EVENT PLANNING CHECKLIST.

This useful checklist will assist you when planning your event, but please remember there may be other items required that are not listed here.

	
	Details
	Check

	Public Liability Insurance (PLI)
	In date at the time of the event
	☐
	
	Indemnity of at least £5 million
	☐
	
	Organiser needs to provide written confirmation that their PLI will cover the trader(s) or provide separate copies of each trader’s £5m PLI certification
Fairground and rides will require separate PLI from the hired operators
	☐
	Site plan
(Ref: Purple Guide)
	Scale map of the event site in context to the surrounding areas
	☐
	
	Vendors/traders/stalls/event structures including electric points, air horns, PA systems, toilets, water distribution and dispensing points, HVM measures if necessary
	☐
	
	Pedestrian/vehicle routes
	☐
	
	Emergency evacuation routes, entry/exit points and emergency points (e.g., first aid area, defibrillator access, firefighter equipment, lost child, vulnerable adult area, organiser/marshal hub)
	☐
	Route plan
	Route plan for events permitting a walk/run, cycling or parades – identifies the route being used in context to the roads and land within the surrounding area
	☐
	Road closures
(Ref: Street works)
	Any road closure is applied for and approved by the Street works team at Norfolk County Council
	☐

	Temporary Event Notice (TEN)
(Ref: Licensing)
	TEN(s) attained from Licensing for the sale of alcohol, regulated entertainment, or late-night refreshments
	☐
	
	Challenge 25 Policy poster, refusal log, policy for underage/proxy sales, and drinking water supplied on request
	☐
	Street Trading or Rival Market Permit
	Traders/vendors selling anything need a Street Trading Permit from Licensing
	☐
	
	All traders have individual copies of £5m PLI or are covered by the organiser’s PLI
	☐
	
	PAT, gas safe and food hygiene checks/certificates with a paper copy on hand for inspection
	☐
	Commercial waste management and disposal
	Timings/frequency of waste collection
	☐
	
	Quantity and size of bins
	☐
	
	Waste disposal – record if NCSL service is required and booked
	☐
	Toilets
	Toilets for traders/attendees (including calculation figures as per Purple Guide)
	☐
	
	Accessibility
	☐
	
	Toilet maintenance
	☐
	Risk Assessment(s)
	Carried out by the event organiser and proportionate to their event
	☐
	
	Significant hazards and risks specific to the event are addressed and should be available for review no less than 3 weeks before arrival
	☐
	Risk Assessment: Third parties
	Third parties’ confirmation for providing a safe and reliable service
	☐
	Risk Assessment: Marquees and other structures
	Erection details
	☐
	
	Competent person (including liability for structural sign off)
	☐
	
	Visual inspection (Regular checks in place (daily walkdowns) and security checks)
	☐
	
	Manufacturer’s guidelines
	☐
	
	Fire retardancy (e.g., beware wooden structures or those with non-fire retardant materials)
	☐
	
	MUTA (Made up textiles association) guidance (e.g., weighted down)
	☐
	
	CDM (Construction, Design and Management) compliance (temporary structures)
	☐
	
	Emergency arrangements (e.g., signage)
	☐
	
	Appropriately spaced (i.e., fire and access)
	☐
	
	Adverse weather. Monitor with an anemometer etc.
	☐
	Risk Assessment: Electricity
	Suitability for outdoor use – RCD (circuit breaker)
	☐
	
	IP ratings (for supply and equipment)
	☐
	
	Connections to supply and distribution checked by competent electrician (NICEIC qualified – commercial)
	☐
	
	Appropriately spaced
	☐
	Risk Assessment:
Temporary water supply (Ref: Food Safety)
	Requires a separate water assessment 
Water testing and supply policy
	☐
	
	Fixed water supply requires either NCC or UEA assistance including testing 
	☐
	Risk Assessment: Working at height
	Appropriate equipment, including PPE. (in date, Scaff tags checked etc.).
	☐
	
	Workers are fully trained
	☐
	Risk Assessment: Traffic management plan
	Car parking (location, management, signage)
	☐
	
	Steward/marshal supervision (e.g., monitoring of entry/exit points)
	☐
	
	Access for emergency services
	☐
	
	Timings of event vehicles on site
	☐
	
	Exclusion zones for vehicles
	☐
	
	Safety precautions (including limited visibility and traffic control)
	☐
	Risk Assessment: Segregation of people from event vehicles etc
	Speed limits (e.g., 5mph site movement)
	☐
	
	Banksmen
	☐
	
	Visible and audible precautions
	☐
	
	Segregation (e.g., fencing and signage)
	☐
	
	Safety provisions for pedestrians/spectators and traders/stewards/employees
	☐
	



Risk Assessment:
Separation of people from events hazards
	
	

	
	Barriers (e.g., Heras – double clamped, crowd control barriers, peg and tape, bollards) Signage
	☐
	
	Stewarding
	☐
	
	Competent erection 
	☐
	
	Emergency egress – how are barriers connected/spaced?
	☐
	
	Maximum numbers
	☐
	Risk Assessment: Stewarding /marshals/security arrangements
	Quantity (as per purple guide)
	☐
	
	Visibility
	☐
	
	Competence/training/briefing – copy of staff briefing
	☐
	
	General site security when a site is in place but not in use.
	☐
	
	Radio contact, PPE identification badge. 
	

