


























Potential 
hazards

Risk Risk Matrix  
(assess risk using 
the risk rating 
matrix)

Controls required to eliminate / 
reduce risk  
(using the hierarchy of controls identify 
further control measures to  
be implemented)

Risk Matrix  
(re-assess risk with 
further control  
measures in place)

Person  
responsible

Date for  
review

Excessive 
noise

Noise is an 
issue for events 
industry from 
music above 
85dB

E 5 25 •	 Providing hearing protection
•	 Regularly monitoring workplace 

noise levels, particularly with 
changes in processes or plant 
and machinery

•	 Isolating the noise from 
employees

•	 Training and education
•	 Baseline and regular health 

monitoring with employee 
consent.

B 1 19

Intoxication 
from Alcohol

Visitors arrive 
intoxicated. 
Poor behaviour/ 
judgement.

E 4 23 •	 Refuse entry - have dedicated 
security at all entry points

•	 Ensure all entry points 
communicate clearly of 
suspected intoxicated visitors

•	 Set expectations – clear 
signage on alcohol policy

•	 Limit alcohol drinks or only 
allow purchase of 1 at a time

•	 Provide qualified First Aiders

E 1 15

Large 
Crowds

Crushing from 
crowds.

E 4 23 •	 Limit numbers entering areas 
all at once – space out

•	 Provide multiple entrances and 
exits

•	 Provide sufficient space for 
numbers expected

•	 Control entry and security 
control of people where 
possible

E 1 10



Severity Health & Safety Occurs less 
than 100 yrs -  

Rare

Occurs every 
10-100 yrs - 

Unlikely

Occurs once 
every 1-10 yrs - 

Possible

Occurs once 
every month 

to a year -  
Likely

Occurs more 
than once a 

month -  
Almost Certain

Slight 
1

•	 First Aid or no treatment 
injury

•	 Minor heath effects
•	 Immediate return to normal
•	 duties

Low 
(A1 - 1)

Low 
(B1 - 2)

Low 
(C1 - 4)

Low 
(D1 - 7)

Medium 
(E1 - 10)

Minor 
2

•	 Medical treatment
•	 Short term health effect
•	 Restricted work injury 

(temporary)

Low 
(A2 - 3)

Low 
(B2 - 5)

Low 
(C2 - 8)

Medium 
(D2 - 11)

Medium 
(E2 - 15)

Moderate 
3

•	 Medium term health effect
•	 Lost time injury
•	 Restricted work injury 

(permanent)

Low 
(A3 - 6)

Low 
(B3 - 9)

Medium 
(C3 - 12)

Medium 
(D3 - 16)

High 
(E3 - 20)

Major 
4

•	 Long term chronic harm
•	 Multiple lost
•	 time injuries

Medium 
(A4 - 13)

Medium 
(B4 - 14)

Medium 
(C4 - 17)

High 
(D4 - 21)

High 
(E4 - 23)

Extreme 
5

•	 Fatality
•	 Permanent chronic harm

Medium 
(A5 - 18)

High 
(B5 - 19)

High 
(C5 - 22)

High 
(D5 - 24)

High
(E5 - 25)



YES NO N/A

Organisational Chart - detailing allocation of responsibilities, Event Leader, Event 
team, Chief Steward, Lost Children Officer, Contractors etc.

Contractor Management - all Contractors have been provided with appropriate 
Contractor Induction guide; aware of event emergency management plan; aware of risk 
register and have submitted risk assessments.

Details of event - including schedule of activities, details of acts/entertainers, times, 
locations, venue capacity etc.

First Aid Plan - including location of first aid base, details of staff, liaison with local Dr’s/ 
health centre/hospital.

Site Plan - showing location of activities, location of road/car-park closures.

Communications Plan - showing allocation of Radio’s, mobile phone details of key 
personnel.

Stewards List - showing adequate numbers of staff.

Duties List - Showing details of tasks, locations, and times.

Crowd Control/Traffic Issues - Including crush barriers - numbers and locations

Emergency Plan - evacuation procedures, crowd control, assembly points, insurance 
cover, structure inspection report



YES NO N/A

The suitability of location or venue design

Selection of competent workers, contractors

Construction of stages, tents etc.

