
AIDE MEMOIR FORM FOR

 OUTDOOR EVENTS IN CUMBRIA

This form SAG 2 is available to event organisers who intend to hold an event in Cumbria as a self assessment checklist, which is not definitive, but can be used by the organiser as an aide memoir in ensuring that event contingencies have been reviewed regarding preparation and safety management for a particular event, in addition to any other issues relevant to that activity which are not covered in the SAG 2.

If any SAG is to be held, this aide memoir form would assist the Safety advisory group.
How to use this form:

1.  
The areas are split into Sections which relate to event name, policies, certificates, contingency plans in case of emergencies, records, risk assessments, other practical considerations, what may be on your plan of the site/route, additional information, insurance, landowner details, who is assisting you within your own organisation in organising the event and any previous history.

2.
The event name box is so that you can relate a specific event to that detailed in the SAG 1 form. This is especially useful if you are organising more than one event.
3.
In going through the form, check the relevant box applicable to the area of your event. The larger the event, the more sections will be applicable. Either the section would be applicable to your event A or is not applicable to your specific event NA. Any additional information such as “being worked on” can be stated in the actions/comments box as a reminder what additional work you need to carry out.
4. The areas applicable to your event for consideration will be event type lead as there are different requirements to consider between sporting events, cultural, concert, fete, fair, festival, shows, etc.

5. Once satisfied that you have identified those areas that are relevant to your event, you only have to review them against your management documents.

6. Organisers are reminded that under the provisions of the Police Act 1996, the police may charge for their services and as such they need to consider that for budgeting purposes etc.

	Event name: 
	Contactee: 
Position: 
Tel: 
Mob: 
Email: 

	Organisation 
details: 
Website:
	

	Location/route:    

	Type of event: 

                                         
	Date:  

	Section 1: Policies/provisions

	No


	Requirement


	Result
	Actions/comments
	Date actioned

	
	
	A
	NA
	
	

	1
	a) event safety policy (management plan):

i)    shows managements objectives
ii)   names responsible person
iii)  shows chain of command
iv)  shows how safety is implemented
vi)  signed and dated (as current)
	
	
	
	

	
	b) alcohol/drugs management (including how controlling underage drinking)
	
	
	
	

	
	c) fireworks/pyrotechnics/special effects


	
	
	
	

	
	d) ticketing strategy & if event cancelled/    delayed/postponed/abandoned
	
	
	
	

	
	e) admissions/seating/number keeping


	
	
	
	

	
	f) spectator accommodation/categories


	
	
	
	

	
	g) disabled provisions


	
	
	
	

	
	h) foul or racial equality/abuse

    
	
	
	
	

	
	i) child protection/lost child procedures

	
	
	
	

	
	j)  require an agreement with the police (statement of intent)
	
	
	
	

	
	k) event/safety officer’s job description 

	
	
	
	

	
	l) stewards handbook/instructions 

	
	
	
	

	
	m) first aid/medical provision

	
	
	
	

	
	n) adverse weather provision 

	
	
	
	

	
	o) traffic management (park and ride, route traffic, traffic control, parking provision, residents consideration, off street parking, emergency services access routes, etc.)
	
	
	
	

	
	p) toilet/sanitation provision, collection of foul water
	
	
	
	

	
	q) catering/refreshments, collection of    foul water and waste
	
	
	
	

	
	r)  pollution – prevention, waste management and cleanup, disposal, incident response procedure
	
	
	
	

	
	s) crime prevention



	
	
	
	

	
	t)  media provision (incl. how to control during an emergency)
	
	
	
	

	
	u) advertising

	
	
	
	

	Section 2: Certificates/permits (which may be required)

	No
	Requirement


	Result
	Actions/comments
	Date actioned

	
	
	A
	NA
	
	

	2
	a) electrical (includes pat testing)

	
	
	
	

	
	b) structural integrity (buildings, platforms, stands, towers, stairs, fencing/walls, etc.)
	
