenses;  in general terms a Premises licence will be needed for events where more 
than 500 people attend. A temporary event notice will, in general, be needed for events with less than 500 people 
in attendance. Both these licences require the applicant to consult with various agencies, it is therefore necessary 
to make the relevant applications at an early stage. 

5. 	 Do not be put off by unfamiliar forms, the Licensing Officer will help you. 

6. 	 If you will be playing music you may need a PRS licence.  This is obtained from the Performing Rights Society. 
You may also need a PPL licence from Phonographic Performance Ltd.  Check first to see if your venue already 
has a licence for the things you want to do. 

7. 	 Contact the Civil Aviation Authority or Air Traffic Control if you want to set off a lot of balloons or are having 
aircraft of any kind flying over your event. 

8. 	 If you are going to have a hypnotist, lasers or theatrical performances, even indoors, tell the Licensing Officer well 
in advance. 

9. 	 Alcohol may cause concern.  Tameside has a byelaw prohibiting the consumption of alcohol in public places and 
you will have to control what your audience drinks in the most effective way you can. 

10. 	 Think about having signs at entrances telling people about the law.  Ask the Police for advice about what to do if 
people do bring alcohol with them.  Also find out where the nearest off licences are to assess whether drink may 
be a problem. 

11. 	 The only legal way to drink alcohol in a public place is for it to be licensed.  Because there are linkages to under 
age drinking, unruly behaviour and alcohol, you will not automatically be granted a licence.  You must tell us if 
you are thinking of applying for a licence on the Council’s land. 

12. 	 Another option is to offer alcohol free drinks.  With a little thought they can be made to look and taste quite exotic. 

13. 	 You may need to give notice of your event to the Police under Section 11 of the Public Order Act 1986. Please 
check to see if it is necessary first. 

14. 	 If you are providing things for children, take extra special care because as we all know, they will not recognise 
dangers that may be obvious to adults.  A crèche or childminding area should be discussed with OFSTED to 
make sure it complies with the current standards. 
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3.2 INSURANCE 


1. 	 You should arrange adequate insurance cover for the whole event and things happening because of the event 
taking place. 

2. 	 Insurance cover is needed for all staff or helpers, spectators and property.  You will be asked to provide proof that 
insurance is valid for your event. 

3. 	 Normally your insurers will want you to have assessed all the risks and taken steps to eliminate or control as 
many as possible. 

4. 	 Decide well before the event takes place what information you will need to gather if there is an accident.  Prepare 
a few forms to fill in so that your insurer can be given all the information they need.  Photographs may be useful 
too. 

5. 	 Any contractors you may employ should be vetted to ensure they are competent to do what you want.  Ask for 
personal references if you do not already know the contractor and get a copy of their safety policy, risk 
assessments and public liability insurance – keep copies on your file. 

6. 	 Much the same goes for performers.  You should have copies of their risk assessments, public liability insurance 
and details of any special effects they intend to use.  Ask them in advance what things they will use and anything 
they may expect you to provide. 

7. 	 If you are going to spend a lot of money on your event and are worried about having to cancel because of bad 
weather, you may be able to insure against it happening, as long as you do it well in advance.  It is called 
PLUVIUS insurance and you will have to think about whether it is worth paying the premium. 

8. 	 The Council does not accept liability for any loss or damage caused to persons or property howsoever caused as 
a result of your event or public gathering.  The event organiser shall, at their own cost, obtain public liability 
insurance, which shall indemnify the Council against any and all claims, demands and proceedings arising out of 
your event or public gathering. 

9. 	 The Council recommends that you take your own legal and/or specialist advice, as appropriate. 
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3.3 TRAFFIC ARRANGEMENTS 


1. 	 Make sure you can comply with the requirements of the Council’s Highway Engineers and the Police. 

2. 	 The Police will not normally manage your traffic arrangements for you.  As the Event Organiser, it is your 
responsibility to create your event in a way that is safe and manageable within the resources you have available. 

3. 	 Do not leave your traffic planning to the last minute because some things, like a fairly simple road closure, take 
an absolute minimum of 3 weeks to process and have to go through a legal procedure.  We will need time to talk 
to other people about what you want to achieve so please give us plenty of notice. Complicated closures, or 
anything needing permission from the Secretary of State, will take much longer.  Unless the road closure is 
legally made, your event will not be allowed to go ahead on the highway.  Also, please do not assume that closing 
a road is a formality.  There may be reasons why it cannot be done. 

4. 	 Some events will need a road to be closed for reasons of safety.  If you cannot avoid this, you must ask the 
Council’s Traffic Engineers about it.  There may be restrictions on what you can do and a closure has to be done 
properly to make it legally enforceable.  There will probably be a cost for you to pay so think about it carefully. 

5. 	 If you need to put out cones or signs on the highway, talk to the Council’s Traffic Engineers about it first and 
make sure you can do the job safely. 

6. 	 Although the Police do not approve events, they will want to know more than usual about carnivals, processions, 
demonstrations, marches or other events like sporting races on the highway. 

7. 	 Keep access and exits free from obstructions and if money is being collected, do it as far into the venue as 
possible to stop vehicles backing up to the entrance/exit. 