Safe delivery and installation of equipment and services

Shows - crowd management, transport strategies

Arrangements for fire, first-aid contingencies and major incidents

Removal of equipment and services

Rubbish collection and waste water disposal

Adequate public insurance for the event

Checked vendors/exhibitors insurance certificates

First aid provision suitable for the number of people attending the event

If a voluntary first aid service is to be provided are they aware of your emergency 
procedures

Are first aid centres clearly signposted

Are first aiders clearly identifiable



YES NO N/A

Space for audience

Temporary structures

Backstage facilities

Parking - restricted pedestrian access during set up

Rendezvous points

Ground Conditions

Traffic and pedestrian routes, emergency access and exit.

Are they suitable to handle proposed capacity

Geographical location, proximity to services, facilities etc.

Dangerous features (natural hazards, rivers, drain covers, manholes, cliffs, etc.)

Venue access and egress

Sight lines for audience (to reduce density in front of stage)

Production infrastructure or backstage requirements

Fire and ambulance requirements

Police and stewarding positions

Perimeter fencing /stage barriers

Clearly posted first aid stations

Excess visitors – contingency

Signage for way-finding

Permission to use site/ parade permission

Provision of undercover areas (for shade)

Provision of sunscreen for outdoor workers and attendees

Adequate drinking water available

Are audio visual/special effects devices secured and tamper proof (e.g. out of reach/
locked/barricaded)

Cash handling risks identified to reduce risk of robbery



OUTDOOR VENUES YES NO N/A

Is there a plan to deal with all emergencies which could arise, e.g. fire, cancellation of 
events

Number and size of exits in fences etc.

Exits and gateways locked/unlocked, staffed

All exits and gateways clearly marked by signs

Stewards throughout event

Provision of fire extinguishers

Has local fire station been notified of event

Has a clear entry been left for fire emergency services

Are generators located so that they do not create a noise nuisance to local residents

Have you contacted any local residents who may be affected by noise

INDOOR VENUES

Does the venue have adequate and working fire exit signage

What are the venues fire safety arrangements

Are fire extinguishers provided in all areas to be used

Have fire-extinguishers been recently checked

Have any electrical hazards been identified and made safe

Are all emergency exits clear

Are portable generators to be used, if so has the area been made safe

Are pyrotechnics to be used

Are flammable liquids or materials to be used

Is the fire alarm in working order and recently checked

Are the organisers and stewards trained on the fire evacuation procedure and are safe 
exit routes displayed

Is there a means of warning people of fire

If declared by emergency services, will any fire ban days impact this event (will an 
exemption be required)

How will disabled persons be evacuated from the site

Is there an identified smoking area



YES NO N/A

Entry & exit of audience - are there sufficient entry points to the event

Signage – is it suitable and sufficient to NZ Standards

Front of stage area crowd pressure - need for mo-jo barrier or crush barriers

Police involvement- traffic control and/or crowd control

People with a disability-access issues/seating

Children-crushing, lost children

Stewarding-organisation, competency, training, conduct, equipment. Are

Stewards trained and competent to deal with queuing public

Is there an adequate means of communicating with the public, other emergency staff 
and HQ

YES NO N/A

Traffic signs and highway department road closures

Traffic marshalling in place who does it, do you have enough trained people, do they 
need PPE

Is there adequate provision for parking for cars and buses

Have you obtained the necessary permission to close a road

Emergency access

Traffic management plan in place – signed off by council

On-site vehicle management

Temporary roadways - has the Traffic Management Officer for the police been informed 
for events involving the highway

Is there adequate lighting in the car park

Have you put in place measures to retrieve broken down vehicles or ones that may 
become stuck due to poor weather conditions (mud or overheating).