	
	
	

	
	c) barrier integrity


	
	
	
	

	
	d) stage erection (including wind loading calculation for structure/speakers/screens)
	
	
	
	

	
	e) temporary structures/inflatables/tents/

    marquees, etc.
	
	
	
	

	
	f) auxiliary power/generator(s) 

	
	
	
	

	
	g) public address system/cctv

	
	
	
	

	
	h) fire alarm system 

	
	
	
	

	
	i) emergency lighting

	
	
	
	

	
	j) firefighting equipment/fire points


	
	
	
	

	
	k) gas/chemical safety


	
	
	
	

	
	l) turnstile/access monitoring

	
	
	
	

	
	m) pyrotechnics/fireworks

	
	
	
	

	
	n) catering

	
	
	
	

	
	o) Environment Agency permit for water abstraction, waste, water discharge
	
	
	
	

	
	p) Water company consent for discharges to sewer and mains water abstractions
	
	
	
	

	Section 3: Contingency plans

	3
	a) fire

b) bomb threat/suspect package/terrorism

c) safety equipment failure (information board, public address system, emergency lighting, cctv, cell phones, land lines, fire alarm, radios, etc.)

d) building & services (structural damage, power failure, gas/chemical leak, etc.)

e) crowd control (surging, crushing, rioting, fighting, late arrivals, delayed start, ticket forgery, etc.)

f) emergency evacuation

g) severe adverse weather/flooding/ice
h) ticketing strategy in abandoned event
i) pollution incident
j)  any other special considerations   specific to the event 
	
	
	
	

	Section 4: Records

	No
	Requirement

Records:
	Result
	Actions/comments
	Date actioned

	
	
	A
	NA
	
	

	4
	a) event/safety officer’s event record

    (includes police intelligence)
	
	
	
	

	
	b) pre-event/during/post-event site/route safety checks/inspections
	
	
	
	

	
	c) number of spectators/participants

	
	
	
	

	
	d) incident form


	
	
	
	

	
	e) accident form (patient’s details and medical treatment administered)
	
	
	
	

	
	f) first aiders/doctor in attendance

	
	
	
	

	
	g) static site defects/hazards

	
	
	
	

	
	h) any hazard along the route


	
	
	
	

	
	i) fire alarm system


	
	
	
	

	
	j) emergency lighting system


	
	
	
	

	
	k) firefighting equipment


	
	
	
	

	
	l) video/electronic information boards


	
	
	
	

	
	m) radio communication system

	
	
	
	

	
	n) public address system

	
	
	
	

	
	o) cctv system

	
	
	
	

	
	p) stewards names/qualifications/   training attended (competency)
	
	
	
	

	
	q) steward pre-event & post event briefings
	
	
	
	

	
	r) police assumption of control & relinquishment of command forms
	
	
	
	

	
	s) electronic securing systems

	
	
	
	

	
	t) lost children/property

	
	
	
	

	
	u) noise levels (recorded before and during the event)
	
	
	
	

	
	v) pollution prevention equipment i.e. spill kits
	
	
	
	

	
	w) any other record specific to the event

    (caterers/lpg/competitors/route/timings,      etc.)

	
	
	
	

	Section 5: Risk assessments

	No
	Requirement


	Result
	Action/comments
	Date actioned

	
	
	A
	NA
	
	

	5
	a) event/site/route safety risk assessment 


	
	
	
	

	
	b) fire risk assessment


	
	
	
	

	
	c) specific risk assessments:

    i) generator/auxiliary power supply

    ii) fuel storage/type/use

    iii) pyrotechnics/special effects

iv) high hazard risks - 

   (boilers/fuel storage/lpg cylinders/fuel     storage/electrics/cables overhead and underground power lines/chemicals/ gas, etc)
 v) environmental including noise, water  pollution, land pollution, flooding
    vi) inflatables/tents wind loading
v)  crowd management

vi) catering
viii) other – helicopter, sea/water,    transport, building works, machinery, etc.