8. 	 Impose a curfew on vehicles moving at a designated time before the event starts so that people arriving early are 
not at risk from vehicles trying to leave or park. 

9. 	 If possible, keep pedestrians and vehicles separate, particularly at entrances and exits. 

10. 	 Check the ground conditions on the day of the event to make sure it is still suitable and vehicles will not get 
bogged down. 

11. 	 Make sure there are enough signs to direct people. 

12. 	 Try not to upset neighbours by blocking up surrounding streets with parked cars. 

13. 	 Cordon off spaces for disabled, guests, etc. 

14. 	 Avoid parking on long dry grass.  It could catch fire. 

15. 	 Show on a plan where your emergency route will be and on the day of the event, make sure it really is adequate 
and keep it clear at all times. 
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3.4 SPECIAL EFFECTS 


1. 	 The greatest possible care is needed if you intend to use special effects and if they are on public land they must 
be discussed in detail with the Council.  These could be fireworks, lasers, pyrotechnics, bonfires, flashing lights, 
smoke, chemicals, animals and so on. 

2. 	 Even though you may minimise the risks, some of these things can sometimes still be unpredictable and extra 
care is needed. 

3. 	 Lasers need a licence to be operated legally and even then there are restrictions on how and where they can be 
used. 

4. 	 A large or complicated firework display on the Council’s land must be formally agreed, in detail, by the Council 
well in advance.  Displays should only be fired by well trained and experienced operators, who have visited the 
venue, assessed the risk and agree that it is safe. 

5. 	 Consideration must be given to: 

• The spectator area 	 • Where the audience stands 
• The safety zone to protect the spectators • A space where people are not allowed to go 
• The firing area	 • Where the fireworks are 
• The fall out area 	 • Where the debris from the fireworks falls 
• The bonfire 

6. 	 Event organisers should read guidance available from the Health and Safety Executive before planning an event 
with fireworks. 

7. 	 The space required for a fireworks display varies according to the material being fired and the size of the display. 
No guidance can be given until the exact details are provided. 

8. 	 If fireworks are to be stored, you should consult the Greater Manchester Fire Service, who is the registering 
authority for Tameside. 

9. 	 You should also realise that special effects are particularly susceptible to changes in weather conditions and may 
have to be cancelled at the last minute for safety reasons. 

10. 	 If you are planning a very powerful aerial display it is sometimes necessary to talk to Air Traffic Control at 
Manchester Airport because aeroplanes fly quite low over parts of Tameside. 

11. 	 If you intend to have a bonfire, you must decide how you can control what you are burning for the safety of 
spectators. We will want to formally agree your detailed plans well in advance. 

12. 	 Part of your event may be on or near to water, so make special plans about the dangers and do not forget to 
consult the owners.  This could apply to rivers or canals adjoining the Council’s land. 
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3.5 TOILETS AND WASHING FACILITIES 


1. 	 If you can, make temporary connections to a foul sewer and a drinking water supply. 

2. 	 An alternative is to use chemical toilets hired from a local supplier.  Make arrangements to have them maintained 
and emptied regularly so that they do not become a problem and are kept clean. 

3. 	 Remember to provide facilities suitable for disabled people, children, pregnant mothers, elderly, etc. 

4. 	 Put your toilets in a discreet place, provide lighting after dark and arrange security to make sure people are safe. 

5. 	 Check the toilets periodically to make sure everything is working as planned. 

6. 	 The number of toilets and wash basins depends on the size of your audience.  Ask the local Environmental 
Health Officer how many to provide. 
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3.6 CATERING 


1. 	 Provide a variety of catering options at suitable spots throughout the venue. 

2. 	 Try to use only licensed people who know how to prepare food safely.  Ask your local Environmental Health 
Officer for advice. 

3. 	 Remember to make arrangements for parking towing vehicles or overnight accommodation like caravans 
somewhere else. 

4. 	 The advice about diesel generators, risk of fire including gas cylinders and storage of materials applies to this 
aspect of your plans. 

5. 	 A supply of drinking water will be needed too. 

6. 	 Remember that not everyone eats the same food and some people have allergies. 

7. 	 If you are preparing your own food, it would be a good idea to speak to your local Environmental Health Officer 
for advice. 
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SITE PLANNING 
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4.1 CROWD CONTROL AND SECURITY 


1. 	 It is important that Stewards can be easily recognised by each other and the public. 

2. 	 Appoint a Senior Steward who will be responsible for managing all aspects of stewarding the event. 

3. 	 Make sure that Stewards are properly trained and briefed about what you expect them to do. 

4. 	 You will need to decide how many Stewards you need to look after the event.  Remember to allow for people to 
look after car parking, access routes, entrances, exits and not just the obviously sensitive areas. 

5. 	 Make sure there are sufficient clearly marked exits and that they are not locked.  Familiarise yourself with the 
venue and how it responds to the requirements for your event. 

6. 	 Clearly define the performance and backstage areas to keep the audience out by using barriers or other suitable 
perimeter.  Remember that if you expect a very large crowd, you may need special barrier arrangements around 
the stage to withstand the force of people pushing forwards.  If so, you should get expert advice. 

7. 	 Barriers are also useful to direct people along routes where you want them to go or as temporary measures to 
isolate problem areas. 

