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Preparing for Events 

Key risks and controls list for Event Organisers (COVID-19) 

This list provides examples of some of the areas you may need to consider and should be used to support your event risk 
assessment. Depending on the nature of your event, it may be useful to break this down into planning phase, build phase, 
open period and the break phase. 

You should seek the appropriate support when considering this, for example from your security company, and your workforce. 
You should cross reference this against your other known risks to prevent a negative or disproportionate impact. All risks need 
to be managed and a balance must be found. 

It is recognised that most organisers will provide venue or event management plans that will follow a similar format, and 
that most sections of these plans will require consideration and an update as a result of COVID-19, as well as collating these 
updates into an overarching COVID-19 plan. Key risks and controls for event organisers to consider are set out below: 

Definitions 

Events Sector - The collective group of organisations that deliver, 
or support the delivery of, planned events. 

Events - Organised gatherings or activities of limited duration that 
bring people together for the primary purpose of participating in a 
community, cultural, commemorative, recreational, sporting, art, 
educational, entertainment or business experience. 

Workforce – This is intended to capture anyone working on an 
event, whether that be direct employees, agency workers, free-
lance suppliers, contractors and specialist workers (such as rig-
gers), seasonal workers, catering and cleaning staf, staf on zero 
hours contracts, and volunteers. 

Workplace – location(s) at which event organisers will plan, pre-
pare and deliver events, recognising these could be diferent fixed 
and temporary locations at each stage of delivery and that these 
could be indoors or outdoors. 

Attendees - People other than your workforce that are onsite dur-
ing an event which may include, but is not limited to, competitors, 
performers, spectators (including ticket holders), sponsors and the 
general public. 

Actions 
Key consideration 

Has the workforce been informed on the most up to date COVID-19 
outbreak guidance available via the UK Government and Scottish 
Government? Are the workforce committed to following the available 
guidance? 

Does the workforce understand the COVID-19 risks and transmis-
sion routes, the steps that workforce and attendees can take to limit 
spread, the recognised best practices (including respiratory etiquette, 
hand hygiene etc), and the travel restrictions adopted by diferent 
countries that may afect the event? 
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Preparing for Events 

Have workforce with underlying health conditions been identified and Actions 
steps taken to ensure their safety as part of event planning? 

Have workforce been requested to "opt-in" to return to working within 
the event environment by way of written consent? 

Has the event considered engaging the services of a senior medical 
person to advise? 

If awarding any medical provision contracts, have you considered 
including a clause that the supplier must provide Covid-19 guidance? 

Does the event have a Medical Response Plan specifically in relation 
to COVID-19? 

Does this Medical Response Plan include information about how at-
tendees should interface with the healthcare system (such as hotline/ 
helpline, organiser’s medical teams, local healthcare system)? 

Does the Medical Response Plan have a contingency plan for post-
event 

Specific features of the event that should be considered, include: 

- Type or purpose of event (for example, sporting, festival, business, 
  cultural) 
- What is the duration and mode of travel of attendees? 
- Is the event outdoor (lower risk) or indoors (higher risk)? 
- Are attendees or workforce coming from abroad (higher risk), 
  nationally (medium risk) or from the local area only (lower risk)? 

Has event organiser requested support from local public health 
authorities? 
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Preparing for Events 

Has the event acquired any of the following supplies to help reduce Actions 
transmission risk? 

- Although use of PPE at events is expected to be limited, is PPE 
  (Masks, gloves, gowns etc) available for on-site medical personnel? 
- Face coverings for other workforce: Where face coverings are used 
  consider impacts on diferent groups. For example, people who are 
  deaf and may lip read, and how they will be able to speak to work
  force. Consider people who are not advised to wear face coverings, 
  such as those with asthma. 

If a person is to fall ill/ considered to be suspected case during the 
event: 

- Is there a procedure for attendees to clearly identify who to contact 
if unwell? 

- Is there a protocol on who organisers should contact to report 
  suspected cases? 
- Are first aid services in-place and equipped to support patients with 
  respiratory symptoms? 
- Are there isolation rooms available on-site? 
- Are there medical facilities (primarily hospitals) within the vicinity of 
  the event to manage patients with COVID-19 infection if required? In 
  particular consider in relation to events in rural and island locations 
  in terms of healthcare capacity. 
- Are transportation services with trained professionals available to 
  transport critically ill patients with severe acute respiratory 
  infections to a hospital, if necessary? 
- Will provision of ambulance or other medical services for the event 
  place an unacceptable strain on these public services? 

Do you plan to establish screening measures for workforce, contrac-
tors, attendees at PoE, venues, routes and on-site medical facilities 
(first aid points)? (Please specify in Actions what these screening 
measures include) 

If your event is a ticketed /registered event, is a register of attendees, 
subject to data sharing agreements, available that would also assist 
with contact tracing if someone attending the event does have 
coronavirus? 
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Has a comprehensive risk assessment been undertaken at the begin- Actions 
ning of the planning phase, reviewed regularly, and updated immedi-
ately before the handover to the operational phase? 

Has the land or venue owner been suficiently consulted and sighted 
on the risk assessment? 

Where the venue for the event forms part of a larger premises (for 
example a shopping centre) has the need to collaborate with other 
businesses been taken into account? 

