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EVENT MANAGEMENT
HANDBOOK

for event organisers of larger events
(greater than 3,000 spectators)




Disclaimer Q ; ;

The contents of this handbookare subject to periodic review in light of best practice, Government requirements

and regulations. No reader should act on the basis of any such information.contained therein without referring

to applicable laws and regulations and/er without seeking appropriate professional advice. Although every effort

has been made to.énsure accuracy, the frish Rugby Football Union shall not be held responsible for loss or-damage

caused by errors, omissions, misprints or misinterpretation of.the contents hereof. Furthermore, the Irish Rughby

Football Union expressly disclaims all andany liahility,to any personin respect of anything done; or om|tted by any: ey
such personin reliance onthe contents of this handbook b
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1C: Event management

plan template

Section 1: Event details
» Overview of the event
» Eventlocation
* Weather forecast
» Eventschedule and timing
» Crowd details/attendance profle
« Admission arrangements
* Number of stewards:
- Internal
- External
¢ Temporary structures
» Barfacilities - opening and closing times
* Media
» Hospitality

Section 2: Event safety
» Safety policy statement
* Roles and responsibilities
- Gardal/PSNI
- Ambulance service
- Fire service
Voluntary organizations
- Stewards
- Public address announcer
* Vehicularaccess and exit
* Onsite traffc management

Section 3: Emergency action
» Technical support
» Firstaid

Section 4: Event control
* Eventcontrol

- Eventcontroller

- Safety offcer

- Chief stewards
* Controlroomlocation

Section 5: Event countdown
* Schedule of event
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Section 6: Plan appendices
Traffic management plan
(in consultation with An Garda Siochana/PSNI)

Medical plan
(in consultation with relevant Health Authority)

Event communications
(radio allocations and channels to be used by event
staff in schematic format)

Schedules
(erection and tear down of temporary structures,
staging etc.)

Emergency procedures
(the publication of these procedures should be
restricted to event staff and the statutory agencies)

Stopping the event

Action in the event of abomb scare

Action in the event of fre

Action in the event of any other emergency incident
» Evacuation of the venue

Contact details

Should include telephone numbers of key personnel
and external agencies, such as the emergency
services contacts and key suppliers

Site layout maps

Dependent on the size and complexity of the event,
the site layout map can range from aline drawing

of the layout of the event to scaled drawings, which
deal with each particular element of the event layout
in detail. Included should be:

e emergency response vehicle access routes

 location of rendezvous points and assembly areas

« ambulance parking, medical facilities

¢ emergency scenarios

 location of all temporary structures

» pedestrian circulation routes

¢ emergency evacuation routes

» parking facilities

 drinking water points, sanitary facilities and
trading locations



2. Food safety

Food protection
The food stall must be designed and constructed in such a manner so as to prevent the contamination of food.
The following measures must therefore be taken:

» Food must be protected from contamination by street dirt, traffc fumes, fies, animals and the general public

» Allfood stalls must be cleaned and maintained to a very high standard. They must be properly pest-proofed
All panels must be tight ftting, leaving no access for rodents or insects

» Food ondisplay must be adequately protected by the provision of sneeze screens

Food storage
Allfood shall be prepared in the food stall unit or in designated premises specially registered for that purpose.

In order to prevent the transfer of food poisoning bacteria from raw foods (especially meat and poultry) to
cooked or prepared foods, it is very important that they are stored separately.

Do not overload refrigerators or freezers as this prevents cool air circulating. They must be defrosted and
cleaned regularly. Where separate storage is not available for raw and cooked foods, the following system must
be adopted;

Top shelves: Cooked Meats Prepared Products
Middle shelves: Dairy Produce
Bottom Shelf: Raw meats and fsh

Temperature control
The whole area of temperature control is extremely important in preventing the proliferation of food
poisoning bacteria.

Refrigeration and storage

Refrigeration isimportant since it slows down the multiplication of food poisoning bacteria. Meat and meat
products, milk and milk products and all other food and food materials susceptible to rapid temperature of 3» C
or less except when heated or cooked for sale as hot food.

Hot holding and food storage

Hot food must be kept at a temperature of at least 63°C and hot cabinets and bain-maires must be provided
for this purpose. Freezer and Food Storage A deep freezer unit must be provided if products normally cooked
from frozen are to be stored in the food stall. The temperature of a deep freezer unit must be keptat a
temperature of -18°C or colder.

Temperature measurement and monitoring

Asuitable thermometer must be kept in the food stall and regular temperature checks must be carried out

on adaily basis to ensure that correct temperatures are maintained. Precautions should be taken against
transferring micro-organisms from raw to cooked foods when taking temperature readings - the probes should
be wiped and disinfected using disposable sterile wipes before and after each use.
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Capacities/Egress/Ingress

Safe holding capacity calculations

Details of access and egress for the disabled
Details of the following measures to
facilitate safe egress:

* emergency lighting

* exitsignage

» fredetection and alarm system

e communication/P.A. system, etc.

Casual trading

Details of:

» cooking equipment

* gassupplyinstallation
» fre fghting equipment

Tents and marquees
Holding capacity

Exit widths

Details of:

» cooking equipment

* gassupply installation

» fre fghting equipment

* emergency lighting
Certifcation of lining material, etc.

Fire works and pyrotechnics
Site map showing fallout area,
spectator area, fring zone, etc.
Material safety data sheets
Site-specifc risk assessment

Managementissues
Details of steward training
Designation of fre patrols
Litter control/refuse disposal

3. Fire safety checklist

Emergency planincludes
Defhnition of key personnel and roles
Method of activation of plan
Contactlist

Evacuation procedures

Telephone numbers of all key personnel

Drawingsinclude

Means of escape and exit routes

» Toinclude the staging area, gates
and other obstructions

Access and egress routes for patrons

» Toinclude occupant capacities,
exitwidths

Designated emergency access and egress
Routes for appliances, including hydrant
locations

At least two emergency scenarios
showing the location of the incident

Emergency service access and
audience egress

The location of any casual trading units,
tents, marquees, etc.

Details/Certifcation for:

L.P.G. Installation

Electrical Installation e.g. back up generator
Emergency lighting system/exit signage
Linings, scenery and properties used

on stage or in marquees

Scenery and properties used on stage,
marguees etc.

First-aid fre fghting equipment

Fire detection and alarm system, etc.



4: Sources of iInformation

Code of practice for outdoor pop concerts and other musical events:
Department of Education. 1996: available from Government Publications Offce

Code of practice for safety at sports grounds:
Department of Education. 1996: available from Government Publications Offce
Event Registration Form

The event safety guide (Purple guide) a guide to health, safety and welfare at music and similar events:

Health and Safety Executive UK second edition. 2001: available from UK Health and Safety Executive HSE

Guide to safety at sports grounds (Green guide): Department of culture media and sport:
available from UK Stationery Offce

Guide to fre precautions in existing places of entertainment and like premises:
UK Home Offce: available from UK Stationery Offce

A guide to risk assessments requirements - Health and safety executive:
available from UK Stationery Offce

Temporary demountable structures:
available from The Institution of Structural Engineers
British Standard BS 7671: 1992

Requirements for electrical installations:
available from British Standards Institute
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The IRFU shall not be liable for any loss or damage whatsoever arising from the use of or
reliance on the information contained in this Guidance Note. The IRFU reserves the right
to amend or withdraw the information contained in this Guidance Note. Produced in
association with the Eamon O’Boyle & Associates, Safety Consultants.
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