8. 	 It is a good idea to make an information point that is staffed during the event.  Include a plan of the site showing 
where everything is and let people know the timing of various parts of your programme. 

9. 	 How you arrange your programme may have an effect on how the audience reacts.  Think about the mood you 
want to create and how it may affect your crowd control arrangements.  For example, switching from one high 
profile performance to another at different parts of the venue may cause the audience to move unexpectedly to 
see what is happening.  It requires some thought at the planning stage to get the mix right. 

10. 	 Always have an alternative to the PA system for making announcements, particularly in a large venue. 

11. 	 Decide when to present your top performance.  The whole event could then finish on a high note with everyone 
leaving at the same time or, alternatively, put the top act on next to last.  If you do this, people will probably start 
to drift away before the end. 

12. 	 If you decide to charge an entrance fee, people will want value for money.  This is another factor to consider 
about how the audience reacts. 

13. 	 If you cannot control the boundary of the venue, it may be impossible to charge a fee to enter.  An alternative may 
be to ask for donations.  If you do have money at the venue, what are your security arrangements for keeping it 
safe? 

14. 	 What will you do if too many people turn up?  You should be able to plan for this and monitor how things are 
going on the day. 

15. 	 Remember that you will have a duty of care even to trespassers, so make sure everything is safe. 
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4.2 ACCESS TO YOUR VENUE IN AN EMERGENCY 


1. 	 If your venue is large enough, designate an emergency route and keep it clear at all times, including overhead. 
Mark the route on your site plan. 

2. 	 The route must be adequate to take heavy vehicles in any weather condition. 

3. 	 Make sure the route allows vehicles to turn round and get out quickly and easily too. 

4. 	 Agree the route with the emergency services. 
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4.3 FIRE PRECAUTIONS 


1. 	 Ideally, you should attempt to reduce the risk of fire as a matter of principle before you decide how to deal with 
potential incidents. This will be simpler to achieve once a Fire Safety Risk Assessment has been carried out. This 
is a legal requirement even for Open Air Events. 

2. 	 Remember to take account of weather conditions.  For example, if there has been a long dry spell and vegetation 
is easily combustible, this may influence the layout of your event and where vehicles are parked.  You may even 
need to cut grass and remove it from the site. 

3. 	 Use flame retardant materials wherever possible. 

4. 	 Keep vending vehicles and stalls well away from each other and buildings and do not store flammable materials 
close by.  Also keep vehicles or obstructions well clear of exits. 

5. 	 Do not use fireworks, electricity, flammable or other hazardous substances unless you are competent to do so. 
Get a trained professional to do it for you and make sure the risks are properly assessed.  Remember that some 
special effects, like fireworks, may travel beyond your event arena and you will need to be aware of how you can 
deal with this knowledge. 

6. 	 All sources of fire should have suitable fire extinguishers and fire blankets easily accessible.  Also provide fire-
fighting equipment at strategic locations and, if necessary, put up signs to say that it is there. 

7. 	 If you intend to use a tent or marquee, you will need to think in more detail about the risk of fire.  Get professional 
advice about your ideas and make plans about how you will manage things when your tent is full of people.  What 
are the risks to be controlled? 

8. 	 Do not conduct experiments at your event for the first time.  If in doubt, try unfamiliar things out well beforehand in 
a controlled environment so that you can assess the risks and when it comes to your event you will know what to 
expect. 

9. 	 If in doubt, consult the Fire Service. 
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4.4 ELECTRICITY 


1. 	 People accept electricity as an essential part of everyday life, but it has the means to do very severe harm if not 
treated with respect. 

2. 	 Electrical installations should comply with the prevailing regulations and be checked and/or installed by a 
qualified, competent electrician. 

3. 	 Make sure that only authorised people can gain access to your electrical equipment. 

4. 	 Include protection devices in your electrical circuits like a Residual Current Device (RCD). This operates much 
quicker than a fuse. 

5. 	 If you use a generator, make sure of what protective devices it has and, if necessary, build some of your own into 
your circuits.  For example, an additional safety measure is to use an earth rod driven into the ground.  This 
should be capable of taking the full load from the generator direct to the earth. 

6. 	 After dark, make sure there is artificial lighting when and where needed, particularly to escape routes and exits. 

7. 	 If generators are used put them where they can be supervised and do not cause annoyance due to noise.  Also, 
use the Diesel type and make proper arrangements for refuelling and safe storage or fuel.  Remember fire 
precautions too. 

8. 	 Cables may be a hazard depending on where you put them.  At ground level someone could trip over one or the 
cable may get damaged and harm someone if the insulation is pierced.  Think about potential problems too if you 
cables are above head height for example. 

9. 	 The best thing to do it put cables out of the way.  When this is not possible, cover them with sturdy material or 
tape them to the floor.  Make sure that whatever you protect them with does not just become another hazard 
though. 

10. 	 If you are using metal structures like a stage, make sure it is grounded to earth. 
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4.5 FIRST AID 


1. 	 You should provide adequate numbers of qualified first aid assistance at the venue.  Consult St John Ambulance 
or the Red Cross for advice. 

2. 	 Depending on the size and nature of the event, you may also need an ambulance on standby.  This will probably 
only be needed at large events. 

