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PRE-EVENT ACTION PLAN

The 4 W’s - WHAT/WHEN/WHERE/WHO
What is the event?
When is the event?
Where is the event?
Who is attending? (Participants/Vendors/Sponsors/Volunteers)

Identify your Leadership Team
Role/Name/Contact Information/Emergency contacts 

Establish a Communication Plan
The Who to call when @$%* happens.
Create a contact list including emergency contacts for every volunteer

Event Capacity
Can your attendees be safely accommodated onsite or inside the venue? 

Event Access
Is there sufficient accessibility to the event site/venue for pedestrians and vehicles? Emergency vehicles?

Identify the Hazards
Are there existing hazards?  These can be physical, chemical, safety, ergonomic and psychological.
What are the code words and procedures to deal with situations such as evacuation, fire, and so forth?
Is a lost child/vulnerable person policy in place?
Identify contingency plans.
Create an overall event risk assessment.
Share copies with the relevant people in authority and venue.

Emergency Facilities
How far away are the nearest hospital and fire station?
Contact Information for Emergency Services.

Insurance Coverage
Work with insurance providers to ensure adequate coverage for potential liabilities, cancellations, and
unforeseen events. You should understand the terms and conditions of the policy and communicate relevant
details to key stakeholders.
Check risk assessments and insurance documents from vendors, exhibitors, performers, etc

Health and Safety
Ensure that you have the relevant permits and licenses in place.
Notify the local authorities and agencies that the event is taking place.
Ensure you have an adequate first aid kit on site and accessible 
Someone with a first aid certificate would be beneficial as well.
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EVENT SAFETY PLAN

Crowd Management

Large gatherings, such as our AGM and Poker Ride events require meticulous planning and execution to control the
crowd. Failing to address these risks can lead to overcrowding areas and potential risks for attendees. 

When planning a large crowd event and considering risk management, it is crucial to keep the following in mind:

Strategically plan entry and exit points and designate specific areas for activities to prevent congestion. 

Adhere to legal capacity limits to avoid unsafe conditions. 

Keep a clear communication system utilizing signage, announcements, and digital platforms to convey important

information.

Train your staff and volunteers:

For crowd management, conflict resolution, and emergency response.

During post-event debriefing, conduct a thorough analysis and gather feedback for continuous improvement.

Traffic Issues

High volumes of traffic pose the risk of congestion, potentially causing delays and complications for both participants
and emergency services. 

Here’s how you can address traffic issues at the venue for risk management in events: 

Collaborate with local authorities and designate specific routes to avoid traffic congestion. 

Coordinate with providers and communicate clear transportation options.

Plan for ample parking with secure measures in place.

Stay informed and communicate alternative options to attendees.

Implement designated pathways and crossings for pedestrian safety.

Ensure clear routes for emergency vehicles.
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EVENT SAFETY PLAN CONTINUED...

Medical Emergencies 

Addressing potential health emergencies is essential to ensure the safety and well-being of attendees. From injuries
to sudden illnesses, comprehensive medical strategies are essential to respond promptly and effectively for risk
management in events.
 

To effectively manage medical situations, organizers should establish on-site medical facilities equipped with first

aid stations and emergency treatment areas. The professionals at these facilities must be trained in basic life

support, first aid, and emergency response protocols.

Attendees should also be made aware of the available medical services. 

The venue itself should be hazard-free so make sure not to leave any loose wiring. 

Put up appropriate signage in case of slippery floors. 

Fire Hazards

Fires can stem from various sources at an event, including electrical issues, equipment malfunctions, or human error.
Mitigating such safety concerns is an essential part of event risk management. Thorough event risk assessments for
fire hazards should be conducted, with strict adherence to electrical safety standards.
 

Here are some essentials that you must make sure are at the event venue as part of your event risk management
plan:
 

Fire suppression systems

Encompassing extinguishers

Sprinkler systems

Fire blankets

It is also recommended to collaborate with local fire authorities and share event details for coordinated real-time
communication in case of an unfortunate incident. 
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EVENT SAFETY PLAN CONTINUED...

Unpredictable Weather 

While we cannot control the weather, preparation and a proactive approach can significantly mitigate its impact on
the safety and success of any event. As part of the event risk management strategy, you must check the weather
forecast to plan ahead of time or move the dates around if there’s a threat. However, sometimes, the weather can be
unpredictable and it especially impacts outdoor events.

