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EVENT MANAGEMENT
HANDBOOK

for event organisers of smaller events
(not exceeding 3,000 spectators)

"




Events are a workplace for some and a leisure
activity for others and range from family days
in the local park to musical events/festivals,
fireworks displays, carnivals, sporting events
etc. Negligence on the part of an owner of the
premises and/or the organizer of the event can
resultininjury to either workers or patrons.
This booklet is designed to provide advice to
organizers of smaller events who have under
common law a ‘duty of care’ towards persons
involved with an event including players,
patrons, suppliers and event staff.







Information
and welfare

Provide facilities for information and welfare. The
establishment of meeting points for spectators will be
more important as there will not be the usual entrances
and exits points for spectators or competitors to
identify with.

Venue and
site design

Venue design should consider over-spill areas if the
numbers that turn up greatly exceed those predicted.
Over-spill areas are required to prevent spectators
blocking roads or designated emergency escape routes.

The numbers of food and merchandising concessions,
toilets, first-aid points and other site facilities will
depend upon the predicted audience attendance.
Careful consideration also needs to be given to the
location of the food and first-aid points, welfare and
information points and toilets. It is likely that the
audience will be spread over agreater area than is
usually calculated for a fenced or enclosed arena.

The location of these facilities should reflect this.
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APPENDIX 3

Hazards associated with
temporary structures

Structures

Rubbish

Slips

Trips

Unnecessary
fixtures

Ponding

Uneven ground

Barriers

Sharp Edges

Finger traps

Openings and gaps

Bars

Fixingitems

Accumulation of rubbish and debris under a structure is unsightly, unhealthy and can
constitute a fire hazard. Surplus structural members can give an impression that they
have fallen off, or have been removed by others. The ground under such structures
(particularly temporary seating) should be left clear of debris. Do not allow vendors or
others to store material beneath structures without specific agreement.

Frequently plywood ramps are used to access temporary or permanent structures, and
a change of level may be involved. It is common to use mineralised roofing felt or similar
to reduce the likelihood of slipping. This can become worn, frayed or torn and should be
checked daily.

A temporary ramp, walkway or similar structure often does not merge smoothly with a
permanent footpath. Look out for trip hazards such as plywood warping or delaminating.
Metal treads can become bent or distorted, and should not be used if observed to be in
poor condition.

After a structure has been erected and inspected, it is not unusual for others to affix items to
it. Typically sighage, advertising banners, flags, bunting, and canopies are used. No substantive
item should be fixed to a structure without agreement of the inspecting engineer.

Surface water should not be allowed to accumulate at the base of temporary structures
in areas where the ground could soften. Soft ground could allow settlement of the
structure, or worse.

Structures built on uneven, sloping or undulating ground usually need adjustment
to make up level. This should be done using steel adjustable feet and thick plywood
is sometimes used. Be alert to haphazard, wobbly packing under structures - it can
dislodge. If in doubt, ask for an engineer’s inspection.

Many steel structures, especially new barriers can have sharp edges, usually left from the
galvanising process These can be hazardous, and in the case of barriers, are often at face
level for small children.

Gaps in lines of barriers, particularly on undulating ground, can constitute a finger trap. If
ahazard exists, the area of concern can be taped or wrapped to eliminate it.

Beware of openings or gaps in barriers that a child could fall through.

Horizontal bars of barriers offer footholds for persons. Plywood lining to the sides (inside
face) of walkways or ramps can eliminate gaps and footholds.

Only acceptable items are small signs, any other items affixed to barriers can cause
them to blow over in high winds.



APPENDIX 4 .
Licences and permissions

Licence or
Permission

Outdoor Event

Indoor Event

Intention to sell
Alcohol

Fireworks Display

Issuing
authority

Local
Authority

Local
Authority

Department
of Justice,
Equality &
Law Reform
Local
Authority

Department
of Justice,
Equality

& Law Reform

Criteria

* The event must be outdoors, either
inits entirety or for the most part

» Takes place inastructure having no
roof, or aretractable roof, in a tent or
other similar temporary structure

* The event must be comprised of
music, dancing, displays of public
entertainment and other similar
activities

» Has an anticipated audience of
5000 persons or more

» The event consists of a
performance, which takes place
wholly, or mainly in a building

» Comprises music, singing, dancing
or displays of entertainment

» Notrestricted to public
entertainment.

» Outdoor event licence regulations
are not applicable

» Temporary facilities for the sale of
alcohol: Occasional Liquor Licence

* The consumption of alcoholin a
public place: Intoxicating Liquor
bye-laws

* Importation of Fireworks
« Storage of Fireworks

Requirements

* Newspaper advertisement

 Notless than 16 weeks notice to
Local Authority

* Submit Draft Event Management Plan

 Consultation process with Statutory
Authorities

» Payment of application fee
and standard charges for Local
Authority services

 Proof of: insurance, newspaper
advertisement & venue owners
consent

« Certification & Specification of
Temporary Structures

* Application is made to the Fire
Authorities or person designated by
the Fire Authorities

+ Draft Event Management Plan
submission

 Consultation process

* Proof of insurance

 Application fee

* Application to the Revenue
Commissioners for Licence

 Application prior 6 weeks to Local
Authority to relax provisions of
bye-laws

* Fire Authorities input requested
before permission granted

» Consultation process with Fire
Authorities
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Licence or
Permission

Event Trading

Temporary Road
Closure

Preparation and/
or Sale of Food
Products

Use of Public
Space
for Event

Event Advertising

Issuing
authority

Local
Authority

Local
Authority

Health Board
HSE

Local
Authority

Local
Authority

Criteria

Casual Trading at an event or events
specifiedin the licence or atorin
the immediate vicinity of the place
where and on the days on which the
event takes place

The closure of the public highway
to vehicular traffic for a specified
period

Check with local Gardajif aroad
closure order is necessary prior
to application

Required where meat or meat
products (other than fish or fish
products) are sold or where food is
prepared, cooked or heated for sale
directly to the public, including: soft
ice cream stalls, hot dog/baked potato
stalls, burger/fried fish/chip stalls,
Chinese and other ethnic food stalls

Event activities to take place either
whole orin part on public property
Includes roadways/ footpaths,
parks, public squares

The placing of advertising banners/
signage/flags in a public place and/or
on a public building

The distribution in a public place of
advertising literature

Requirements

Submit application for licence
approval
Scale of charges per trader, per day

Provide insurance indemnity
Public advertisement

Standard fee, plus other charges
to be determined in relation to
road usage

Stall owner must submita
completed application form for

the licensing of the food stall to the
Health Board two months prior to
the commencement of the business

Submission of event details
Consultation process

Supply insurance indemnities
Certification & specification of
temporary structures

Application to the Local Authority
for written approval (Section 18 of
Waste Act).

« Supply specifications of flags or

banners
Plan for the prevention of litter






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 Eamon O’Boyle and Associates.
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