YES NO N/A

Stopping/re-starting the event – how to notify attendees and workers

Cancellation of event(s) before or during event

Emergency routes and access for emergency services

People with special needs

Holding areas for performers, workers and audience

Procedures for alerting emergency services

Public warning mechanism

Evacuation and containment measures, processes and reporting

Details of script of PA announcement to audience

Agreed rendezvous point for emergency services

Ambulance loading points and triage area

Locations of hospitals prepared for major incident and secured traffic routes

Details of temporary mortuary facilities

Outline of the role of those involved

Details of emergency equipment location and availability

Communication

Bomb threats

Media management

Drones – are they safe and is there adequate network coverage to ensure they do not 
fail



YES NO N/A

Location considerations

Supplier considerations

Design considerations - have scaffolds/stages/platforms been signed off by a licensed 
rigger/scaffolder/local council

Erection – has any seating, staging, lighting been erected by a competent person

Lifting and rigging equipment

Dismantling considerations

Documentation - design drawings/calculations; risk assessments; completion certificate

Do you have a procedure for dealing with accidents

Do you have a Work Safe NZ form for recording the details of any accidents and 
arrangements for notifying the regulator authority should

Notifiable Events occur

Monitoring of structure - are there stewards in place to prevent overloading of any 
structure

Protection against falls - if safety barriers are provided, can they withstand the likely 
loading on them

All ladders meet NZ Standards. If there is a risk of falling more than 2 m a Safe Work 
Method Statement must be submitted and Work Safe NZ notified

Planning e.g. total power, use of generators

Types of lighting - for means of escape

Has the electrical installation been installed by a competent electrician

Is the supply protected by a suitable earth leakage device (RCD)

Are all parts of the electrical installation protected from the weather

Do any cables create a trip hazard

Are cables and other electrical equipment protected against damage

Is any generator fenced to prevent access, tested and in a safe condition



YES NO N/A

Communication within the organisation event team and contractors

Communication between the agencies

Public information and communication

How is it carried out – CCTV; radios; alarms; PA systems

Is there means of communication between key organisers and stewards

If communications are reliant on mobile phones, do they work in all areas of the site - 
they may not work in a large emergency event when networks are overloaded

Are there adequate methods of communication with the public especially if the site 
needs to be evacuated, e.g. loud speakers emergency public announcements

Use of Social Media platforms for public safety information and notifications e.g. an 
Event Ap.

Process for reporting issues, troublesome areas, staff requesting assistance during the 
emergency, staff reporting successfully evacuated areas, redistribution of emergency 
resources.



YES NO N/A

Catering operations – are food businesses carrying out their work in a safe and hygienic 
manner

Positioning of catering operators –ensure they have suitable food hygiene certificates

Electrical installations –power supplies

Safe drinking water

Monitoring of arrangements on site

Does the caterer have adequate fire fighting equipment

Street trading -positioning of stalls/trader/vans to ensure they are in safe positions

Power supplies - if they are using their own generator, is it electrically safe and located 
in a secure position?

Checks on gas/electrical equipment on site - if any gas cylinders are used, are they 
adequately secured and located where they cannot be tampered with

Public/products liability insurance checks

Copyright, trading standards, trademark

Control of movement of vehicles- entry/egress

All vendors have appropriate insurance

All food vendors hold appropriate food licence/permit – licence displayed

If alcohol is to be served:  
• At least one person responsible for the service of alcohol must be trained in 
 “Responsible Service of Alcohol”
• Alcohol licence obtained and displayed
• Management of intoxicated persons is planned and foreseen.

Vendors are given site map indicating: 
• Emergency access and egress
• Emergency Evacuation Assembly Point
• Location of amenities



YES NO N/A

Numbers attending/numbers of units required - are there adequate toilets for the number 
of people likely to attend the event  
http://showtimetoilets.com.au/general-info/how-many-toilets-do-i-need/
Is there suitable W.C. provision for people with special needs

Location - are toilets visible, well-lit and adequately signed

Are there measures in place to insure they are kept clean and provided with toilet paper, 
soap, etc.

Are there suitable containers for the disposal of sanitary towels and nappies

Sewage disposal – is there adequate removal of sewage, safe access and egress for 
vehicles

Waste management - are there adequate rubbish bins around the site

Type of waste – is there provision for recycling including green waste

Methods of removal - are waste collectors provided with approved personal protective 
clothing

Are there adequate storage and collection facilities for waste from the toilets