If your event is set to be held in extreme cold, set up proper heating arrangements for the venue. 

For summers, provide shaded areas, hydration stations, and an air conditioning system.

For storms and severe weather, you should monitor forecasts, implement contingency plans, and communicate

real-time updates with the team. It is also essential to conduct wind assessments for the event venue especially if

it’s a tent or canopy.

Food Safety

The handling, preparation, and distribution of food need proper attention to prevent potential health risks at your
event. 

Here are some things you need to keep in mind during event risk management in terms of food: 

Make thorough background checks on food vendors and regular facility inspections to ensure compliance with

health and safety regulations. 

Make sure to implement stringent food handling and preparation protocols to prevent foodborne illnesses. 

Address allergen management by clearly labeling the food items and educating staff to manage potential risks

for attendees with allergies. 

Use temperature-controlled storage and monitoring to prevent the growth of harmful bacteria.

Comprehensive emergency response and communication channels with medical personnel must be in place in

case of an emergency. 

Practice effective waste management, including secure disposal methods and recycling to ensure sustainability. 
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POST EVENT CHECKLIST

What to do after the event:

Following the event, conduct a thorough analysis of the effectiveness of risk management
strategies. This phase allows organizers to identify successes, areas for improvement, and
lessons learned to improve future event planning. 
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PRE-EVENT ACTION PLAN CHECKLIST

What is the event? ___________________________________

When is the event? __________________________________

Where is the event? _________________________________

Who is attending? (Participants/Vendors/Sponsors/Volunteers) _________________________________

Identify your Leadership Team (Role/Name/Contact Information)

Role: _______________________________ Name: _________________________________ Contact #: __________________________

Role: _______________________________ Name: _________________________________ Contact #: __________________________

Role: _______________________________ Name: _________________________________ Contact #: __________________________

Role: _______________________________ Name: _________________________________ Contact #: __________________________

Role: _______________________________ Name: _________________________________ Contact #: __________________________

Role: _______________________________ Name: _________________________________ Contact #: __________________________

Establish a Communication Plan: YES   /   NO

Name: _________________________________ Contact #: __________________________

Name: _________________________________ Contact #: __________________________
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Event Capacity
Can your attendees be safely accommodated onsite or inside the venue? YES / NO1.

Event Access
Is there sufficient access to the event site/venue for pedestrians and vehicles? YES / NO1.

Identify the Hazards
Are there existing hazards? YES / NO1.

What are the code words and procedures to deal with situations such as evacuation, fire, suspicious packages,

and so forth? CODE WORD: __________________________  Procedure created: YES / NO

2.

Is a lost child/vulnerable person policy in place? YES / NO3.

Established an Identify contingency plans. YES / NO4.

Create an overall event risk assessment. YES / NO5.

Share copies with the relevant people and venue. YES / NO6.

Emergency Facilities
How far away are the nearest hospital and fire station? ______________________________________1.

Contact Information for Emergency Services: ________________________________________2.

Insurance Coverage
Adequate coverage for potential liabilities, cancellations, and unforeseen events: YES / NO1.

Understand the terms and conditions of the policy: YES / NO2.

Communicate relevant details to key stakeholders: YES / NO3.

Checked the following:4.

Risk Assessments YES / NOa.

 Insurance documents from vendors, exhibitors, performers, etc: YES / NOb.

Health and Safety
Ensure that you have the relevant permits and licenses in place: YES / NO1.

Notify the local authorities and agencies: YES / NO2.
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Have you as a committee discussed the following issues:

Crowd Control: YES / NO          Plan in place: YES / NO1.

Traffic Concerns: YES / NO          Plan in place: YES / NO   2.

Medical Emergencies: YES / NO          Plan in place: YES / NO3.

Fire Plan: YES / NO          Plan in place: YES / NO4.

Unpredictable Weather: YES / NO          Plan in place: YES / NO5.

Food Safety: YES / NO          Plan in place: YES / NO6.

Post Event Checklist:

Date scheduled to conduct a thorough analysis of the effectiveness of risk management strategies: YES / NO1.

       Date: ________________________________   Where: ______________________________   When: _______________________
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