3. 	 A first aid post should be established and all event staff must know where it is. 

4. 	 Contact between the Event Manager and the first aid personnel must be maintained.  The method depends on 
the size of the event and may be by radio or telephone. 

5. 	 Remember to tell your first aiders before the event about any special hazards in your event so that they come 
prepared with the correct materials and knowledge. 

6. 	 Make a plan for dealing with lost children or even people who become separated.  Keep a note of lost children 
and only include a description of the child or parents name for security reasons.  If no one responds after say, 30 
minutes, tell the Police. 
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4.6 TEMPORARY STRUCTURES 


1. 	 Your event may need temporary structures like a stage, tents, stalls, inflatables, a marquee, barriers and so on. 
Find a reputable and experienced supplier and discuss it with them.  You may need safety checks, tests or 
assurances that things will stand up to the load you are going to put on them. 

2. 	 Many temporary structures are unfamiliar because they are not often used and can catch people out.  Always 
take specialist advice and take extra care with your risk assessment. 

3. 	 Things like inflatables can also be a problem because they are so light and may blow over if it is very windy. 
Make sure they are securely anchored. 

4. 	 Remember to tell us if you want to have a fair.  We will want detailed information from you and the rides may be 
checked on the day of your event to make sure it is all safe.  If we do not get enough information, your event may 
not be allowed to go ahead. 

5. 	 All portable electrical appliances, including extension leads, should be tested for electrical safety and a record 
kept. Hired equipment should come with a certificate to confirm that it is safe. 

6. 	 If any structures are left overnight after the event, make sure they are safe and if necessary make security 
arrangements until they can be removed. 

7. 	 Using tape and steel pins is not always a good idea.  Steel pins can be a hazard and tape breaks easily. Try to 
use something safer and stronger. 

8. 	 You may think about using decorations to liven up your event and draw attention to the entrances.  Things like 
bunting, flags or banners.  If you have the time, expertise or money you could even create special features. 

9. 	 Think about how long things will need to last and make sure they will withstand wind and rain. 

10. 	 If you use decorative lighting think about the risks involved and act accordingly. 

11. 	 Think carefully about what you will fix your decorations on.  If you are driving stakes or pins into the ground, how 
will you know if there is anything dangerous like electricity cables or gas mains underneath? 

12. 	 Information can be obtained from the companies who supply gas, water, electricity, telephones, cable television 
and even Council sewers.  You can normally get detailed information by sending a plan to them in advance or 
they may agree to meet you and explain where they have buried their equipment. 

13. 	 These buried services can crop up in the most unexpected places so please do not assume there are none. 

14. 	 Remember to think about overhead power lines too or what may happen if you build a bonfire above a shallow 
cable or gas pipe. 

15. 	 Even heavy equipment can sometimes cause damage to things underground on soft land. 

16. 	 Grounding metal structures to earth is a good idea if done properly, to prevent electric shock. 
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4.7 LITTER 


1. 	 Provide litter receptacles and empty them regularly before they get full.  Use non-combustible containers. 

2. 	 Keep an eye on how much litter there is and do not let it build up.  Do not allow it to accumulate or be stored near 
to food vendors, buildings, tents or anywhere it could catch fire and spread. 

3. 	 Watch out for sharp objects when handling or carrying litter. 

4. 	 Immediately after the event, make an inspection of the site to ensure that nothing hazardous has been left. 

5. 	 Remember that if you do not clean up immediately after the event, the litter could spread to other places.  We 
may also end up doing the work ourselves if you do not do it and you could end up receiving a bill. 
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~ 5 ~ 

PUBLICITY 
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5.1 HOW TO PUBLICISE YOUR EVENT 


1. 	 Start by thinking about how much space you have and the maximum number of people you can cope with.  This 
will guide you about how much, if any, money and effort you need to spend telling people about your event. 

2. 	 Decide who you want to come and how you tell them when the event is going to happen.  Give information people 
need like date, time, place and what is happening.  Is there an entrance fee or any restrictions about who can 
come? 

3. 	 Remember to acknowledge any sponsors on your paperwork. 

4. 	 There are numerous ways to get your message across, like word of mouth, flyers, leaflets, posters, banners, 
press releases, adverts or even specially arranged photocalls. 

5. 	 However you decide to do it, try to make the finished product simple, clear, eye catching and legible.  If possible 
use colours, even though it is more expensive. 

6. 	 If you do a press release try to make it sound as exciting as possible and follow it up with a personal call a few 
days before the event.  If you have advance photographs, send some with your press release. 

7. 	 Decide how you will distribute your information and where it will go.  Try to make a few spot checks to make sure 
people have actually put it on display. 

8. 	 Please remember that you can not fly post or put adverts on lampposts, barriers, etc along roads.  Please contact 
the Council’s Traffic Management Engineers for information about putting adverts close to roads, particularly at 
junctions. 

9. 	 You could approach a local radio station to see if they will put on a road show at your event.  This could give a 
boost to your publicity campaign and benefit the whole event. 

