
RISK MANAGEMENT CHECKLIST: ANW Event/Festival Management 
The varying activities that can be part of a community event or festival can provide a difficult environment for risk management. Activities can involve other groups or individuals, can involve some major risks, or can involve a number of people coming together for a short period of time. The physical environment can be challenging, and the weather can intervene and cause chaos at any time. Proper planning is essential.
This checklist is intended to be used in the context of the organisation’s overall Risk Management Policy.

	This checklist was commenced on [date] …………………………………………by [name of Risk Management Officer] …………………………………………………………



	What potential risks have you identified?


	Date of Assess-ment
	Likelihood

A, B, C, D, E
	Consequence
1,2,3,4,5
	Risk Rating

E,H,M,L

(see risk chart)
	What should we do about it?
	Who will do it? 
	When will it be done?
	Completed

(signed off)

	  Event management

	   Do you have required permits?


	
	
	
	
	
	
	
	

	Have you conducted a pre-event check and induction with staff?
	
	
	
	
	
	
	
	

	Have you completed and confirmed hall/venue hire?
	
	
	
	
	
	
	
	

	Will there be road closures for the event? Have you applied for a permit from the appropriate authorities and notified emergency services?


	
	
	
	
	
	
	
	

	Do you have a contact list for stakeholders/staff responsible for each area of the event?

	
	
	
	
	
	
	
	

	Do you have a checklist to ensure you have all appropriate documentation, such as the event plan, contracts, sponsorship letters, licences/permits, event program, accounts and emergency plan?


	
	
	
	
	
	
	
	

	Do you have public liability insurance?


	
	
	
	
	
	
	
	

	Is property and equipment insured?


	
	
	
	
	
	
	
	

	Have you contacted all key stakeholders, such as local councils, police, ambulance service, food vendors and security?


	
	
	
	
	
	
	
	

	Do you have a contact list for all stakeholders?


	
	
	
	
	
	
	
	

	Have you prepared a site map of the event or festival? Do all stakeholders have a copy?


	
	
	
	
	
	
	
	

	Have you organised a contact person for event patrons?


	
	
	
	
	
	
	
	

	Are your staff and volunteers adequately qualified or trained?


	
	
	
	
	
	
	
	

	Do you have signs on-site indicating where to find phones, toilets, water, first-aid posts, parking, security, lost and found, public transport, etc?


	
	
	
	
	
	
	
	

	Do you have adequate car parking – for cars, buses, taxis, emergency vehicles?


	
	
	
	
	
	
	
	

	Have you developed a traffic management plan for the event?


	
	
	
	
	
	
	
	

	Do you have contingency plans for transport if the event finishes late, is cancelled or affected by wet weather?


	
	
	
	
	
	
	
	

	Do you have an emergency response plan?


	
	
	
	
	
	
	
	

	Do you have an evacuation plan?


	
	
	
	
	
	
	
	

	Do you have effective communication on-site?


	
	
	
	
	
	
	
	

	Have you consulted with fire services to ensure you have all necessary fire fighting equipment required by law?


	
	
	
	
	
	
	
	

	Are hydrants or suitable water supply available to fire services?


	
	
	
	
	
	
	
	

	Do you have a security plan for the event?


	
	
	
	
	
	
	
	

	Have you made arrangements for lost and stolen property or lost children?


	
	
	
	
	
	
	
	

	Do you have a first-aid post on-site that is set up with lighting, power, running water and appropriate equipment?


	
	
	
	
	
	
	
	

	Do you have trained staff or volunteers to man the first-aid post?


	
	
	
	
	
	
	
	

	Are you prepared for a medical emergency?


	
	
	
	
	
	
	
	

	Have you arranged waste management?


	
	
	
	
	
	
	
	

	Have you considered noise levels?


	
	
	
	
	
	
	
	

	Will alcohol be available at the event? If so, have you arranged for the appropriate licences/permits?


	
	
	
	
	
	
	
	

	Are you prepared for the effects of alcohol, such as dehydration, potential medical concerns or crowd disturbances?


	
	
	
	
	
	
	
	

	Will you be providing alcohol in plastic cups to lessen the risk of injuries?


	
	
	
	
	
	
	
	

	If food is being served at the event, do you have appropriate food handling procedures, including any necessary licenses/permits?


