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Question 1
i. The role of a safety coordinator is to make sure that all attendees and staff at an event are secure.  They are expected to oversee all safety related issues and ensure that all aspects of safety have been adequately and appropriately planned across the whole event. They should have a deep knowledge of legislation regards safety in the workplace.  They should also report into and assist the Event Manager in the creation and completion of the Event Safety plan. They would be expected to carry out a risk and safety assessment of the premises and work closely with all other staff working on the event.  They should also make sure all certificates and permits required for the event are compliant.  If there were any safety issues or major incidents during an event they would be expected to step in and manage the situation. And finally their role is also to make sure that everyone is adhering to the rules and regulations for hosting a safe and risk free event such as carrying out a proper and thorough risk assessment in the venue and surrounding area or making sure that the venue has be checked for any safety issues.  
ii. A risk assessment is the carrying out of a full and thorough assessment of any possible risks that may occur prior to, during or after the event both on the premises and in the surrounding area.  A list would be made of all possible risks and hazards and their characteristics at the site of the event.  It helps to determine what actions will be required to prevent risks from happening and what is the most efficient and ideal way to respond to such risks. It also helps the Event Manager determine what effect these risks could potentially have on the event attendees.  A thorough study of the community can help the Event Manager to determine the types of risks that could occur.  For example, if the venue is in a costal location would there be a possibility of flooding during winter months?  


iii. A risk assessment is carried out in the following way
1. Understanding the location, the activity and the community around the event venue.  Studying the local area in detail will help understand the type of risks that could occur in that area.  Identify how the activities will be carried out.
2. Creating a fully detailed list of all the possible risks / hazards and targets that are likely to be effected by potential risks.
3. Find out and assess what safety precautions and operation procedures are currently in place 
4. Assess the risks by creating a separate list of their characteristics such as what frequency they could occur, how long would they last, how severe would they be, what areas would be affected, how fast would it happen and how much time would be needed to get emergency services in place.  Rank the risks from High to low.  Determine would there be potential loss of revenue. 
5. Report back to the Event Manager with recommendations as to how to eliminate or minimize all potential risks.

iv. The Health & Safety Considerations that need to be taken into account when choosing a venue are the following:
Up to date and fully functional fire-fighting equipment, fire doors and fire exits, food safety compliance, location of first aid point, emergency vehicle access, ample and safe car parking facilities, copies of electrical/safety certificates, public liability insurance, licenses for sale of alcohol or for live music are in place, suitable lighting and emergency lighting, no obvious hazards to the public, wheel chair access, ample toilet facilities, ample supply of drinking water, appropriately trained staff, proper waste disposal.  

v. A contingency plan is required in order to deal with any emergencies that may occur on the day of the event.  It is used to guide safe actions and procedures at all times.  It is devised by the Event Manager and the Client  The following should be included in the plan.
a. What to do in case of an emergency
b. What each person’s specific actions should be during an emergency 
c. How to contact emergency services and those on point 
d. A full emergency evacuation plan
e. How to notify people of possible cancellation / postponement of the event
f. Extra staff available to cover potential no shows
g. What weather conditions could possibly disrupt the event

Question 2
The information that should be included in the briefing to the security working at an event is as follows:
1. A detailed map of the location and layout of the venue including entrances, exits, first aid location, any potential hazards 
2. Clear direction from the event manager on unacceptable behaviour
3. Details of the contingency plan that is in place for an emergency situation
4. Detailed information on how to deal with any emergency including emergency services contact details, location of alarms, evacuation procedures
5. Details on parking for guests, event personnel and restricted parking or no parking zones to keep clear at all times
6. Instructions on the operation of any on-site machinery and utility supply in case of any emergency
7. A clear method of communication between security and event personnel 
8. Details on ontrol of access to the stage or back stage
9. Crowd management procedures
10. What secutiry measures are in place for collecting cash 
11. What items are prohibited in the venue
12. Who is allowed unrestricted access to the venue 
13. How to deal with lost property or lost persons