10. 	 Another alternative is to use a website.  This also has the advantage of being able to collect useful feedback 
about your event to help you for next time.  Most people enjoying an event do not want to be bothered with 
questionnaires but may use a website.  It all depends on how many of your target audience are connected to the 
net. 
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~ 6 ~ 

WHERE TO GET MORE 


INFORMATION 
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6.1 ADDITIONAL READING 


Disability Discrimination Act 1995 The Stationery Office 

L74 - First Aid at Work Regulations Approved Code of Practice 1981 HSE 

IND(G) 347 – Basic advice on First  Aid HSE 

HSG 195 – Event Safety Guide HSE 

L21 - Management of Health and Safety at Work Regulations 1999  Approved Code HSE 
of Practice 

INDG163 Rev – Five Steps to risk assessment HSE 

HS(G)123 – Working Together on Firework Displays HSE 

HS(G)124 Rev  – Giving Your Own Firework Display HSE 

HS(G)154 Rev – Managing Crowds Safely HSE 

HS(G)175 – Fairgrounds and Amusement Parks, Guidance on Safe Practice HSE 

CAIS 11 – Main health & safety law applicable to Catering HSE 

HS(G)47 – Avoiding Danger from Underground Services HSE 

HS(G)85 Rev – Electricity at Work: Safe Working Practices HSE 

IND(G) 247 – Electrical Safety for Entertainers HSE 

HS(R)25 – Memorandum of Guidance on the Electricity at Work Regulations 1989 HSE 

GS50 Rev – Electrical Safety at Places of Entertainment HSE 

INDG231 – Electrical Safety and You HSE 

The Regulatory Reform (Fire Safety) Order 2005  The Stationery Office 

Fire Safety Risk Assessment Guide – Open air events and venues The Stationery Office 

BS 7671: 2001 Requirements for Electrical Installations (16th Edition) IEE 

Safe Use of Bouncy Castles Institute of Sport and 
Recreation  

The Use of LPG Cylinders in Mobile Catering and Similar Commercial Vehicles LP Gas Association 
Code of Practice No 24, Part 3 

The Showcall Directory – The Visual Directory of Light Entertainment The Stage 

Code of Practice for Outdoor Events NOEA 

The British Performing Arts Yearbook Rhinegold 

Conditions Relating to Fairgrounds Tameside MBC 

Conditions Relating to the Use of Council Owned Land Tameside MBC 

Fees and Charges Tameside MBC 
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6.2 PEOPLE TO CONSULT 


Air Traffic Control at Manchester Airport 0161 499 5311 

General Advice on organising events on Council land 0161 342 4144 

Premises Licence Applications – TMBC 0161 301 3021 

Temporary Event notices – TMBC 0161 301 3021
(for events of less than 500 people) 

Environmental Health – TMBC 0161 342 3479/3778

Greater Manchester Police 0161 872 5050 

Greater Manchester Fire and Rescue Service 0161 736 5866

Health and Safety Executive (Infoline) 0845 345 0055 

Health and Safety Executive (publications) 01787 881165 

Institute of Electrical Engineers 01438 765526 

Institute of Sport and Recreation Management 01509 226474 

LP Gas Association mail@uklpg.org / Camden House, Warwick Road, Kenilworth, CV8 1TH

Network Rail 0161 228 8813 

National Outdoor Events Association (NOEA) 01749 674531 

OFSTED 0300 1231231 

Phonographic Performance Ltd (PPL Licence) 0207 534 1000 

ROSPA 0121 248 2000 

British Red Cross Society 0844 4122804 

St John Ambulance 08714 236030 

The Performing Rights Society (PRS Licence) 0207 580 5544 

The Stationery Office,  9-21 Princess Street 0161 834 7201 
Manchester M60 8AS 

Traffic Management – TMBC 0161 342 3927

Events Guide April 2008 29 



6.3 USEFUL WEBSITES 


Department of Trade and Industry (Fireworks): 
www.dti.gov.uk/homesafetynetwork 

DfES – National Standards for Day Care: 
www.dfes.gov.uk/daycare 

Health and Safety Executive 
www.hse.gov.uk 

Institute of Sport and Recreation Management 
www.isrm.co.uk 

Royal Society for the Prevention of Accidents 
www.rospa.co.uk 

Department for Culture Media and Sport 
www.dcms.gov.uk 

Department for Communities and Local Government 
www.communities.gov.uk 

FOOTNOTE 

The information contained in this guidance is believed to be correct at the time of printing.  However, 
changes in legislation and/or Council policy may occur, which are not included.  No liability is 

accepted for any losses that may occur as a result of such omission. 

Prepared by the Art and Event Team (Sport & Cultural Services) in conjunction with the Occupational 

Health and Safety Unit, Tameside MBC. 
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Health & Safety at Public Events 
CHECKLIST 


Prior to Risk Assessment 

Name of Event 
Venue 
Event Organiser 
Date of Event 
Times Start: Finish: 

Who gives Permission 
to use the Venue? 
Estimate Size of 
Audience 
How many Stewards 
will be Used? 
Is Emergency Plan 
attached? 
Is there a charge for 
entry? 

If Yes, how much? 

What special hazards are 
there? 
e.g, Fireworks, Lasers, Chemicals, 
Animals, Large Crowd, Fire,  
Pyrotechnics, Flammable or 
Explosive Substances, LPG 

How will these hazards be 
controlled? 
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Has Insurance been checked? 
Are Safety Certificates available? 

