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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark.  This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
The role of the Safety Co-Ordinator must be, someone who is highly competent, experienced, knowledgeable, and complete understanding of the safety procedures required for an event.
The Safety Co-Ordinator must be reportable to the Event Co-Ordinator/Manager and cannot be involved in any other roles within the event so no conflict of interests within the event or part of, they may also appoint / recruit if necessary other members out with the event to assist with safety.
The Safety Co-Ordinator (team) will be responsible for the safety of and not limited to:
· Event site (thorough assessment safety checks, recommendations, fire & HSE)
· Staff / Sub-contractors / Attendees / Participants (selection, training, working, and collaborating with)
· Procedures are in place (Delivery, Set-up, Installation, Special Equipment etc.)
· Inspections / Certification / Permits (Installation, Electrical, Lighting, Equipment etc.)
· Safety information, training, and adherence to procedures for staff/ contractors/ attendees/ participants as necessary
· Managing and controlling incidents


A risk assessment is a method of reviewing and assessing every part of an event including and not limited to:
· Administration / Financial / Legal / HR / PR / IT
· HSE / Fire & Safety – Both building and staff
· Staff / 3rd Parties
· Security / Attendees / Participants & Performers
· Environment / Environmental requirements
· Transport
· Weather (if necessary).
The purpose of the risk assessment is ensuring that every aspect of the event is analysed, evaluated, monitored, and treated with the correct associated procedure, activity, function, and process to ensure that minimal losses and maximise opportunities for success.  This can also aid with the insurance, cancel an event but most importantly ensure that the event and everyone within is safe and secure throughout.

The risk assessment is carried out by physically reviewing and assessing each part of the event, ensuring that everything is covered, and all eventualities are reviewed with relevant safety steps and procedures to deal with in place.  These five steps are:
I. Finding out which activities take place, where and when and how executed.  This identifies each individual hazard, security, and safety issue within.
II. Targets which are likely to be identified and affected by the hazards and recordable evidence for this in every step.
III. Existing safety and operational procedures assessed and reviewed with additional procedures added if necessary, for the event being held.
IV. Assessment of risks, walking through each part of the assessment and looking out the box on every task being conducted and reviewing these to find potential errors, safety issues and risk issues.
V. Corrective actions recommended for each part that fails to meet standards and set reasonable time frames to resolve, minimise or eliminate risks altogether.  Then reviewing actions before signing off on assessment.

When deciding and choosing a venue for an event, the location is critical for ensuring the Health and Safety of all staff, attendees are paramount. 
I. Must ensure that the site will be big enough to hold the event.  Will this be a one-time event, or will this be a recurring event at certain times year?
II. May require several locations to hold the one event / Or building unsuitable for event and require more open and temporary facilities
III. Will the event affect fixed facilities (such as damage to building / surrounds) / Can the event be hosted in fixed or require temporary facilities?
IV. Must ensure that the capacity will be suitable, safety within and services / utilities provided or require supply.
V. Parking for audience, 3rd party vehicles, additional supply vehicles and safety vehicles.
VI. Temporary structures and safety of structures during event (weather review etc.). 
VII. Rear access for performers, equipment, news/photographers requires to checked and restrictions if necessary.


The requirement for contingency planning is an absolute need for planning an event.  This allows the event planner to resolve possible issues quickly and easily without delay, when preparing and setting up an event.  Every event should have a contingency plan as there is always the possibility of something happening to cause problems or delays to the event set up and running of the event until completed.
Contingency planning includes and eliminates delays from delivery and supply problems, weather, emergency situations i.e. fire, double booking of location, postponement and cancellation, additional requirements i.e. catering, staffing & security, external covering, safety, fire, acts of war or terror and emergency services.

When organising and preparing security for an event, they should have a complete briefing of the event from initial taking over of location and preparation / delivery of items to event and the finish when everything has been cleared and handed back to the owner of location. The event location may supply security for the delivery area, this would allow only recruitment and training of security internally / front of event if needed along with ensuring recruited security get additional training to event location security requirements and accreditation to work on location.
The security staff should have a competency review to ensure that they are able to undertake the relevant activities within the event and ability to adhere to the rules required within the event as each will have different requirements. The right training, knowledge and requirements for specialist areas of event should be conducted with all security staff, ensuring that the security staff are aware of what requirements needed for each area and staff, subcontractors and health, safety, fire and evacuation along with checking of documentation and reporting, dealing with issues and maintaining even flow of the event without delays and reporting to senior security manager or event planner / location management.
The security should have control of the event in organisational structure dealing with all health and safety responsibilities, accountability of staff and 3rd parties and reporting of incidents throughout.  This will include ensuring that all staff, 3rd parties, visitors are completely aware, understand and accountable for health and safety, security on the event site from time or arrival to departure.  There should be at least one member of security who is overall accountable within security with all other security reporting directly for any incidents and chief of security reporting to Event planner, location management and HSE as required.
The security personnel should be briefed and debriefed after each shift, with chief of security having meetings with event planner and location management after highlighting any and all matters that needs alerting to and dealt with or escalated further to HSE etc.  Depending on type of location communication could be simple as email or conference call with others.

When planning an event, the contingency plan is one that is hoped not required to be used and everything runs according to schedule.  Contingency plans require to cover all aspects of the event from simple breaches to major incidents requiring outside local emergency or national emergency plans to be utilised as required.

For example, a 5 day event carried out in a Hotel in London, where guests attending from the company worldwide to promote new technology with company staff, suppliers, buyers of the companies new technology with potential for general public to attend on last day(s) of event.

1. A simple contingency example would be of a security breach of person(s) entering the event causing minor disruption to the set up or the actual event.
This only requires the security personnel to deal with by containing and removing the person(s) causing the disruption and having police deal with charging person(s) etc.  These people would be like protestors of the event such as global warming, company product / chemical usage etc.  The disruption may also involve slight damage to premises or event materials requiring urgent repair or replacement needing possible 3rd party repairs to be done immediately not to delay the event further than necessary.  Within this contingency, possible part closure of event location maybe required while repairs being carried out or while event continues or relocation of event to back up site when scheduling event. 
2. A major contingency example would be where during an event the location has a fire or gas / water leak meaning that security have to evacuate the location quickly, safely and to the right safety area away from building, checking that everyone accounted for (using registers of personnel, visitors checked and double checked).  Relevant positions of security personnel would be taken up to ensure that all people were directed to right areas as required (splitting visitors and personnel to make register easier and quicker to go through and ability to advise 3rd party services of missing people).
[bookmark: _GoBack]Security would contact local police, ambulance and fire brigade for all these incidents and would require contacting local gas / water companies to deal with gas and water leaks along with possible council required to be contacted also.
Security would also if no event personnel onsite, contact event personnel and location management to advise of situation and steps already taken.  This would then put into action the event planner / management contingency plan and all relevant person(s) to be put in place to deal with the matter(s) as required calling in management and assisting with emergency services.
For gas leaks the police would have to set up a cordon for area to ensure and incase of explosion or further explosion possibilities so that nobody could go near location or evacuation of other buildings surrounding location.  This would also help fire and ambulance services easier access to the location without people being in wrong places or delaying access to location preventing possible further damage or life loss.
Fire brigade would be required so the use of proper equipment to go into building and check no personnel or visitors still in building for gas leaks and use of proper equipment to dampen or remove any potential explosive materials within event.  With ambulance crew(s) on stand-by close by but safe distance for any person(s) that may have been trapped in building and effects of gas or fire smoke inhalation.
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