[image: image1.png]Relay *
eld

for| >
Life _.‘



    
Event Safety Plan

Index
1Event Safety Plan



1Contents Of The Plan



2Preparation Of The Plan



2Risk Assessment Forms


3Site Management



3Primary Management



3Communication



3Ground Rules


4Site Plan


6Key Contact List


8Emergency Contact List


9Emergency Procedures



9Role Of The Facility Co-Ordinator



9Fire



9Evacuation



10Medical



10Security


11Emergency Evacuation Plan



11Audible Warning Signal



11Progress To The Evacuation Point



11Evacuation Point



11All Clear


13Extreme Heat Policy


14Risk Estimation Descriptor Definitions


15Risk Assessment


16Incident Report Sheet


17Relay For Life Geelong


17Vendor Information Form



17Emergency Contact Numbers



17Emergency



17Fire



17Evacuation





Event Safety Plan

The Event Safety Plan is to be understood by all Organizing Committee members.  To be an effective plan all Committee members have a duty to have input into the preparation and execution of the Plan.

Each Committee member should carry a copy of the Plan whilst involved in the event or event-related activities.  The Emergency Evacuation section should be enlarged and laminated for prominent display during the event and a copy included in the participants’ event program.

Ideally the Plan will be useful as a ready-reference whilst at the event and consideration should be given to its final printed format, so that it is useful and convenient, whilst at the event. 

Contents of the Plan

The Plan document contains a host of important event information.  Some of this will be directly generated by the Risk Management Coordinator, other aspects by other functional coordinators on the Committee.

Once the Committee has determined who is responsible for each aspect of the event, the Risk Management Coordinator will ensure each Committee member is generating the required information for inclusion into the Plan, whilst receiving advice and guidance about how to appropriately manage the risk elements of their aspect of the event.

The Event Safety Plan is likely to contain the following documents:

· Venue map, labeling all sites and access points

· Contact Sheet, including emergency contacts, on-duty staff and volunteer’s contacts.

· Staff rosters / timetables

· Event Program

· Emergency Evacuation Plan

· Extreme Weather Plan

In addition to this the Safety Plan the master copy will contain the following appendices for referral as required:

· Risk Assessment Form

· Completed Contractor Registration Forms

· Completed Volunteer Registration Forms

During the event planning process many aspects of the event will be evolving and awaiting confirmation.  A ring binder with page dividers or a plastic presentation binder makes adding and replacing pages convenient.

Remember that all Committee members should have a copy of the final Plan document so you will need to consider copying the document (or relevant pages) at least 12 times and produce these in a convenient and useful format to all Committee members and relevant staff prior to the event commencing.

Many of the required items for this role include issues that you are likely to consider at some point during the preparation and execution of the event.  The Event Safety Plan 

Formalizes the process and ensures that public safety remains at the highest priority level for each event.

Preparation of the Plan

The Event Safety Plan will be a work-in-progress document throughout the Event Planning process, with various issues emerging as each aspect of the event is confirmed.  

The basic contents of the Plan are fairly self-explanatory, however the Risk Management Coordinator and Committee will be required to plan for and execute appropriate actions to reduce the likelihood and severity of any injury or damage arising from the staging of the event or activity.

In order to prepare an Event Safety Plan, the Risk Management Coordinator will oversee and assist the Committee to identify and assess the nature and consequence of each risk associated with conducting the event.

Each Committee Coordinator with responsibility for a functional aspect of the event (Catering, Activities, Teams Coordination, Ceremonies, Facilities, etc.) will need to consider the Risk Management issues involved with delivering their part of the event.  

In order to do this, each Committee Coordinator will be required to work with the Risk Management Coordinator to complete the Risk Assessment forms to identify and address the risk management issues involved.

In some cases contractors and service providers (including volunteer service providers) will be required to consider and complete a Risk Assessment prior to undertaking the event.  The feedback and actions from these service providers may be relevant for inclusion into the final Event Risk Management Plan.   

Risk Assessment Forms

These are contained as Template 48 in the Manual.  Multiple copies of the forms should be made and distributed to Committee members.  The Risk Assessment should be introduced to the Committee at around the third Committee meeting and it is suggested that the brief exercise contained (over) be performed by the entire Committee to introduce the concept of Risk Management and Risk Assessment Forms.