Have distancing measures to reduce close contact among attendees 
during the event been considered and implemented where 
appropriate? For example: 

- Is it possible to stagger arrival times? 
- Is it possible to stagger departure times? 
- Is transport to / from the event being provided and if so is this 
  frequent enough to allow physical distancing? 
- Are there enough bathrooms and food and water points to allow 
  physical distancing? 
- Will numbers be suficiently limited to allow physical distancing 
  between groups from diferent households? 
- Are workforce areas large enough to allow physical distancing of 
  workforce? 
- Will high trafic areas be cleaned regularly to maintain hygiene? 

Protocols for dealing with emergencies, evacuations and accidents 
will be impacted by the need to maintain physical distance. 
Emergency, evacuation and accident response processes therefore 
need to be considered to ensure efective arrangements are still in 
place. Everyone onsite should be familiar with new processes. 

Is current public health advice on physical distancing incorporated 
into event /venue staging plans? This should include the need to 
define the number of customers that can reasonably follow 2m social 
distancing within the venue taking into account total floor space, seat-
ing setting up as well as likely pinch points and busy areas. 

How can the number of people be limited when entering the venue, 
overall and in any particular congestion areas, for example cloak-
rooms, foot outlets, and bars? 
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For outdoor events, has consideration been given to applying to the Actions 
local authority for the temporary suspension of Access rights by an 
Order under Section 11 of the Land Reform (Scotland) Act 2003 to 
help to control the number of people with access to the site? 

Prior to accessing the venue(s) has a deep clean been completed? 

Has a cleaning schedule been developed to ensure the venue is clean 
and hygienic before, during, and afer the event? 

Are handwashing stations available at all points of entry and exit, and 
other well-marked and illuminated locations throughout the venue? 
Are these stations no-touch activation? 

Does / can the venue and associated facilities (toilets, car parks) 
comply with current public health recommendations and local au-
thority licensing requirements (such as physical distancing of 
2m, toilet provision)? 

Where activities cannot be undertaken without contravening physical 
distancing (for example self-service drink stations in some venues) 
they should be suspended or reduced. 

For outdoor events in particular, have requirements in relation to 
portaloos and improved handwashing facilities been considered? 

Can you use screens to create a physical barrier between people, for 
example at pay points? 

Are plans in place to provide hand sanitiser, tissues, frequently 
replaced soap canisters for washrooms? 

Are plans / a schedule in place for frequent cleaning of washrooms? 

Consider using physical distance 2m floor markings for other common 
areas such as entry points, food and drink points, toilets, showers, 
lockers and changing rooms and in any other areas where queues 
may typically form 

Lifs should only be used by people with disabilities or other 
accessibility issues, for essential purposes, or on a one person per lif 
basis where possible. 
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If the venue has more than one access point, introduce a one-way Actions 
system at entry and exit points if possible. 

Are you able to reduce the potential crowding of people, for example 
by having more entry points for attendees into the venue? 

Ensure any changes to entries, exit and queue management take into 
account reasonable adjustments for those who need them, including 
disabled customers. 

Ensure any changes to entries, exits and queue management do not 
introduce additional risks such as blocking fire escapes or inadequate 
pedestrian/vehicle segregation on roads 

Identify high risk areas such as pinch-points like entrances or stairs 
where close physical contact is likely and/or obstructions force close 
physical contact. Take measures to reduce risk, including using 
drop-of points or transfer zones. 

If your workforce have to use touch-based security devices such as 
keypads to enter the business through controlled areas, have you 
sought alternatives or implemented cleaning and diversification 
arrangements? 

Are work areas, workforce rooms, canteens and equipment cleaned 
frequently between uses? A cleaning schedule should be designed 
and workforce trained to implement the schedule. 

Are workspaces kept clear and all waste removed? All personal 
belongings must be removed from work areas at the end of work. 

Have you set clear use and cleaning guidance for toilets to ensure 
they are kept clean? 

Have you considered whether you can provide additional waste 
facilities and more frequent rubbish collection? 

Have customers been encouraged to use contactless or cashless 
payment where possible rather than tokens or cash? 
[You should consider what will happen where people do not have 
access to contactless payments so that people are not excluded from 
an event] 
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Have you considered use of electronic, rather than paper, tickets that Actions 
can be scanned without contact? 
[You should consider what will happen where people do not have 
access to a smart phone or other electronic device so that people are 
not excluded from an event] 

Are controls in place to minimise touching and to isolate or clean any 
merchandise that has been touched by a member of the public but 
not purchased? 

Have you ensured, for indoor events, an increase in ventilation where 
it is safe to do so? 

Can you provide active travel facilities, to encourage workforce and 
attendees to walk or cycle to premises, such as bike racks where 
possible? Venue arrangements will determine whether this is 
appropriate. 

Are you able to stagger break times and make use of outdoor space 
for breaks where possible? 

Have you considered using a consistent pairing or grouping system 
where workforce work on shifs together? 

Have you considered temperature screening of all individuals 
accessing the event /venue? 

Have you considered how you will carry out any required security 
screening or bag checking and how to minimise risk? 

Where an event is seated, have you considered how to manage entry 
and exit such as based on row number, front to back? 
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