	


















[YOUR LOGO HERE]


Event Health & Safety Plan

NAME OF EVENT


[[Publish Date]]


Prepared by: [NAME and ORGANISATION]


For: [NAME and ORGANISATION] 



















**Delete this page**
How to use this document
You are responsible for managing the risks associated with your event. This is a legal responsibility under the Health and Safety at Work Act 2015.

This template will help you to plan and run a healthy, safe, and enjoyable event.   

Instructions are provided [in grey].  You can delete these instructions when you do not need them anymore. You must complete the [yellow] areas. 

Remember, this is a template. This template provides suggestions for what you should include. You will need to tailor it to your event scale and nature.

You are the owner of your event health and safety plan. 

Once you have written your health and safety plan, you may find you need to change things and update it. You can do this at any time. You must provide the most up-to-date version to anyone involved in your event. 



[bookmark: _Toc83217725]Health and safety commitment
Under the Health and Safety at Work Act 2015 (HSWA), [ORGANISER] must ensure the health and safety of participants, spectators, staff, contractors, volunteers, and anyone else affected by the event.

This plan outlines how [ORGANISER] will take all practical steps to deliver a healthy, safe, and enjoyable event at [EVENT NAME, DATE, LOCATION].

	Signature
	
	Date
	

	Name
	

	Role
	


Event details

	Event name
	

	Venues
	

	Dates and times
	

	Organiser
	

	Contact details
	

	Expected number of participants
	


Key contacts

	Name
	Role
	Organisation
	Contact 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc83217732]Emergency response plan

In case of emergency, we will warn people by: _________________________________

When the warning sounds, shut down all plant and equipment and proceed immediately. Proceed to the assembly point using the safest route. 

Safe Assembly Point: ______________________________________________________

Remain at the assembly point and identify yourself to the event coordinator. Do not return to the site until the event coordinator has given the ALL CLEAR.

Dial 111 for Fire, Ambulance, Police, Gas or Chemicals

	Hospital or emergency medical
	

	Site Safety Manager
	

	First Aider
	

	First aid kit location
	

	AED (Defib) location
	

	Fire extinguisher location
	

	Health, Safety & Wellbeing Advisor for CODC
	

	Your contact person at Council 
	

	Other relevant contacts
	


[bookmark: _Toc83217733]


Incident response 
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[bookmark: _Toc83217736]Hazard and Risk Register (Form 1)

This form relates to the significant specific hazards and associated risks for your event. It sets out how hazards and risks will be managed during the event (including during pack-in and pack-out). 

	
	[bookmark: _Toc83217737]Hazard and / or harm
What could go wrong during your event?
	[bookmark: _Toc83217738]Initial risk
Use the Risk Matrix to evaluate the level of risk before controls
	[bookmark: _Toc83217739]Controls
What will you do to prevent this happening? Use the Hierarchy of Controls. 
	[bookmark: _Toc83217740]Responsible person
Who is in charge of ensuring the controls are working?  

	Response
What will you do if it happens?

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	



[bookmark: _Toc83217741]REMEMBER: Risk assessment is not an exact science.

[bookmark: _Toc83813001]Incident register (Form 2)

Complete this form for any materials that will be brought onsite. Attached the Safety Data Sheet for every hazardous substance, product or material that is brought onto site. Examples of hazardous substances include glues, resins, fuels, solvents, adhesives, cleaning agents, etc.

	Date
	Time
	What happened?
	Where did it happen? 
	Who was injured/
affected?
	Did you need to call fire, ambulance, or police?)
	What action was taken?
	Who is reporting this incident?

	
	
	










	
	
	
	
	

	
	
	








	
	
	
	
	

	









	
	
	
	
	
	
	

	
	
	









	
	
	
	
	



Incident happens


Secure the area. Once the area is safe, provide assistance (e.g. call for first aid)


Contact the event coordinator. 


Record the incident on the Incident Register (Form 2)


Support an incident investigation, if required.


In a serious incident, contact WorkSafe and Council as necessary. Make sure the incident site is not disturbed.


Implement the evacuation plan, if required.



