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Safety Management Plan

Please note that this is a generic framework document and you will need to alter them to be specific to your event requirements. The document is not intended as legal advice to cover event activities and their H&S obligations. The templates are offered on a ‘no liability’ basis and we recommend the event seek independent advice from legal professionals and associated parties (e.g. local police, council, H&S auditor). 
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1. Introduction
Include the purpose of the document, your commitment to it been a living document, who this plan covers.  

Example: The purpose of this document is to provide a framework to assist the event worker in delivering a safe environment for all those involved in the event.  This includes a process to evolve and improve the manual as new risk emerge as well as improving measures to address existing risks.

The document will be reviewed on site and will be updated accordingly.  It will also be reviewed annually to ensure it is up to date.

The scope of the environment referred to as ‘The Event’ and or ‘Work Place’ is dynamic and varied.  It includes the field of play and event venues and other areas as specified and includes task such as setting up, delivery of key functions, pack down and any other tasks as specified.

The term ‘Event Worker’ refers to any persons involved in assisting or setting up the event or as specified.

This document is intended to provide a practical approach to identifying and dealing with Accidents and Incidents that may arise during the event.  It also outlines details to assist event workers to undertake their duties in a safe manner to avoid, minimize or isolate identified risks.  Because of the nature of the event delivery, not all scenarios can necessarily be identified; therefore this document includes procedures to assist event workers to safely deal with these if they arise, these include contingency plans and emergency planning. 
2. Safety Commitment 

Summarise the events commitment to safety in a statement here and have a senior person sign.

Example : The event is committed to providing and maintaining utmost health and safety standards, they will achieve this by ensuring that all identified risks and hazards associated with the event are managed to prevent harm from occurring to the event workers, participants and all other personnel involved in accordance with the Health and Safety at Work Act 2015.

	Commitment and Ownership by Senior Management

	I have reviewed this document and approve the intent and the content. 

Dated: 

Signed:

Name

Position

Organisation 


3. Document Control/Contact/Location

Summarise the events statement on the plans review policy, official company details and responsible persons. 
Example: 

	Document Control and Review

	Policy Title
	

	Policy Review Number:
	

	Effective Date:
	

	Review Period:
	

	Policy Audience:
	

	Responsible Role:
	


	Key Contact and Responsibility 

	Key Personnel 
	Designation/Responsibility
	Mobile Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Company Details

	Company Details
	

	
	Company Number: 

	Phone Number
	

	Email
	

	Address
	


4. Event Insurance

Outline the events insurance policy and provider and have the certificate available if required. 
5. Organisation Structure

Show and demonstrate the events organisation structure and chain of command.
6. Event Overview 

Provide a short overview of the event including the key activity, who owns the event, any rules that will be applied, how many riders and what planning meetings have been held etc.
Example: 
	Event Name
	

	Event Ownership
	

	Website
	

	Date
	

	Estimated No’s
	

	Location
	

	Endorsement/ Rules
	

	Entry Criteria
	

	Description of event/s
	

	Programme of events
	

	Planning Meetings
	


7. Key Contacts

List your key personnel and their responsibility and contacts (and emergency contacts) 
Example:
	Role
	Key Responsibility 
	Contact
	Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


8. Risk Management


The purpose of this section is to outline the events approach to risks and hazard management.  It outlines the means of identifying the risks and hazards associated with the event and the escalation plan.  Example:  https://www.cyclingnewzealand.nz/media/2276/2276.pdf 
9. Course Maps and Descriptions

Insert course maps and descriptions. 
10. Full Event Programme (times are subject to change)
Insert full programme in including briefings, start times, est finish times. 
11. Participant Identification 

How will the riders be indentified? Race Numbers?
12. External Contractors

List Contractors or companies or persons have been arranged/contracted to deliver specific services to assist with the safe operation of the event and your policy on consulting, co-operating and co-ordinating activities in regards to safety and what documents you have requested from them. 
13. Event Workers Training

Outline the events plans for volunteer and workers training include any requirements, PPE, breifings and equipment training that will be done.  Also include any pre planning meetings that have taken place and what meetings will take place during the event.
14. Media Management and Policy

Outline the events plans to manage any media that attend the event and who can speak to the media. 
15. Event Headquarters/Race Desk
Outline the events plans to provide an information point for riders and spectators, including what documents they will hold eg. Databases, lost and found forms, key contacts etc. 
16. Information to the Public 

Outline how the event has communicated to the public that may be effected/impacted by the event. 
17. Information to Participants 
Summarise information sent to and available to participants via website, email, social media or other means including Event information, rules
18. Emergency Planning and Response

The event should recognizes that there is the potential emergency situations to occur.  The event should considered likely scenarios and have developed examples of appropriate response should they should occur.  Outline the events emergency planning and response procedure. 

19. Accident / Incident Reporting    

Outline the events response to accident and incident including notifiable and non-notifiable. This section should include how the event will respond, who will be in charge, what escalation measures are in place, what reporting will be undertaken, what reporting you have asked from your first aid provider and what follow up actions you will take to this report.