	Risk Assessment: Trip hazards/ground conditions
	Check suitability beforehand
	☐
	
	Trip hazards covered (e.g., trailing cables)
	☐
	
	Actively monitored night/day
	☐
	
	Ground protection
	☐
	
	
	☐
	
	Lighting at night/during limited visibility
	☐
	Risk Assessment: Adverse/extreme weather
	Weather conditions and potential risk to people/infrastructure is identified
	☐
	
	Staff are prepared to work in heavy rain, extreme heat/cold and lightning?
	☐
	
	Adequate provisions for staff welfare (e.g., water supply, sun cream, access to shaded areas, drying rooms)
	☐
	
	Crowd management welfare
	☐
	
	Activity/event cancelled if there is extreme weather affecting its viability
	☐
	
	What is the impact on structures, décor, branding etc in extreme weather?
	☐
	
	Site management plan – venues, tents etc if wind speeds and gusts reach levels which may affect the safety and integrity of certain infrastructure items.  Monitor with an anemometer.
	☐
	
	Weather is regularly monitored and assessed ahead the event live date to consider how the weather (e.g., rain) will impact event build, traffic movement, ground conditions etc 
	☐
	Risk Assessment: Fire safety
(Ref: Health and Safety)
	Arrangements for extinguishing
	☐
	
	Gas and fuel storage
	☐
	
	Flame retardant structures
	☐
	
	Access for emergency services
	☐
	
	Means of raising alarm
	☐
	
	Emergency evacuation procedures
	☐
	
	Staff briefing
	☐
	
	Positioning of catering facilities/traders
	☐
	
	Competent supplier/erector
	☐
	Risk Assessment: Structures (e.g., staging, bridges)
	Manufacturer’s guidelines
	☐
	
	Inspections/checks by competent person in line with MUTA guidance and manufacturer information
	☐
	
	Load-tested if necessary
	☐
	
	Weather conditions/methods of measuring
	☐
	
	Vehicle safety  
	☐
	
	Separate RA, if necessary, for: Working at height and Lifting operations (e.g., lifting equipment regs)
	☐
	
	Construction phase plan: CDM compliance if necessary
	☐
	
	Equipment/procedure used for alerting the public (e.g., PA announcements)
	☐
	Risk Assessment: Lost Child and Vulnerable Adults policy
	Signage to collection point
	☐
	
	DBS checked staff (at least 1)
	☐
	
	All staff debriefed and aware of Lost Child Policy procedure
	☐
	
	Welfare arrangements
	☐
	Risk Assessment: Noise management plan
	A noise management plan required for noise activity (including out of hours and build and breakdown)
	☐
	
	Public/residents in the surrounding areas are notified of noise
	☐
	
	How will noise be monitored throughout the event (e.g., entertainment, equipment, instruments)?
	☐
	
	Maximum noise capacity
	☐
	
	Emergency plan is proportionate to event (standalone document for bigger events)
	☐
	
	What and how to communicate?
	☐
	Risk Assessment: Emergency Management Plan
(Ref: Norfolk Fire and Rescue)
	Who does what?
	☐
	
	Where to go?
	☐
	
	Calling emergency services
	☐
	
	Emergency service units (e.g., Norfolk and Norwich Hospital, East of England Ambulance Service)
	☐
	Risk Assessment:
First Aid
	The event should risk assess its first aid provision, which may be directly supplied, as well as third party providers that have been appointed for an event
	☐
	Risk Assessment: Plant
	Banksmen/reversing assistants
	☐
	
	Suitability of plant, including refuelling processes and bunding
	☐
	
	Public segregation
	☐
	
	Construction Plant Competence Scheme (CPCS) accreditation
	☐
	Risk Assessment: Manual handling
	Staff competency
	☐
	
	Special equipment is addressed
	☐
	Risk Assessment: Chemicals
	COSHH assessments
	☐
	
	Allergy advice
	☐
	
	Training/familiarisation of users
	☐
	Risk Assessment: Generators/other equipment
	Supervision
	☐
	
	Segregated/fenced
	☐
	
	Fuel stored safely away from equipment 
	☐
	
	Diesel (petrol not permitted)
	☐
	Risk Assessment: Inflatables
(Ref: Health and Safety Executive)
	In date PIPA (Professional Inflatable Play Association) inspection certificate for each inflatable – RPII (Register of Play Inspectors International) qualification for inflatables not within PIPA criteria
	☐
	
	
	☐
	
	All inflatables have individual copies of £5m PLI or are covered by the organiser’s PLI
	☐
	
	Each inflatable is risk assessed:
	

	
	Supervised at all times by operator
	☐
	
	Anchored/Pegged down appropriately
	☐
	
	Weather RA
	☐
	
	Competent set-up and checks. Inflatables checklist supplied by NCC must be used The need to monitor with an anemometer
	☐
	Risk Assessment: Fairground rides
(Ref: Health and Safety Executive)
	All rides have individual copies of £5m PLI or are covered by the organiser’s PLI
	☐
	
	Each ride is risk assessed:
	

	
	Supervised at all times by operator
	☐
	
	Anchored/Pegged down appropriately
	☐
	
	Electrical installation checked by qualified person
	☐
	
	Weather RA
	☐
	
	Competent set-up
	☐
	
	Competent checks. Refer to ADIPs (Amusement Device Inspection Procedures Scheme)  Home | ADIPS
	☐
	Risk assessment: Steward/Security/Marshal debrief
	Briefed on all procedures (e.g., emergencies, lost child/vulnerable adults, counter terrorism)?
	☐
	
	Equipment used/communication detailed in communications plan for emergencies
	☐
	
	Pre-written scripts/code words used for emergencies
	☐
	
	Shift timings
	☐

	Risk Assessment: Emergency planning/Security arrangements for Counter Terrorism
	Proportionate to event – risks considered for people along the route/within the site, and vehicular access points
	☐

	
	Notifying key personnel and level of action taken
	☐
	
	Informing the public/employees of an emergency
	☐
	
	Site evacuation
	☐
	
	Contacting emergency services
	☐
	
	Hostile vehicle mitigation
	☐
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