University of St Andrews Students Association
Major event outline plan and Health & Safety checklist
Part 1
Outline plan
	Event Name:
	

	Proposed Event Date(s):
	

	Society or Group Responsible:
	

	Relationship to SASA:
	

	Proposed Location(s):
	

	Proposed Event Start Time(s):
	

	Proposed Event Finish Time(s):
	

	Expected Attendance
	



	Event Description

	








	[bookmark: _Hlk167177180]Event Organising Committee:

	Name
	Email
	Mobile

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Contractors & suppliers:

	Name
	Email
	Mobile

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Part 2
Potential hazards
[bookmark: _Hlk221626407]Part 2 may be used to help you identify common hazards when planning major society events where large numbers of people may be in attendance
	Fire risk
	Confirm statements below

	The venue provider has an up-to-date fire risk assessment
	

	Open flames are prohibited within the venue
	

	Venue complies with Fire Regulations, Gas Safety and Electrical Safety
	

	The venue is free of flammable or explosive substances
	

	Flammable gases are stored / transported safely and not used indoors
	

	There are no large quantities of combustible materials in the venue
	

	Soft furnishings and textiles are flame retardant
	

	Decorations are non-combustible or treated to prevent fire spread
	

	An outdoor smoking area is provided
	

	Fire detection 
	

	Means of raising fire alarm is adequate for venue size and activity
	

	Means of fire detection is adequate for venue and activity
	

	There is easy access to the venue for emergency services
	

	Emergency lighting is provided and has been tested
	

	Emergency evacuation
	

	There is a fire evacuation plan with muster points known to stewards
	

	The venue will be checked during evacuation, including toilets
	

	Additional help is available for disabled or vulnerable people
	

	There is a means to quickly silence any music or other entertainment PA in an emergency
	

	All escape routes are clear and signposted
	

	Travel distances are compliant and terminate in place of safety
	

	External escape pathways are of adequate width (min 1.2m) and quality
	

	Final exits open outwards (if in excess of 60 attendees)
	

	Escape routes will be kept clear during the event
	

	There are adequate fire extinguishers at the venue
	

	On-site stewards are trained in use of fire extinguishers
	

	Entertainment effects
	

	Vision will not be obscured by artificial smoke
	

	Use of fireworks (pyrotechnics) prohibited
	

	
	



	3rd party contractors & suppliers listed in part 1
(for security, alcohol & food, see part 3)
	Confirm statements below

	Public liability insurance certificates received from 3rd party suppliers
	

	Risk assessments received
	




	General Health & Safety risk	
	Confirm statements below or state n/a

	Trip hazards eradicated within the venue, including cables
	

	Potential for fall from height within the venue removed or managed
	

	Any watercourses are distant or fenced off
	

	There are no cliffs or large drops in vicinity of venue
	

	There is proportionate first aid and/or medical provision
	

	There are no confined spaces or areas where access or egress is difficult
	

	Any animals are well controlled by expert handlers
	

	Any prolonged exposure to very high noise levels is managed
	

	Organisers / participants will not undertake lifting of heavy or awkward objects
	

	Use of strobes, lasers or other lighting effects is managed by competent persons
	

	Use of smoke or similar obscuring effects is managed by competent persons
	

	Additional precautions are taken if children are attending
	

	Contingencies exist should adverse weather curtail or prevent activity
	



Notes:


Part 3
Event specific hazards
Part 3 may be used to help you identify specific hazards when planning major society events where large numbers of people may be in attendance
	1. Temporary structures (Marquees, Gazebos, etc.)

	Yes - Complete the rest of section 1 & section 1.1
	No – Go to section 2

	Are you planning to use temporary structures?
	
	

	
	
	

	Marquee Footprint (metre2)
	
	

	Marquee capacity
	
	

	Proposed Supplier
	
	

	Proposed Location
	
	

	1.1. Risks
	[bookmark: _Hlk221622594]Confirm statements below
	

	Structure weather tolerances are known, measurable and agreed
	
	

	Underground Services Plan (requested & passed to supplier)
	
	

	Guy ropes and fixings arranged to prevent slips and trips?
	
	

	Any weather issues relative to flooring construction and slip hazards?
	
	

	Raised platforms notified to local authority where necessary (i.e. >600mm height)
	
	

	If ground conditions be slippery or awkward underfoot mitigation is in place?
	
	

	Ground surveys of utilities and IT for marquee or tent erectors?
	
	

	Method statements, risk assessments for marquee or tent erection?
	