 (Attached copies) 

 (Attached copies) 

Has the Advice given in the 
Events Safety Guide (HSG 
195) been applied? 
(If not, give reasons) 

Have Invitations been sent out? (Attach list) 
Is Venue Booked? 
Is Food/Drinks Ordered? 

Who are Key Event Staff? 
Name What will they Do at the Event? 

Event Manager (Compulsory) 

Who Else has been told about this Event? 
Who Has Been Told? Date Informed What was their Response? 

Police 

Fire Service 

Environmental Health 

Licensing Officer 

Safety Officer 

Neighbours  

Town Managers 

Press/TV  

Markets 

Engineers  

Traffic 

Structures 

Others 
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How will you Deal with these Issues? 

Publicity 

Car Parking/ Traffic 
Management 

Access to Toilets 

First Aid 

Lost Children 

Alcoholic Drinks 

Noise 

Catering 

Food Hygiene 

Litter 

Unforeseen 
Incidents 

Communications 
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How will you Deal with these Issues? (cont’d 2) 

Identification of 
Event Staff 

Announcements 

Security 

Public Order 

Crowd Migration/ 
Overcrowding 

Emergency 
Access/Route 

Public Address 

Poor Weather 

Photographs/Video 

Maintain Access to 
Buildings etc 

Policy re: Use of 
Fairs 

Electrical Safety/ 
Test 
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How will you Deal with these Issues? (cont’d 3) 

Arrangements for 
Disabled People 

Fire Precautions 

Banners/Posters 
and Removal 

Road Closures 

Does Critical 
Incident Plan Apply 

Dressing Rooms 

Guest Parking 

Parking Passes 

Power Supply 

Stages 

Guest Hospitality 

Events Guide April 2008 35 



Health & Safety at Public Events 
RISK ASSESSMENT FOR 


At: Date/Time: 

List of outstanding items for resolution before event takes place 

Risks Not Adequately 
Controlled 

Date and 
Time 

Time 
Date and 

Completed 
Signature 

1 

2 

3 

4 

5 

Insurances Checked Safety Certs Checked 

Council Approval 
Prior to Event Set Up 

Signature:  Date: 

Site Inspection OK  
at Event Set Up 

Signature:  Date/Time: 
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FFFIIIVVVEEE SSSTTTEEEPPPSSS
TTTOOO RRRIIISSSKKK
AAASSSSSSEEESSSSSSMMMEEENNNTTT

1. This leaflet is intended to help employers and self-employed people 
to assess risks in the workplace. It is aimed at firms in the 
commercial, service and light industrial sectors. 

2. An assessment of risk is nothing more than a careful examination of 
what, in your work, could cause harm to people, so that you can 
weigh up whether you have taken enough precautions or should do 
more to prevent harm. The aim is to make sure that no one gets 
hurt or becomes ill. Accidents and ill health can ruin lives, and 
affect your business too if output is lost, machinery is damaged, 
insurance costs increase, or you have to go to court. 

3. Don’t be put off by some of the words used in this guide. 
• ‘Hazard’ means anything that can cause harm (eg chemicals, 

electricity, working from ladders, etc). 
• ‘Risk’ is the chance, great or small, that someone will be harmed 

by the hazard. 

STEP 1 Look for the hazards 
and Essentials of Health and Safety, details of which are 
given at the end of this leaflet. 

This leaflet contains notes on good practice, 
which are not compulsory but which you may find 
helpful in considering what you need to do. 

If you are doing the assessment yourself, walk around your 
workplace and look afresh at what could reasonably be 
expected to cause harm. Ignore the trivial and concentrate 
only on significant hazards, which could result in serious 
harm of affect several people. Ask your employees or their 
representatives what they think. They may have noticed 
things that are not immediately obvious.  Manufacturer’s 
instructions or datasheets can also help you spot hazards 
and put risks in their true perspective. So can accidents 
and ill-health records. 

STEP 2 
Decide who might be harmed, and 
how 

Think about people who may not be in the workplace all 
the time, eg cleaners, visitors, contractors, maintenance 
personnel, etc. Include members of the public, or people 
you share your workplace with, if there is a chance they 
could be hurt by your activities. 

STEP 3 
Evaluate the risks arising from 
the hazards and decide whether 
existing precautions are 
adequate or more should be done 

Even after all precautions have been taken, usually some 
risk remains. What you have to decide for each 
significant hazard is whether this remaining risk is high, 
medium or low. First, ask yourself whether you have done 
all the things that the law says you have got to do. For 
example, there are legal requirements on prevention of 
access to dangerous parts of machinery. Then ask 
yourself whether generally accepted industry standards are 
in place. But don’t stop there – think for yourself, because 
the law also says that you must do what is reasonably 
practicable to keep your workplace safe. Your real aim is 
to make all risks small by adding to your precaution if 
necessary. 

More information about legal requirements and standards 
can be found in the HSE publications Management of 
Health and Safety at Work: Approved Code of Practice 
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Improving health and safety need not cost a lot. For 
instance, placing a mirror on a dangerous blind corner to 
help prevent vehicle accidents, or putting some non-slip 
material on slippery steps, are inexpensive precautions 
considering the risks. 

