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CHECKLISTS FOR SAFETY MEASURES 
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Responsibilities – Job List

One fundamental principle applicable to organisers of any public event is that there is a responsibility to ensure all reasonable care is taken to avoid acts or omissions, which could result in injury to patrons or residents living near event venues. 
This principle is called ‘Duty of Care’ and relates specifically to the

responsibility of event organisers to provide duty of care to others and is
backed by law.

Duty of care requires “all reasonable actions to be taken to prevent any foreseeable risk of injury, loss or harm to people directly affected by, or involved in, the event. This includes staff, volunteers, performers, the audience, and the public in surrounding areas.”
This can be done by ensuring that all aspects of the event are carefully planned and that people are assigned to jobs or tasks. Some essential jobs are as follows – check through these and ensure someone is designated to be responsible for each task.
overall event coordination

communications

police, security and emergency services (first aid, fire prevention) liaison

stage management

media

food, refreshments and merchandising

parking and transport

volunteers

finances

cleaning

other jobs arising out of the checklists.

Rules

All events require some rules to promote fun and safety where numbers of

people are involved. The clearer and more well known the rules are the more

likely the event will be trouble free. Some of the simple principles to follow in

setting rules for your event are:

1. What are the rules for the event?

(e.g. no illegal fires or fireworks, no violence, no weapons, no throwing of

missiles)

2. Are your rules reasonable and enforceable (by designated volunteers such as the local football coach, stewards, security and police) and likely to be

accepted by the majority of patrons (target group for the event)?

3. How are you going to communicate rules and when?

(e.g. written briefing notes, flyers, signs, tickets, public address system)

4. What will you do if someone breaks a rule?

(e.g. determine if they know the rules, initial friendly warning, cautioning they

will be asked to leave if they continue, asked to leave event or suffer other consequences i.e. refer  to Police,  
It pays to think in advance of likely scenarios and how to handle these even if they do not arise.

Site Map
An essential planning mechanism and resource for the event is a site map. This will usually be A4 in size and circulated to all major parties associated with the event.
A site map can and should include the following:

layout of the venue,

entry and exit points

amenities such as toilets, showers and fresh water

parking and roads

paths, footbridges, pedestrian over passes

wheel chair access and reserved areas for disabled patrons
food and refreshment outlets

rest areas

child minding areas

play grounds

audience seating and viewing areas
natural hazards such as water, steep slopes and cliffs, rocky outcrops and

       forests

rough calculations of how many can be held comfortably in the venue or

       adjacent campsites and potential bottlenecks such as site entrance and
       exit capacities

staging and position of sound and light mixtures and temporary towers
       and other temporary structures

lighting sources

power sources

food and refreshment and other facilities

coordination and communications centre

first aid
security compounds

lost and found/information booths

telephones
water trucks and fire extinguishers 

other significant areas such as fireworks or pyrotechnics areas.
1. Checklist for risk management

Look at where the event is being held and who is going to be attending and what could cause problems. This is a broad overview of the many factors that can influence the safety of your event. More detailed analysis of the risks involved need to be covered.
Have you identified the hazards that the venue may present?

Yes No N/A

Have you identified the hazards that the crowd may present?

Yes No N/A

Have you considered who may be harmed and how?

Yes No N/A
Are the risks adequately controlled?

Yes No N/A

Have you recorded your assessment?

Yes No N/A

Have you stated your policy towards health and safety in an appropriate manner?

Yes No N/A

Have you put together comprehensive plans to cover all eventualities

Yes No N/A

Have you determined your legal responsibilities to both your staff and patrons?

Yes No N/A
Do you have an adequate staffing structure in place?

Yes No N/A

Have statutory requirements been determined?

Yes No N/A

Have all appropriate agencies and key-stakeholders been identified and

contacted?

Yes No N/A

Have you met your Duty of Care requirements with respect to crowd dispersal?