	

	Wind management plan in place
	
	

	There is adequate lighting within the venue
	
	

	The venue is not excessively hot or cold
	
	

	Security of event marquees, contents etc overnight arranged
	
	

	Supplier contracts signed and confirmation of insurance received
	
	

	Property insurance in place for marquees, structures or machinery
	
	

	Smoking is prohibited within 10m of any temporary structure
	
	

	The temporary structure is non-combustible or treated to prevent fire spread
	
	



[bookmark: _Hlk221626568]Notes:



	2. Security and stewarding
	
	Yes - Complete the rest of section 2 
	No – Go to section 3

	Do you need to employ stewards or SIA door supervisors?
	
	

	We have adequate numbers of Security & stewards for the size of Event
	
	

	Door supervisors are SIA licensed
	
	

	Security provider risk assessment & PLI certificate received
	
	

	There are clear procedures for
· Drunkenness
· Disorder
· Discovery of illegal substances
	
	

	Stewarding has been arranged for Event transport where required
	
	

	There are clear attendance capacity and means of enforcement
	
	

	Attendance is strictly ticketed, and admission monitored
	
	

	Adequate controls to prevent unauthorised access to the Venue
	
	

	Organisers and stewards can communicate easily during the Event
	
	

	Security plan for cloakrooms or other areas with valuables in place
	
	

	Arrangements for safe cash handling and retention by organisers
	
	

	A lost & found handling procedure is in place.
	
	

	A security report will be submitted to SASA
To include the following:
· Summary of event
· Numbers attending
· Incidents (brief description)
· Serious anti-social behaviour (brief description)
· Alleged theft or losses
· Neighbour complaints or police visits
	
	

	There are clear Event cancellation criteria and contingencies
	
	

	There is a designated chain of command during the event
	
	

	Reasonable adjustments have been made for disabled attendees
	
	



Notes:


	3. Impact of the Event on others

	Yes - Complete the rest of section 3

	No – Go to section 4

	Will the event have an excessive effect on neighbours?
	
	

	Has noise exposure been assessed relative to neighbours?
	
	

	There are clear start and finish times and means of enforcement
	
	

	There is a mechanism to log and deal with complaints during Event
	
	

	There is adequate site signage and sufficient barriers / fencing?
	
	



	4. Alcohol
Is Alcohol sold at the event?
	Yes - Complete the rest of section 4
	No – Go to section 5

	Competent persons are appointed to run any licensed bars
	
	

	Event is in licensed venue or occasional license for venue in place
	
	

	No provision of alcohol, including 'voucher' arrangements,
without licence
	
	

	License conditions are known to all relevant suppliers and organisers
	
	

	Public liability insurance certificates received from alcohol vendors
	
	

	Risk assessments received
	
	

	There is free drinking water available at the venue
	
	



	5. Food
Is food provided at the event?
	Yes - Complete the rest of section 5
	No – Go to section 6

	Local Authority food hygiene certificates received from food vendors
	
	

	Public liability insurance certificates received from food vendors
	
	

	Copies of gas safety certificates received
	
	

	Copies of electrical safety received
	
	

	Compliant with Food Safety legislation, including food allergens
	
	

	Adherence to food hygiene good practice for in-house events
	
	



Notes:



	6. Utilities 
	Yes - Complete the rest of section 6
	No – Go to section 7

	Does the event require generators?
	
	

	Generator power capacity is adequate for Event
	
	

	There are contingencies for electricity outage
	
	

	Generators & fuel are sited externally and at least 10m from the venue
	
	



	7. Waste

	Yes - Complete the rest of section 7
	No – Go to section 8

	Does the event require additional sanitation & waste provision?
	
	

	There is clarity about responsibility & charges for waste clearance
	
	

	There is adequate sanitation and hygiene provision for event capacity
	
	

	There will be toilet supervision and cleaning during the event
	
	

	Waste bins have been arranged if required
	
	

	Clear responsibility for resolving general littering during the Event
	
	

	Clear responsibility for resolving general littering after the Event
	
	

	Arrangements for holding excess waste during and after the Event
	
	

	Waste storage is at least 8m from any structure
	
	



	8. Management of vehicles and pedestrians	
	Yes - Complete the rest of section 8
	No – Go to section 9

	Will vehicles be on site before or during the event?
	
	

	There is ample delineated parking at the venue for Event numbers
	
	

	Traffic signage has been arranged to separate pedestrians and vehicles
	
	

	Parking will be enforced by marshals or stewards
	
	

	There is adequate separation of traffic and public / attendees
	
	

	There is adequate transport of attendees to and from the Event
	
	

	Mat protection will be placed on grassy areas to protect surfaces
	
	

	No areas of ground with services or drains with limited load bearing
	
	

	Vehicle restrictions are agreed in advance for grassy or soft areas
	
	

	There is no history of weather-related problems for parking or access
	
	

	Where there are parking charges, there is a means to manage this
	
	

	Responsibility is clear for post-Event remediation of grass or surfaces
	
	

	Process in place for movement of hazardous machinery or vehicles
	
	



Notes:
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