Site Management

Primary Management

Primary Site Management is the responsibility of the Facility Co-ordinator. This should be your first point of contact for any event related queries or problems.
Communication
Primary site management will communicate relevant issues to the secondary management level (On-site activities co-ordinator, Health and Safety Officer, Ceremonies Co-ordinators, Volunteers, etc) via mobile phone or radio. You should not communicate directly with the secondary management level.

Ground Rules
No cars, trucks, roller blades, scooters, or bikes on the track.

No open fires – portable BBQs must be kept under strict supervision at all times

Cross the track at the designated areas only - Watch for runners/walkers 

Place all rubbish in the designated areas

No smoking

Alcoholic beverages in moderation

No underage drinking

No dogs

Site Plan

Insert Site Plan and include:

· Site Plan

· Tent sites

· Location of all marquees and structures

· Location of Toilets

· Location of Emergency Access / Exit Points

· Location of muster points 

· Indicate vehicle access areas and non-vehicle areas

· Include times when vehicle access is or is not allowed.

· Indicate areas out of bounds

· Other notes

Add Example
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Key Contact List

	EVENT SAFETY & PROCEDURES MANUAL

	Event:
	Geelong
	Bump-In commences:
	8am

	Date:
	4-5 March 2006
	Bump-Out concludes
	1:30pm

	Venue:
	Deakin Waurn Ponds
	
	

	Curfew Times
	
	Site Contact Number
	0432 493 555


	Key Contacts

	Name
	Position / Role
	Contact Number
	Area of Responsibility

	Committee

	Andrew Purdy
	Chairmanager
	0403 161 454
	Event Management, All emergencies, Media & PR enquiries.  All complaints. All security issues.  Extreme condition advice & decisions.

	Darren Cole
	Facilities Coordinator
	0403 016 114
	All on-site event management issues, All logistical / operational enquiries. Event Rules.

	Darren Cole
	Site Maintenance
	0403 016 114
	Toilet Cleaning, waste maintenance, recycling

	Darren Cole

Jim Anderson
	Security
	0403 016 114

0407 722 535
	Employment and supervision of Security Staff

	Dale Hausler

Rob Sutherland
	OH&S / Risk Management Coordinators
	0412 437 146

5248 1982

(Extreme Only)

0408 510 275

52 616099
	OHS, Organisation of First Aid & Emergency Response, All property or personal injury issues.  All noise issues or other complaints.  Extreme conditions. Risk Management

	Steve Levy
	Signage, Traffic and Parking
	
	Installation of signposting, barricades. Organisation of parking.

	Geoff McDonald
	Event Communication
	
	Communication for committee members & security staff

	Jim Anderson
	Sound, power & lighting
	0407 722 535
	

	Glenda Arenson
	Teams Recruitment & Liaison Coordinator
	0411 438 509
	All Teams issues and enquiries.  Communications with Team Captains

	Sam Santospirto
	Entertainment Coordinator
	0402 986 855


	All performer and entertainment enquiries.  Noise issues and complaints

	Jill Miller
	Catering Coordinator
	0409 254 118

	All food vendor issues.  Enquiries by Council Environmental Health Officers

	Robyn Hodge
	Volunteers Coordinator
	
	Volunteer Rostering and coordination and volunteer duties

	Jan Turner
	Ceremonies Coordinator
	
	Issues dealing with the Opening, Candlelight and Closing Ceremonies

	Sarah Birch
	Public Relations / Publicity Coordinator
	0407 312 945


	Principle contact for media enquiries (excluding emergency responses.) Liaise with media representatives at event.

	
	Sponsorship Coordinator
	
	Sponsor relations and hospitality

	Kirsty Blaik
	Treasurer
	0409 380 747
	On-site financial issues.  Money counting and handover to security.  On-site receipting requirements.  Merchandise and other sales control

	Heather Davis
	Secretary
	0409 254 118

	On-site administrative tasks and follow-up issues.

	Rod Ryan
	Cancer Council Representative
	0439 802 020


	Event Management, All emergencies, Media & PR enquiries.  All complaints. All security issues.  Extreme condition advice & decision making.