If you find that something needs to be done, ask yourself: 

(a) Can I get rid of the hazard altogether? 
(b) If not, how can I control the risks so that harm is 

unlikely? 

Only use personal protective equipment when there is 
nothing else that you can reasonably do. 

If the work you do tends to vary a lot, or if you or your 
employees move from one site to another, select those 
hazards which you can reasonably foresee and assess 
the risks from them. After that, if you spot any unusual 
hazard when you get to a site, get information from others 
on site and take what action seems necessary. 

If you share a workplace, tell the other employers and 
self-employed people there about any risks your work 
could cause them, and what precautions you are taking. 
Also, think about the risks to your workforce from those 
who share your workplace. 

STEP 4 Record your findings 

If you have fewer than five employees you do not need to 
write anything down, but if you have five or more 
employees you must record the significant findings of your 
assessment. This means (1) writing down the more 
significant hazards and (2) recording your most important 
conclusions – for example, “Electrical installations: 
insulation and earthing checked and found sound”, or 
“Fume from welding: local exhaust ventilation provided and 
regularly checked”. You must also inform your employees 
about your findings. 

There is no need to show how you did your 
assessment, provided you can show that: 
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44.. TThhee iimmppoorrttaanntt tthhiinnggss yyoouu nneeeedd ttoo ddeecciiddee aarree wwhheetthheerr aa hhaazzaarrdd
iiss ssiiggnniiffiiccaanntt,, aanndd wwhheetthheerr yyoouu hhaavvee iitt ccoovveerreedd bbyy ssaattiissffaaccttoorryy
pprreeccaauuttiioonnss ssoo tthhaatt tthhee rriisskk iiss ssmmaallll.. YYoouu nneeeedd ttoo cchheecckk tthhiiss
wwhheenn yyoouu aasssseessss tthhee rriisskkss.. FFoorr iinnssttaannccee,, eelleeccttrriicciittyy ccaann kkiillll bbuutt
tthhee rriisskk ooff iitt ddooiinngg ssoo iinn aann ooffffiiccee eennvviirroonnmmeenntt iiss rreemmoovvee,,
pprroovviiddiinngg tthhaatt ‘‘lliivvee’’ ccoommppoonneennttss aarree iinnssuullaatteedd aanndd mmeettaall
ccaassiinnggss pprrooppeerrllyy eeaarrtthheedd..

HHooww ttoo aasssseessss tthhee rriisskkss iinn tthhee wwoorrkkppllaaccee

55.. DDoonn’’tt bbee oovveerrccoommpplliiccaatteedd.. IInn mmoosstt ffiirrmmss iinn tthhee ccoommmmeerrcciiaall,,
sseerrvviiccee aanndd lliigghhtt iinndduussttrriiaall sseeccttoorr,, tthhee hhaazzaarrddss aarree ffeeww aanndd
ssiimmppllee.. CChheecckkiinngg tthheemm iiss ccoommmmoonn sseennssee,, bbuutt nneecceessssaarryy..
YYoouu mmaayy hhaavvee aallrreeaaddyy aasssseesssseedd ssoommee ooff tthheemm.. FFoorr eexxaammppllee,,
iiff yyoouu uussee ttooxxiicc oorr ddaannggeerroouuss cchheemmiiccaallss,, yyoouu sshhoouulldd aallrreeaaddyy
hhaadd mmaaddee aann aasssseessssmmeenntt ooff tthhee rriisskkss ttoo hheeaalltthh aanndd

pprreeccaauuttiioonnss yyoouu nneeeedd ttoo ttaakkee uunnddeerr tthhee CCoonnttrrooll ooff
SSuubbssttaanncceess HHaazzaarrddoouuss ttoo HHeeaalltthh RReegguullaattiioonnss ((CCOOSSHHHH)).. IIff
ssoo,, yyoouu ccaann cconsider them ‘checked’, and write that down if 
you are making a written assessment. For other hazards, 
you probably already know whether you have machinery that 
could cause harm, or if there is an awkward entrance or stair 
where someone could be hurt. If so, check that you have 
taken what reasonable precautions you can to avoid injury. 

6. If you are a small firm and you are confident you understand 
the work, you can do the assessment yourself. If you are a 
larger firm, you could ask a responsible employee, safety 
representative or safety officer to help you. If you are not 
confident, get help from a competent source. 
But remember – you are responsible for seeing it is 

adequately done. 

•	 a proper check was made; 
•	 you asked who might be affected; 
•	 you dealt with all the obvious significant hazards, 

taking into account the number of people who could 
be involved; 

•	 the precautions are reasonable and the remaining risk 
is low. 

Assessments need to be suitable and sufficient, not 
perfect. The real points are: 

•	 Are the precautions reasonable, and 
•	 Is there something to show that proper check was 

made? 

Keep the written document for future reference or use; it 
can help you if an inspector questions your precautions, or 
if you become involved in any action for civil liability. It can 
also remind you to keep an eye on particular matters. And 
it help to show that you have down what the law requires. 
There is a form with this guide which you may find helpful 
but, by all means, produce your own form if it suits you 
better. 