	
	
	
	

	Section 6: Plan (showing following detail)

	6
	a) layout of the site/stand/route (including buildings/structures stage area and approach routes)

b) identify and name areas of the site/ stands/land/route

c) identify entrances/exits to the site/ stand/route, along with emergency services access
d) first aid room/post(s)

e) lost children tent/information point

f) fire fighting equipment/fire point

g) designated parking area for ambulance and/or emergency doctor

h) location of floodlights

i) location of auxiliary power supplies

j) media platforms/gantries

k) control room/contact point

l) high hazard/risk areas (see 5c above)
m) actual event route (including rest areas)

n) beer tent/marquees

o) catering/refreshment areas/vans

p) toilets provision

q) arena and any side shows

r) helicopter landing area

s) emergency services RV points

t) any other factors specific to the event not covered above.

	
	
	
	

	Section 7: Other considerations

	No
	Requirement
	Result
	Action/comments
	Date actioned

	
	
	A
	NA
	
	

	7
	a) movement control between different sections of the event/spectator areas
	
	
	
	

	
	b) number and positioning of stewards/ security/first aid (static/specific posts)
	
	
	
	

	
	c) signage (directional/informational/hazard/

    emergency/conflict with existing/other)
	
	
	
	

	
	d) capacity for spectator accommodation (pitch/stand/viewing area/disabled/other)
	
	
	
	

	
	e) direction of emergency exit opening/ manning (e.g. fence gates open outwards)
	
	
	
	

	
	f) emergency exit widths/routes suitable for numbers
	
	
	
	

	
	g) lighting (normal/emergency/backup)


	
	
	
	

	
	h) disabled access/egress, platform, sightlines and mobility
	
	
	
	

	
	i) emergency service access (including helicopter)
	
	
	
	

	
	j) communication (radio channels/mobiles/ loudhailers/emergency numbers and radio discipline)
	
	
	
	

	
	k) safety officer/event organiser competency level
	
	
	
	

	
	l)  emergency code words


	
	
	
	

	
	m) provision of rest areas/emergency      shelters/safety boat or tail end vehicle
	
	
	
	

	
	n) first aid post/casualty handling location on site or along route
	
	
	
	

	
	o) 3rd party liability insurance (event organiser/tradesmen/pyrotechnics/artists/ caterers, etc.)
	
	
	
	

	
	p) control room/contact point:

     i)  location

     ii) view of sight for monitoring event
     iii) communications provided

     iv) documentation provided

     v)  cctv/public address

     vi) usage – staging event/emergency
	
	
	
	

	
	q) clear lines of communication and responsibilities between officials
	
	
	
	

	
	r) stewards clearly identified and

    know their duties and responsibilities
	
	
	
	

	
	s)  park & ride schemes - pick up & drop off points, bus turnaround times
	
	
	
	

	
	t) built in flexibility for unexpected delay/cancellation
	
	
	
	

	
	u) noise levels and environmental factors (incl. water quality)
	
	
	
	

	No
	Requirement
	Result
	Action/comments
	Date actioned

	
	
	A
	NA
	
	

	
	v) police intelligence & provision (along route/on site)
	
	
	
	

	
	w) checking system to account for all the participants at the end of the event
	
	
	
	

	
	x) how to get competitors to safety if weather turns foul or incident occurs, especially on the fells
	
	
	
	

	
	y) artist(s) performance or actions impacting on public safety
	
	
	
	

	
	z) waste management and clearing up afterwards
	
	
	
	

	Section 8: any other additional relevant information (attach in separate document if applicable)
(e.g. additional route information, plan details, structures, catering, policing, wind/loading calculations, etc.)

	8

	

	Section 9: Insurance and Landowners details

	9
	Liability insurance provider: 
Min. cover: £ 
	Landowner (where event is being held): 

	Section 10: Relevant committee organisation member

	10
	Position/responsibility
	Telephone number
	E-mail address

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	Section 11: previous event history

	11
	Event
	Venue/location
	Date
	Numbers

	
	 
	 
	 
	 

	
	 
	 
	 
	 

	
	 
	 
	 
	 


Final check signing off: Name ……………..……………………….…… Date ………….....
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