Emergency Contact List

	Name
	Position / Role
	Contact Number
	Area of Responsibility

	Darren Cole
	Facility Co-ordinator
	0403 016 114

0432 493 555
	

	Dale Hausler

Rob Sutherland
	OH&S / Emergency Response
	0412 437 146

5248 1982

(Extreme Only)

0408 510 275

52 616099
	Reporting all incidents requiring medical treatment or emergency response, All property or personal injury issues (including Incident Response reporting.)  Extreme condition advice and suggestions

	Event Medical Services
	On-site First-aid
	Simon Thompson

0407 387 719

Lynne Reeve

0408 524 963
	All non-emergency first aid requirements.  Contact OH&S / Risk Management Coordinator immediately after notifying first aid.

	Darren Cole

Jim Anderson
	Security
	0403 016 114

0407 722 535
	Issues requiring a response from security, including disputes, intoxication, threats.  Complete an Incident Report form for all incidences requiring security attention. 

	Ian Christie
	Venue Manager / Local Council Emergency Services / After-hours contact
	
	Notify Chairmanager or Facilities Coordinator first.  Chairmanager or Facilities Coordinator to notify venue manager / Council as deemed necessary. All issues concerning marquee 

	
	Police
	000

5225 3100
	All issues requiring a police response. Notify Chairmanager immediately after phoning

	
	Ambulance
	000

5337 9200
	All issues requiring an ambulance response. Notify Chairmanager immediately after phoning

	Belmont CFA


	Fire
	000

5241 2066
	All issues requiring a fire response.  Notify Chairmanager and OHS/ Risk Management Coordinator immediately after phoning

	
	Marquees
	Geoff McDonald
	Notify Facilities Coordinator first.  Facilities Coordinator to notify Hire company as deemed necessary. All issues concerning marquee 

	
	Hire Equipment
	
	Notify Facilities Coordinator first.  Facilities Coordinator to notify Hire company as deemed necessary. All issues concerning Hire Equipment

	
	Electrician
	
	Notify Facilities Coordinator first.  Facilities Coordinator to notify Electrician as deemed necessary. All issues concerning electrical

	
	Plumber
	
	Notify Facilities Coordinator first.  Facilities Coordinator to notify Plumber as deemed necessary. All issues concerning Plumbing 


Emergency Procedures

Role of the Facility Co-ordinator

The Facility Co-ordinator is the primary contact on site. In the event of an emergency the site manager must be in attendance. Duties of the site manager in an emergency include:
1. Ensuring first aid is provided

2. Contacting the OHS Officer

3. Contacting the Facilities Group

4. Contacting the Chair Manager

5. Contacting and Liaising with Emergency Services

6. Filling out the Incident Report Sheet
Fire

1. Raise Alarm

2. Ensure no one in immediate danger,

3. If possible and only if safe to do so, Use fire extinguisher,

4. Keep all persons away from area,

5. Alert Chair Manager/ Site Manager/ OHS/ Facilities and CCV Rep,

6. Alert Fire Brigade, If not already Alerted,

7. Consider Evacuation in consultation with Committee.

8. Complete Incident Report Forms

Evacuation

1. Alert Site Manager of emergency (PA)

MC Notes – Attention please, could the site manager please contact the stage

2. Site Manager to contact Chair Manager/ OHS Officer and CCV Rep

3. Deakin Security/ Security to be notified

4. Alert Emergency Services and Event Medical Services

5. Notify OHS Officer and Facilities Group to assemble at the Muster Point (PA)

MC Notes – Attention please – could all committee members please report to the Committee Tent asap

6. OHS Officer to co-ordinate evacuation.  Notify committee of intention to evacuate and location of assembly location. Delegate Warden Roles to Facilities Group.

7. Wardens to sweep Event areas – Union Green, KD Stewart Centre, Track area, Nicol Pavillion, Car Park Areas to ensure that attendees leave area

8. Commence Evacuation. Notify attendees of Evacuation (PA). Ensure ALL persons leave site and proceed to Assembly Location

MC Notes – 

Preceded by air horn

Attention Please , we ask you to please EVACUATE the area and proceed directly to the Evacuation Point located at the east end of the track. REPEAT x 2

9. Reports of any missing persons to Site Manager/ OHS Officer

10. Site Management Team to liaise with Emergency services on site

11. After emergency assess situation and address accordingly

12. Return to event

MC Notes – 

Preceded by air horn

Attention Please –  ALL CLEAR - Could all patrons please return to their sites and prepare for restart. We apologize for any inconvenience and thank you for your patience. REPEAT