Yes No N/A

2. Checklist for Setting

When determining where to hold an event, one of the primary considerations

should be how the potential venue is designed, and whether certain

characteristics are likely to encourage or discourage health, safety and security issues.

Building / venue design

Does the proposed venue provide the space, access and facilities you require?

Yes No N/A

If you are designing your own venue

Have you assessed what type of crowd is expected?

Yes No N/A
Have you assessed the capacity of the venue?

Yes No N/A

Have the entrances, exits, stairways, gangways and ramps been designed to

maximise pedestrian traffic flow?

Yes No N/A

Is the seating designed to enable people to move freely between rows?
Yes No N/A

Have all fire safety considerations been taken into account?

Yes No N/A

Environmental hazards

Have all possible environmental hazards been taken into account?

Yes No N/A

3. Checklist for Staffing

There will need to be adequate staff with the necessary skills to carry out crowd control duties during both normal and emergency situations.

Have you carefully considered how many staff you will need at the event?

Yes No N/A

Have staff and/or volunteers received adequate (specialist skill) training or

briefing?

Yes No N/A

Have you organised volunteers for the event?

Yes No N/A

Have you checked the legal liability you carry for both volunteers and staff?

Yes No N/A

Have you considered occupational health and safety issues under your duty of care, for example, distances covered, hours worked, shift rosters?

Yes No N/A

Are you using licensed crowd controllers?

Yes No N/A

4. Checklist for managing the crowd

 Who is in the crowd?

Are methods in place to identify high-risk individuals and groups in the crowd?

Yes No N/A

Has a method of monitoring the crowd been identified?

Yes No N/A

Do you know what monitoring is necessary?

Yes No N/A

Do you know where to position your staff within the crowd?

Yes No N/A

Has a method of estimating a crowd been identified?

Yes No N/A

Have you considered all the possible ways of monitoring the crowd?

Yes No N/A

Have you identified any potential problem areas?

Yes No N/A

How do people enter and leave the venue?

Is there a ticketing system to ensure that the venue will not be overcrowded or

people turned away?

Yes No N/A

Is there a metering system in place, if not have you thought of implementing

one?

Yes No N/A

Have you considered opening the venue early and / or delaying the closing to

reduce crowding?

Yes No N/A

Have you ensured that crowds queuing do not block entrances, exits or

pedestrian flows?

Yes No N/A

Are all entrances and exits clearly marked as such?

Yes No N/A
Are you encouraging people to use public transport if possible?

Yes No N/A

Have adequate parking arrangements been made for the expected crowd?

Yes No N/A

Have arrangements been made to deal with the occurrence of more people

turning up than were expected?

Yes No N/A

What happens once they get inside?

Have you organised how the crowd is going to be distributed inside the venue?

Yes No N/A

Are there measures in place for dealing with any surging and pushing in the

crowd?

Yes No N/A

Have you considered other measures can you take to help prevent violence and crime in the crowd?

Yes No N/A

Have you determined how you are going to enforce any rules which you may

have in place?

Yes No N/A

Has a clear and effective policy for crowd disbursement been developed?

Yes No

5. Checklist for communication

How are you going to communicate with your staff, emergency services, media and the crowd?

How are they going to communicate with each other?

Establishing a crowd management centre

Have you established a crowd management centre?

Yes No N/A

What else needs to be done?

Have you determined when and to whom the staff monitoring crowding levels

should report their observations?

Yes No N/A

Do the control room staff know when and how to alert staff to a developing

problem or to carry out particular tasks?

Yes No N/A

Have you decided who is responsible for key coordination tasks in emergency

and other situations, in particular, who speaks to emergency services, other local venues, transport organisations and other outside bodies?

Yes No N/A

Have you developed standard procedures for communications between staff?

Yes No N/A

Have the staff been provided with checklists to ensure that communication tasks are properly carried out? e.g. who should be contacted and in what order in the case of an emergency.

Yes No N/A

Have you made arrangements to monitor all your communication systems to

ensure they are working properly?

