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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. 
	Short Questions: 
i. Outline the role of a safety coordinator.  
The event planner needs to choose a person who is going to oversee all safety-related issues, who needs to report everything back to the event manager. Usually an outstanding person who is not involved in the even planning in any other way.
Responsibilities are:
· Selecting an monitoring staff
· Ensuring adherence to rules and regulations
· Working in close collaboration with all event staff
· Undertaking safety checked and assessing risks
· Inspecting permits and certificates to ensure compliance
· Providing contractors with safety information
· Managing safety issues during major incidents

ii. What is meant by risk assessment? And what is the purpose of carrying out risk  assessment?  
Risk assessment is a strategy to deal with risk assessment and control to prevent cancellation of the event and to preserve the lives of people. Also can be used to secure insurance to cover the whole event. All risk assessments need to be recorded.

iii. How the risk assessment is carried out for an event? Describe using five steps for risk  assessment.  
· Step 1 – Need to know which activities need to be executed, where they will take place and how they will be executed and identify all potential hazards related to the activities.
· Step 2 – Identify and record all targets, which are likely to be affected by the hazards.
· Step 3 – Find out about existing safety precautions and operational procedures.
· Step 4 – To assess the risks
· Step 5 – Recommend any urgent actions that need to take place to minimize or eliminate the risks altogether.

iv. When choosing a venue, what health and safety considerations should be taken into  account?  
· Whether the event would require multiple venues
· Whether fixed facilities are appropriate for the event or otherwise
· How the event may affect fixed facilities
· If the particular type of event can be hosted at a temporary venue
· Whether services and utilities have already been provided
· If additional services and utilities have already been provided
· Whether you will need to procure backup services or utilities
· If event be ‘one-of-a-kind’ if hosted at a temporary

v. Explain the need for a contingency plan.  
Contingency plan is strategies in place to deal with any incident that is likely to affect the smooth running of an event. It involves identifying risks or hazards that may occur and devising measures to deal with them appropriately. This should be done well ahead of time before the event. Need to identify worst-case scenario and to plan how it should be dealt with. 
Knowing the potential risks ahead of time reduces the time it takes to respond to an incident to ensure the safety and security of the people present at the event site. 

“To enable security personnel perform their duties effectively, they must be briefed appropriately prior to the event.” Which information should be included in this briefing? 
· A grid map showing key areas to patrol
· Explanation of procedures to security for them to deal with inappropriate behaviors
· Basic information on all aspects of the events including parking and emergency procedures, etc.
· Training on how to operate special equipment during emergencies
· Adequate training in using commination devices and procedures for reporting incidents.
· Details on contingency plans and emergency/evacuation procedures, e.g., alerting safety personnel, etc.
























Produce a contingency plan covering two unexpected situations at the event (any event of your choice) include: 
· a) One incident that can be managed by personnel working at the event  
For example if a chair breaks under a guest during an event, the planner would have to arrange the chair to be taken out and replaced with a new chair and check through the scene if there is anything can be a risk.
If it happens while the guest was sitting on it, the planner need to make sure they didn’t injure themselves and no one around them is hurt. 
Have to check all surrounding, for example if t he guest grabbed the tablecloth while falling need to check for any broken glasses or plates, any spillage, any cutlery or anything on the floor. Need to make sure everything is picked up, and any food or liquid is cleaned up properly. If the floor is wet, offer to the guest to sit somewhere else and place a sign on the wet area to make other guests or staff aware of the slip risk. Any broken object to be removed straight away and replaced with a new one.
If anyone got hurt make sure they are seen by a person who is first aid trained, in case of serious injuries seek medical help and call an ambulance.
· b) One incident that requires outside assistance from emergency services  
Following the above, in case of a serious injury, the ambulance needs to be called. Prior to the event, the planner has to find out where the closest hospital/emergency service is. If the incident causes chaos, need to ask the security for help to calm the situation. The escape routes and alternative places need to be discovered prior the show and need to be used if necessary. With the help of security guests can be lead to another scene/venue part, where they can be looked after with water etc. by staff while the incident situation is handled. 
Worse case scenario, if that doesn’t help, police can be called to scene, who can also help to control the situation.
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