13. Complete Incident Report Forms

Medical

1. Alert Site Manager,

2. Alert Event Medical Services,

3. Alert OHS Officer

4. Contact Ambulance if required

 If Ambulance is required: arrange contact to meet and escort ambulance from Nicol 
Drive North site entrance

Alert Chair Manager and CCV Rep

Complete Incident Report Forms

Security

1. Alert Site Manager,
2. Assess Situation and determine if security to be called,

3. Notify Security

4. If required and instructed to, contact police

5. Notify Chair Manager/ CCV Rep

6. Complete Incident Report Forms
Any Enquiries/ Problems contact 

Dale Hausler 

0412 437 146

Rob Sutherland

0408 510 275

Emergency Evacuation Plan

In certain circumstances personnel on the event site may need to be evacuated, such as for a gas leak or a fire.

Audible Warning Signal

In the event of an evacuation you will be notified by an audible signal over the PA system followed by verbal confirmation.
Progress to the Evacuation Point
Once you hear the Warning Signal you should move to the designated evacuation point to allow access to the site by emergency personnel and vehicles. Do not go to the carpark or to your vehicles as this will restrict access to the site. You will be directed to the evacuation point by site management and volunteers. Site management and volunteers will check the event site and associated buildings to ensure that all persons have evacuated the site. Please remain at the evacuation point until given the all clear. 

Evacuation Point
The evacuation point is to the immediate east of the event site.

All Clear
You will be notified by an audible signal over the PA system, followed by verbal confirmation. At this point you may return to the event site.
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Extreme Heat Policy

The event's Extreme Heat Policy uses a combination of air temperature and the Wet Bulb Globe Temperature (WBGT) to determine the degree of heat stress. 

The event will be suspended if the air temperature reaches 35 degrees C with a WBGT of 28 or above. Both criteria must occur simultaneously. 

CONDITIONS FOR EVENT SUSPENSION

AIR TEMPERATURE 35 oC

WBGT 28oC

The event will recommence as soon as practicable after conditions cool below the threshold.

The WBGT is a measure of environmental conditions such as the air temperature, solar radiative heat, wind speed and the air humidity. It provides an indication of the capability of the participant to loose body heat in the environment. 
Cool water stations and fluid replacements will be available throughout the event. Participants will be reminded frequently of the need to adequately hydrate.

It is recommended that participants drink 500ml within 2 hours of commencement and at least 150 ml every 15 minutes during participation. Whilst water is adequate for activities lasting up to an hour, carbohydrate based sports drinks are recommended for longer periods of participation.

Risk Estimation Descriptor Definitions

Likelihood

	Very High: Most likely to happen.
	10

	Might well be expected.   Likely to happen.
	8.5

	High.
	7

	Quite possible
	5

	Unusual but possible
	3

	Moderate:  Remotely possible
	1

	Low:  Only remotely possible.
	0.5

	Conceivably possible but very unlikely.
	0.3

	Very Low:  Practically impossible, never happened after many years
	0.2

	Remote:  Virtually impossible, never happened
	0.1


Exposure

	Exposure is continuous, or is many times daily.
	10

	Exposure several times per day
	6

	Exposure is once per day.  
	4.5

	Exposure is once per week 
	3

	Exposure is once per fortnight.
	2.5

	Low exposure, unusual, once per month.
	2

	Exposure very Low (once six monthly).
	1.5

	Exposure, very rare, once per year
	1

	Exposure less than once per year
	0.75

	Exposure very remote, possibility of event is extremely rare. (less than bi-yearly).
	0.5


Possible Consequence

	Catastrophe (many fatalities, or >$10 million damage)
	100

	Disaster (several fatalities, or >$3 million damage).
	60

	Extremely serious (2 or more fatalities, or >$1 million damage)
	40

	Very serious (fatality, or >$300,000 damage).
	25

	Serious (serious injury, permanent disability, more than 1 year lost time or >$80,000 damage)
	15

	Very Important (chronic injury, >3 months lost time, >$30,000 damage)
	10

	Important (disability injury, sub-acute injury >3 weeks lost time or >$5,000 damage).
	5