	
	
	
	
	
	
	
	

	Do you have enough toilets for the expected number of patrons?


	
	
	
	
	
	
	
	

	Are the toilets clean (provided with soap and hand-washing equipment, away from food areas, cleaned and re-stocked regularly, etc) and safe (well-lit, appropriate for wet weather, etc)?


	
	
	
	
	
	
	
	

	Are the toilets accessible for people with limited mobility?


	
	
	
	
	
	
	
	

	Does the event have adequate lighting?


	
	
	
	
	
	
	
	

	If you are erecting any temporary structures, such as stages or marquees, do you have appropriate permits and are the structures secure?


	
	
	
	
	
	
	
	

	Are entry and exit routes to the event clear and well sign-posted?


	
	
	
	
	
	
	
	

	Are exits clear of obstructions?


	
	
	
	
	
	
	
	

	Will there be rides? Are they safe?


	
	
	
	
	
	
	
	

	If other people provide rides or attractions, are you confident they are qualified and reliable? Do they have insurance?


	
	
	
	
	
	
	
	

	Have you arranged for a post-event debriefing to assess what worked and what didn’t?


	
	
	
	
	
	
	
	

	Have you completed a full risk assessment of the site where the event will be held?


	
	
	
	
	
	
	
	

	Insert your own
	
	
	
	
	
	
	
	

	Insert your own
	
	
	
	
	
	
	
	

	Outdoor venues
	
	
	
	
	
	
	
	

	Is the area safe from flooding?


	
	
	
	
	
	
	
	

	Are there any water bodies nearby? Have steps been taken to ensure they cannot be accessed by patrons and that safety equipment and staff are available? Are signs in place?


	
	
	
	
	
	
	
	

	Are there any potential technical hazards in the area, such as power lines? 


	
	
	
	
	
	
	
	

	Have you taken steps to ensure safety for pedestrians?


	
	
	
	
	
	
	
	

	Are any buildings or structures on the site safe? 


	
	
	
	
	
	
	
	

	Is the venue accessible for emergency service vehicles (Look at roads, ground surfaces, gates and parking)? 
	
	
	
	
	
	
	
	

	Does the venue cater for people with limited mobility?


	
	
	
	
	
	
	
	

	Is the venue easy and safe to access by pedestrians? 


	
	
	
	
	
	
	
	

	Do you have plans for wet weather? 


	
	
	
	
	
	
	
	

	Are basic services, such as water, available on-site?


	
	
	
	
	
	
	
	

	Does the area have adequate shade?
	
	
	
	
	
	
	
	

	Have you checked the General Checklists at www.ourcommunity.com.au


	
	
	
	
	
	
	
	

	Insert Your Own

	
	
	
	
	
	
	
	

	This checklist will next be reviewed on [date] …………………………………………………………… by [position] …………………………………………………………………………



Risk Assessment Chart

	
	
	CONSEQUENCE RATINGS

	
	
	INSIGNIFICANT

No impact on reputation, low financial loss, no disruption to capability
	MINOR

Minor impact on reputation, medium financial loss, minor disruption to capability
	MODERATE

Modest impact on reputation, high financial loss, some ongoing disruption to capability
	MAJOR

Major impact on reputation, major financial loss, ongoing disruption to capability
	CATASTROPHIC

Ruinous impact on reputation, critical financial loss, permanent disruption to capability

	LIKELIHOOD RATINGS
	A-CONTINUOUS

Expected to occur >50%

multiple times
	MEDIUM
	HIGH
	HIGH
	EXTREME
	EXTREME

	
	B- FREQUENT

Probably occur >25-50%

once in 1-2 yrs
	LOW
	MEDIUM
	HIGH
	HIGH
	EXTREME

	
	C- OCCASIONAL

Might occur >10-25%

Once 2-10 yrs
	LOW
	MEDIUM
	MEDIUM
	HIGH
	EXTREME

	
	D-REMOTE

Not likely to occur >5-10%

Less than 1 in 15 yrs
	LOW
	LOW
	MEDIUM
	MEDIUM
	HIGH

	
	E-IMPROBABLE

Exceptional Circumstances<5%

Less than1 in 20 yrs
	LOW
	LOW
	LOW
	MEDIUM
	HIGH
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