Safety, Health and Environmental (SHE) guidance for those organising open/public events on STFC sites
Organising events that take place at STFC establishments which include members of the public, or indeed large numbers of staff, requires careful consideration and planning - one aspect of which will be consideration of Health and Safety. 
This document aims to give STFC staff responsible for organising such events a SHE checklist to consider when planning for and undertaking SHE Risk Assessments necessary for such events.
	Event title:
	Venue:
	Date:

	
	Issue
	Considerations
	Notes

	1
	Pre-event planning
	· Has the event been agreed in principle by Head of Site Operations or their representative? Have site security teams, where they exist, been warned?

· Will the event and/or its associated traffic, have significant impact on neighbours or campuses at RAL and DL? How will they be informed?  

· All events should have a specifically named STFC staff member with overall responsibility for the event, even if the actual planning is managed externally, ultimate sign off comes from the STFC for activities on STFC sites.

· Your activity may require a risk assessment to assess significant risks.  Download a risk assessment pro forma from the SHE website and upload to SHE Enterprise.
· Where external organisations are running activities as part of the event they should provide their risk assessments for review by the person responsible for the event.

· Will the event attract any VIPs for which specific security arrangements will be necessary?

· If events involve access to radiation controlled or supervised areas discuss your proposals with your site Radiation Protection Advisor (RPA).

· Based on numbers planned and their means of arrival at site what traffic management and parking issues can be anticipated and planned?
	

	2
	Access to site
	· Will signage be required off site to direct people to the event’s parking arrangements? Will the event require parking marshals?

· What arrangements have been made for coach or minibus parking?

· Where external contractors or providers are using the site what arrangements have been made to induct or brief them on the event and its organisation and the site, its emergency procedures and general controls? 


	

	3
	Control of people on site


	· How many people are expected to attend? Do you have control of the numbers that will be attending? ‘Ticketed’ events allow you to plan more effectively in terms of hosting events and anticipating specific needs for example for children, those with disabilities etc. From a site security perspective this may be necessary.

· Will additional people be on site - who are not directly involved in the activity – for example event spectators, what will they be doing and who will be controlling them?

· What access arrangements have been established for those attendees have disabilities.

· Are there sufficient numbers and types of welfare facilities (toilets) available for the numbers of people attending, including those with disabilities? 

· Will signage be required on site to direct people to the event’s on site parking, reception, event locations, refreshments, toilets etc? will marshals be required?

· What measures are in place to prevent people from wandering unaccompanied around site? 

· Will non STFC attendees be ‘badged’ such that their status is clear to those hosting the event, site security or STFC staff?

· Could any hazards identified in the risk assessment affect STFC staff or other people who may be on site at the same time?

· For an outside/external event, are there any contingency plans in place in case of bad weather? 
	

	4
	Catering
	· If you are using external caterers to provide refreshments you will be responsible for ensuring they are suitably qualified and the equipment they bring to site safe for example gas burners, hot water heaters etc.

· Any electrical items brought on site must be PAT tested prior to connecting to STFC electrical systems. 

· Access to any site utilities, gas, water, waste or electricity, must have the approval of site estates teams.

· Ensure that where alcohol is being provided that the event comes under an alcohol license.

· Has consideration been given to food allergies, for example nuts, lactose, wheat.  
	

	5
	Site impact
	· Do you know whether your event’s activities or locations could be affected by unrelated STFC work/activities or visa versa? If you don’t, how do you intend to find out? 

· Are other events planned for the same time?


	

	6
	Marquees, tents  or other temporary buildings
	· Erection of any marquee, tent or temporary buildings require authority from site operations prior to installation, care must be taken when erecting marquees as the potential for spikes to pierce buried utilities is clear. 

· Local SHE Group must be consulted prior to using such temporary structures to ensure that they meet STFC fire safety requirements. 

· Where portable toilet facilities are employed are they self contained or require site water, electricity and waste supplies? Access to any site utilities, gas, water, waste or electricity, must have the approval of site estates teams. Will they require emptying during the course of the event?
	

	7
	Emergency procedures
	· How will everyone attending your event be made aware of emergency procedures in the event of an incident? 

· Who will control or direct them in an emergency? Will attendees be ‘hosted’ by someone responsible for their health and safety? How many hosts will you require? How will they be trained? 

· What arrangements have been established for those attendees with disabilities in the event of an emergency or fire, for example when passenger lifts are out of use?

· How many first aiders will be available? Are any children expected on site and if so, what ages? If you have children under 8 years of age provision of specialist first aiders may be necessary. If so, will you be providing your own first aid kit? if not, how do you propose to treat any minor injuries?

· Ensure that procedures are in place to ensure that all incidents that occur during the event, injuries or near misses, are reported through SHE Enterprise.

· Where events takes place out of normal working hours specific arrangements may be necessary in the event of an emergency.
	

	8
	Environmental issues
	· Will the event’s activities result in potential environmental issues? For example diesel leaks from mobile electricity generators, waste cooking oils etc. 

· Surface water drains at DL link to the Bridgewater canal and at RAL to Chilton Pond both sensitive environmental receptors.

· What plans are in place to remove any wastes that arise from the event? 

· Do additional waste bins/skips need to be provided?

· Will the event create significance noise or nuisance to neighbours?
	

	9
	Post event completion
	· Will you ensure that site security teams, where they exist, are aware of the completion of the event and the departure of all attendees?

· How will the event site/locations be returned to their original state? Litter collection and disposal. 
	