	Significant (acute injuries, <3 weeks lost time, or <$2,000 damage)
	3

	Noticeable (workers concerns, minor first aid accident, or >$100 damage)
	1

	Near miss. No effect.
	0.5


Risk Score Ranking

	Very High Risk; Consider Discontinuing Operation
	> 400

	High Risk; Immediate Action Required
	200 - 400

	Substantial Risk;  Correction required
	70 - 200

	Possible Risk; Attention Indicated
	20-70

	Risk Perhaps Acceptable
	<20

	Risk Score Ranking   = Likelihood X Exposure X Possible Consequence
	


	Risk Assessment



	Event Description
	Relay for Life Geelong
	Location
	Deakin University Waurn Ponds

	Dates
	4th & 5th March 2006
	Assessor
	Rob Sutherland


	Group
	Hazard
	Inherent Risk*
	Controls

	Participants
	Collision on Track
	7 x 10 x 3 = 210
	Set cross over points on track
Instruct participants

Banning of pets and bicycles

Ample lighting

	
	Heat Stress
	5 x 5 x 3 = 75
	Access Heat Stress Potential on the Day
Heat Stress Policy

Provide adequate fluids

Remind participants of the need to hydrate

	
	Sunburn
	5 x 5 x 3 = 75
	Provide sunscreen 

Remind participants of the need to apply sunscreen and hats

	
	Fire
	1 x 6 x 10 = 60
	Provide fire extinguishers and fore blanket

	
	Major Injuries (laceration/cardiac arrest)
	1 x 10 x 25 = 250
	Provision of First Aid Facilities

Ambulance at Site

Evacuation Route

	
	Minor Injuries (soft tissue)
	5 x 10 x 1= 50
	Provision of First Aid Facilities

	
	Drowning (in lake)
	0.2 x 6 x 25 = 30
	Observation of Lake
Screening Off from Event Site

	Volunteers
	Electrocution
	0.2 x 6 x 25 = 30
	First Aid Facilities
Tagging and Testing of Leads

Qualified Electricians

	
	Manual Handling Injuries
	1 x 6 x 5 = 30
	

	
	Sunburn
	5 x 5 x 3 = 75
	Provide Sunscreen 

Remind participants of the need to apply sunscreen and hats

	Committee
	Litigation as a result of any of the above
	0.3 x 1.5 x 25 = 11.25
	Waiver by Participants
Provision of First-Aid facilities & Ambulance

Provision of fluids/sunscreen

Risk Assessment / Control


	Risk Estimation                         (likelihood x exposure x consequence)   <20 acceptable, 20-70 attention indicated, 70-200 correction required, 200-400 high risk, >400 very high risk consider discontinuing activity

 * Inherent Risk – risk prior to the institution of Controls


Incident Report Sheet
	Date & Time Of Incident
	Event
	Location & Address
	Incident Category
	Description
	Witness & Contact Details
	Reporting of This Incident
	Medical Attention Administered
	Notification To CCV Rep

	
	
	
	 FORMCHECKBOX 

Theft
 FORMCHECKBOX 

Damage
 FORMCHECKBOX 

Personal Injury
 FORMCHECKBOX 

Other: Specify

	
	
	
	
	

	Your Name 

Phone Number
	CCV Rep

Signature
	Date

	Form forwarded to

Date


Relay for Life Geelong

Vendor Information Form


Location: Union Green Area,

Deakin Waurn Ponds
Emergency Contact Numbers
· Dale Hausler  (OHS Officer) 0412 437 146

· Rob Sutherland (OHS Officer) 0408 510 275

· Darren Cole (Facilities) 0403 016 114
· Jill Miller (On Site Activities) 0409 254 118
· Glenda Arenson (Recruitment) 0411 438 507

· Andrew Purdy (Chair Manager) 0403 161 454

Emergency

· Contact 0432 493 555 and report emergency

· If no access to phone report to committee tent

· Ensure no one is at risk

· Use common sense until site management is on site

Fire
· Raise alarm

· Ensure no one in immediate danger

· Contact site management 0432 493 555

· If possible and only if safe to do so, use fire extinguisher

· Keep all persons away from area

· Ensure all persons are accounted for

· Complete Incident Report forms

Evacuation

If Evacuation required:
When notified of evacuation
· Ensure all equipment left in safe manner

· Ensure all persons leave area and are accounted for

· Proceed to Assembly 
Point 

Any other Issues Contact 0432 493 555 Dale Hausler 0412 437 146 or Rob Sutherland 0408 510 275

Emergency Access
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