Yes No N/A

Have adequate signs been provided to inform people of directions, rules,

prohibitions etc?

Yes No N/A

Will medical staff be confined to a  room to which the injured must make their way, or will clearly identified field medical teams patrol dense spectator areas?

Yes No N/A

Will there be vehicles to transport spectators to the on-site medical facility?

Yes No N/A

Will medical vehicles be appropriate to the terrain?

Yes No N/A

Are communications in place to summon ambulances to spectators requiring

assistance?

Yes No N/A

Security and law enforcement on-site

Will the site/promoter use regular police officers for on-site policing, or will private security officers be engaged?

Yes No N/A

Will police service only public areas outside the event perimeter, or on site as

well?

Yes No N/A

Are arrangements in place for security, and off-site transfer/banking?

Yes No N/A

Will there be a central on-site repository for cash periodically collected from

various locations at the event, for consolidated transfer off-site?

Yes No N/A

Are such areas positioned near road access to avoid carriage of large sums of

money on foot through spectator areas?

Yes No N/A
6. Checklist for reducing the impact of alcohol

and other drugs
Are you using staff to serve alcohol who have been trained in the responsible
serving of alcohol?

Yes No N/A

Is alcohol restricted to being served in non-breakable containers?

Yes No N/A
Are mechanisms in place to allow non-drinking areas to be cordoned off from

drinking areas?

Yes No N/A

Has a temporary care centre been established?

Yes No N/A

Have your licensing requirements been established and met?

Yes No N/A

Have clear policies relating to the entry and serving of alcohol and drug affected people been advertised?

Yes No N/A

Have steps been taken to ensure that these policies will be enforced?

Yes No N/A

Is a range of low alcohol and non-alcoholic drinks available?

Yes No N/A

Are there a range of food and snacks available at all times during the event?

Yes No N/A

Is low alcohol beer substantially cheaper than full alcohol beer?

Yes No N/A
Has a clear policy on underage drinkers been communicated to appropriate staff and volunteers?

Yes No N/A

Is entertainment varied such that it draws a diverse crowd to the event?

Yes No N/A

Has a drug harm minimisation policy been formulated and communicated to staff about people using drugs?

Yes No N/A
Has appropriate access to condoms to encourage safe sexual practices been

made available?

Yes No N/A

Are there secure syringe and needle disposal units located in appropriate

locations?

Yes No N/A

7. Checklist for trouble shooting

There are various measures that you could employ to reduce the likelihood of

violence and crime during the event.

Have Police been notified of the event?

Yes No N/A

Have procedures been established for dealing with undesirable behaviour?

Yes No N/A

Have crowd control supervisors been alerted to observe behaviour and note the whereabouts of problem locations?

Yes No N/A

Have admissions, security and parking lot personnel been alerted to observe and screen people for possession of alcoholic beverages, intoxication, and abnormal or suspicious behaviour?

Yes No N/A
Have arrangements been made to supervise the rest rooms?

Yes No N/A

Have additional controls been arranged at official and unofficial access points to prevent gatecrashers?

Yes No N/A

If the crowd is likely to get hysterical, have extra first aid and medical staff been arranged?

Yes No N/A
Have the entertainers been fully informed of their responsibilities for maintaining order?

Yes No N/A

If the event is to be a street activity, have the additional considerations required been taken into account?

Yes No N/A

If the event is to last more than a few hours, have adequate arrangements been made for the provision of food and drink?

Yes No N/A

Have arrangements been made to ensure the adequate disposal of litter?

Yes No N/A

Have arrangements been made for syringe and needle disposal?

Yes No N/A

8. Checklist for the review

An important part of your assessment of the crowd safety risks is the review of

your safety measures.

Has the best way of measuring performance been determined and implemented as part of the review?

Yes No N/A
Have you identified the types of information that you need to collect?

Yes No N/A

Has the timing of the review been included in the planning for the event?

Yes No N/A

Have you determined who is to be involved in the review process?

Yes No N/A
ADDITIONAL NOTES
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