To make things simpler, you can refer to other documents, 
such as manuals, the arrangements in your health and 
safety policy statement, company rules, manufacturer’s 
instructions and your health and safety procedures. These 
may already list hazards and precautions. You don’t need 
to repeat all that and it is up to you whether you combine 
all the documents or keep them separately. 

STEP 5 
Review your assessment from 
time to time and revise it if 
necessary 

Sooner or later you will bring in new machines, substances 
and procedures that could lead to new hazards. If there is 
any significant change, you should add to the assessment 
to take account of the new hazard. In any case, it is good 
practice to review your assessment from time to time. 
Don’t amend your assessment for every trivial change, or 
still more, for each new job. But if a new job introduces 
significant new hazards of its own, you will want to 

consider them in their own right and do whatever you need 
to keep the risks down. 

Getting Help 

It is a legal requirement to assess risks. In the unlikely event that 
you get stuck on the assessment, your local health and safety 
inspector can advise you on what to do. You will find most of 
what you need to know about legal requirements and standards 
in: 

Essentials of Health and Safety at Work 
ISBN 0 7176 0716 X, 

But you might also find the following useful: 

Management of Health and Safety at Work: Approved Code 
of Practice L21, ISBN 0 7176 24889 

Working together on firework displays 
HSG 123, ISBN 0717624781 

The radiation safety of lasers used for display purposes 
HSG95 ISBN 0717606910 

Managing crowds safely 
HSG154 ISBN 071761834X 

The Event Safety Guide 
HSG195 ISBN 0717624536 

The publications listed above may be obtained from: 

HSE Books, PO Box 1999, Sudbury, Suffolk CO10 6FS, 
Tel: 01787 881165, Fax: 01787 313995 

WATERSTONES, 2-4 St Anns Square, Manchester M2 7HH 
Tel; 0161 832 0424. 

For other information contact interrnet address www.hse.gov.uk 
or enquiries ring HSE’s InfoLine Tel: 0845 345 0055 

It is acknowledged the source of the above information is HSE. 
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ASSESSMENT 
OF RISK FOR 

ASSOCIATED DOCUMENTS 

1. 

2. 

3. 

4. 

List hazards here: List groups of people who are especially at risk 
from the significant hazards that you have 
identified: 

HAZARD 

Look only for hazards, which you could reasonably 
expect to result in significant harm. 

 Use the following examples as a guide: 
• Slipping/tripping hazards 
• Fire 
• Chemicals (eg Battery Acid) 
• Moving parts of machinery (eg fairgrounds) 
• Work at height  
• Poor food hygiene 
• Vehicles (moving around site, coming in or out)) 
• Electricity (eg poor wiring) 
• Events around water or waterways 
• Manual handling 
• Noise 
• Poor Lighting 

WHO MIGHT BE HARMED? 

There is no need to list individuals by name – just think 
about groups of people doing similar work or who may 
be affected, eg: 
• Members of the Public 
• Contractors/Site cleaners 
• People Sharing your event 

Pay particular attention to: 
• People with disabilities 
• Inexperienced staff 
• Children 
• Animals 

They may be more vulnerable. 
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List existing controls here or note where the 
information may be found: 

List the risks which are not adequately controlled 
and the action you will take where it is reasonably 
practicable to do more. You are entitled to take 
cost into account, unless the risk is high: 

WHAT FURTHER ACTION IS 
NECESSARY TO CONTROL THE RISK? 
What more could you reasonably do for those risks that you 
found were not adequately controlled? 

You will need to give priority to those risks, which affect large 
numbers of people and/or could result in serious harm.  Apply 
the principles below when taking further action, if possible in 
the following order: 

• Remove the risk completely 
• Try a less risky option 
• Prevent access to the hazard (eg by guarding) 
• Organise work to reduce exposure to the hazard 
• Issue personal protective equipment  
• Provide welfare facilities (eg washing facilities for removal of 

contamination and first aid) 

IS THE RISK ADEQUATELY 
CONTROLLED? 
Have you already taken precautions against the risks from 
the hazards you listed?  For example, have you provided: 

• Adequate information, instruction or training? 
• Adequate systems or procedures? 

Do the precautions: 
• Meet the standards set by a legal requirement? 
• Comply with a recognised industry standard? 
• Represent good practice? 
• Reduce risk as far as reasonably practicable? 

If so, then the risks are adequately controlled, but you need 
to indicate the precautions you have in place.  You may refer 
to procedures, manuals etc giving this information. 

TRANSFER UNCONTROLLED RISKS TO 

BOX ON FRONT PAGE 
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List hazards here: List groups of people who are especially at risk 
from the significant hazards that you have 
identified: 
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List existing controls here or note where the 
information may be found: 

List the risks which are not adequately controlled 
and the action you will take where it is reasonably 
practicable to do more. You are entitled to take 
cost into account, unless the risk is high: 

TRANSFER UNCONTROLLED RISKS TO BOX 

ON FRONT PAGE 


Assessment undertaken (date) 

Assessor 

Signed 

Date 

Assessment Review Date 
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IMPROVEMENTS FOR NEXT EVENT

NOTE ANY SERIOUS PROBLEMS WITH CURRENT EVENT 

PROBLEM/ISSUE SOLUTION 
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