20. Contingency Planning

The event should recognises that there is the potential for circumstances outside of their control occurring that could result in the published event format and/or distance being adjusted in the interest of participant and officials safety. Outline the events approach and plans for contingency. Including members of a contingency committee. 
21. Communication Process

Outline the events plan to communicate with key persons (marshals, first aid etc) during the event i.e. radios, cell phones,  if there are any ‘dead’ spots on the course and how will communicate occur if an incident took place here, what measures have been put in place to ensure all persons are aware of how to report an incident and the appropriate response. 

22. First Aid 
Outline the events plans for medical support, including the first aid provider, the amount of staff and the local medical centres and hospitals. And if the riders have been asked to provide any medical information. 
23. Compliance

Outline what approvals have been sought and received from local authorities. 
24. Traffic Management

Outline the events plans for traffic management at the event and include any plans and council aprovals as appendix’s if needed.
25. Waste Management

Outline the events plans for waste management. 

26. Vehicle Movement Policy

Outline the events plans to manage vehicle movement around the course and venue, including what cars are likely to be on course, their role and the requirements for drivers.  

27. Security

Outline the events plans on security. 

28. Lost and Found

Outline the events policy to lost and found persons (including minors and vulnerable persons) 
29. Drug and Alcohol
Outline the events policy to drugs and alcohol.

30. Drone Policy

Outline the events policy on Drone use.
31. Glossary

Include a glossary of any terms use in the plan.  Examples below.
Accident
An unplanned and undesired event that results in injury to people or damage to property
Briefing
A verbal or written account of the Event to participants.  It will include a safety briefing which will point out risks to the participants.
Competent
A person, able (through knowledge, training and/or experience) and willing, to perform an assigned task

Competitor/Participant
A person who takes part in the Event

Contingency Plan
An alternative plan devised for a specific situation.
Commissaire

The Chief Commissaire is responsible for the fairness of the event and the application of the rules.

Emergency
Any notifiable event or situation concerning the health, injury, death, missing person, or extensive damage involving staff, participants or property.

Escalation Point
The person who is referred to for assistance, leadership or decisions by a particular Event Staff or needs to be advised in the event of a specific situation (i.e. a Serious accident).
Event
All the activities and specific races that make up the full event schedule, including the set up and pack down operations that ensure that the scheduled races can occur.
Event Manager
This role is varied; it can be as extensive as being responsible for the entire Event from planning through to event delivery and the debrief process to simply planning, overseeing of the event and debrief.
Event Staff / Event Team
All those working on or at the Event.  This does not include contractors who will come under their own companies’ Health and Safety Manual.  Cycling New Zealand company H&S policy includes checking contractors’ policies are acceptable to Cycling New Zealand.
Event Venue 
Every building, land, park and water area utilized by Event Staff and Participants during the operations of the event. The Event Venue may at any given time include or exclude certain parts as necessary, for example the registration area may be closed after registration has ceased. The event Venue does not include the Field of Play

Hazard Register
Also known as ‘Risk Register’ or ‘Risk Identification Schedule’
Where a Risk is identified and managed appropriately (eliminated, or minimized)
Incident
An unplanned and undesired event which, under slightly different circumstances, could have resulted in an accident
Injury
Harm or damage to a person
Marshal
A person who is responsible for maintaining the flow of the event, keeping control of spectators and traffic, or maintaining security.  They will be a minimum of 18 years of age if located on a road.
Marshal Management Plan
A document which identifies the numbers and locations of marshals to be assigned to an event along with the duties of the marshals assigned to these various locations.  The plan should also record the names and contact numbers of the marshals assigned.
Mandatory
It is a legislative duty, it must happen.
Medical Team
A team of professional medical personnel that can include a Doctor, St Johns/Paramedics and other people with specific training to deal with injuries likely to occur during the event and with training that enables them to assist and stabilize injured persons. Ideally this would include the ability to transport injured persons, if needed, to the nearest hospital.

Notifiable Event
Under the Health and Safety at Work Act 2015 (HSWA) you must notify WorkSafe NZ when certain work-related events occur.  
Policy
The general principals or intentions of agreed behaviour in a particular situation
Procedure
How the organization implements the policy
Race HQ 
A control centre should be established at each event that functions as a central point for communication, decision making and 
Risk
An occurrence, situation or substance that could occur to cause harm or injury to person or loss or damage to property during the preparation for, running of, and pack-down of an event.
Risk Management
A process of identifying and managing risks in order to prevent an accident, incident or loss
Rules

The rules that apply to all at this event.

Run Sheet
A timeline of key activities that need to occur in order to ensure that the Event is delivered on time and that serves to remind people about key activities and the timing of these.
Safe
In relation to a person, means not exposed to any Risks; and in every other case, means free from Risks, “unsafe” and “safely” have corresponding meanings.
Security Team
Event Staff that are specifically assigned to ensure that security is maintained as needed throughout the delivery of the event, this may include overnight security or security for finish areas. 
STMS
Site Traffic Management Supervisor and at the appropriate level for the volume and Level of roads at the Event

Tail End Charlie
An assigned Event Staff member, who is responsible for travelling along the course behind the last participant in order to ascertain that all participants have either completed the course or withdrawn and are no longer on the course or in need of assistance.
Team Leader 

A member of the Event Staff that oversees Event Staff and in some cases event delivery of certain portions of an Event
TMP
Traffic Management Plan
Workers

Event staff for the event and volunteers
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