Question 3 
Contingency plan in case of
a. The host is delayed in traffic and cannot make the event on time for the opening but may make it at a later point.
Contingency Plan in case of a no Show
	Venue
	

	Address
	

	Phone number
	



In the event that the event host does not make it to the event the following are the procedures in place
Worst Case Scenario
The Host will not make it to the whole event and will need to be totally replaced
All of the keynote speakers do not show and the event has to go ahead without guest speakers.
Best Case Scenario
The Host is slightly delayed but still shows and only one keynote speaker is delayed and his speech can be moved to a later slot,
[bookmark: _GoBack]In the case that the host is delayed the event staff and the key stakeholders will be called to an emergency meeting prior to the event kicking off and will be advised of the issue.  Then the back-up host will be contacted and asked to meet for a briefing and a quick run through of their schedule, script and discuss any changes required to the script or the structure.  The sound engineers and IT will be informed via the onsite communication method (headset) so that they are aware of any necessary changes to the script or the run of the event.  Once the back-up host is briefed and ready, it will be determined if the host will inform the guests of the last minute change or not.  The event will then go ahead as scheduled.  On the event of the host showing up late he will be met and informed of the next slot he will be expected to speak at and given a copy of the script that is yet to be used.  He will then be directed to the side of the stage and the stand in host will be advised at the next possible opportunity.



b. An electrical fire breaks out in the venue 
Contingency Plan in case of Fire
	Venue
	

	Address
	

	Phone number
	

	Police
	999

	Ambulance
	999



Meeting place in case of emergency evacuation:    Front of Venue at Car Park
Emergency Response Resources
	Resource/Equipment
	Locations

	Fire Exits
	4 Fire Exits – marked on the site map

	Fire Extinguishers 
	7 Fire Extinguishers – marked on the site map

	Fire Hoses 
	2 fire hoses 



WORST CASE SCENARIO
Fatalities happen due to not being able to evacuate the venue safely, electrical fire, carbon monoxide poisoning, the event is cancelled completely, equipment is damaged or destroyed by Fire or Water damage, vehicles are damaged or destroyed.
BEST CASE SCENARIO
All attendees are evacuated calmly, the emergency services arrive quickly and put out the fire, damage is contained and minimal, no damage to equipment and no fatalities or injuries.   
PLAN
On hearing the fire alarm, an announcement will be made over the intercom or microphone by the Event Manager or the Contingency Planner to explain what is happening, explaining that it is not a drill and give clear instructions on where security staff are located in the venue and where the nearest emergency exits are.  All event personnel and Security personnel should assist with the safe evacuation of attendees via the nearest unaffected fire exit to the Fire Assembly Point, which is located in the front of the venue at the car park. The main exit routes from the venue can be found on the venue floor plan provided. Disabled guests will be assisted to evacuate by the appointed person who shall be identified by the Venue / Event Manager prior to the event commencing. Nobody should be permitted to return to the building until the all clear has been given by the Contingency Planning Coordinator, who will have called the fire brigade immediately.  If anyone is injured on the way out, a First Aid Box will be made available and a first aid trained representative will be on site. if the fatality is serious then an ambulance needs to be called by the planning coordinator.   The nearest accident & emergency hospital is noted on the plan.  
ADVANCE PREPARATION IN CASE OF FIRE 
Security to carry out a thorough check of all emergency equipment on-site including fire extinguishers to make sure there are the correct amount, that they are in date and ready for use, a fully functional sprinkler system, working fire doors, fire blankets in kitchens, fire buckets and hoses available.  The emergency exits are working and are lit up correctly.  All staff working on the event know their role in case of fire including who will call the emergency services. All staff have a clear and concise venue map and are fully aware of all entrances and exits.  Decide what exits to use if certain exits are blocked.  Check that stairwells are all clear.  
3. Produceacontingencyplancoveringtwounexpectedsituationsattheevent(anyevent ofyourchoice)include: (8)
a) Oneincidentthatcanbemanagedbypersonnelworkingattheevent b) Oneincidentthatrequiresoutsideassistancefromemergencyservices
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