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Introduction

1. MOD hosts and attends many public events each year both in the UK and overseas. Events are held at a wide variety of locations with a similarly wide variety of activities that, invariably, carry some degree of safety risks. In order to mitigate these risks effectively, suitable planning, organising, implementing, monitoring and review are essential. 

2. This leaflet provides guidance for Commanding Officers and Heads of Establishments (CO/HoE), Event Organisers, Event Officials, Line Managers (Service and civilian) and all staff on the health and safety issues to be considered when hosting an event that is open to the general public on premises occupied or used by British Forces Germany and when participating, displaying or performing at a public event hosted by a third party organisation. This includes barracks, SFA areas, schools as well as training areas
3. This leaflet includes all relevant direction from Reference C  and other reference documents in order to provide a single cohesive document applicable to BFG and covers UK standards  in so far as is reasonably  practicable and ensures compliance with host nation standards.  

Roles and Responsibilities

Commanding Officers and Heads of Establishment
4. The Commanding Officer (CO)/Head of Establishment (HoE) is responsible for the oversight of the organisation and arrangements for any event held on premises under their control or organised by staff acting under their direction. This will include, so far as is reasonably practicable, the safety of participating staff, contractors, exhibitors and members of the general public. 

5. The CO/HoE shall ensure that a suitable safety management plan is developed for the event identifying the scope of activities, event/activity specific legislation and host nation regulations where more stringent inspection requirements may apply. e.g. TUV/ DEKRA inspections. MOD is obliged to comply with all host nation standards.
6. The CO/HoE shall appoint, in writing, a suitably qualified and experienced person as the event organiser and allocate suitable and sufficient support staff and resources required to address all the safety issues and potential risks associated with the planned event. These staff must be given the authority to impose conditions on event contributors (exhibitors, stand operators, food providers etc) where safety is considered an issue and the authority to close them if deemed necessary. 

7. Depending on the nature and size of the event, the local authority is to be informed through the SLO; see para 32.
Event Organiser 

8. The Event Organiser shall have overall control for the entirety of the event (planning the event, assessing the risks, putting precautions in place, emergency planning and procedures, communication, monitoring the event, review post event) having completed any such training required for them to have an adequate understanding of the principles of risk management; the roles of the various contributors to the event and the associated hazards, risk assessment and implementation of control measures identified in planning. 
	GUIDANCE 

For any event hosted by the MOD it is recommended that the Event Organiser forms an event planning committee staffed by key stakeholders, including the SLO to represent local interests,  and competent persons representing key risk areas (safety, fire, security, facilities management, etc). Advice from experts staff at Gar HQ should be sought.


9. The scope of the event shall be clearly defined, a hazard analysis conducted and risk assessments  (see para 16 et seq for more detailed advice)  produced defining the control measures required to mitigate the risks, this should form the basis of the event safety management plan. 

	GUIDANCE 

The risk assessments should give consideration to members of the public and staff who may be more vulnerable than others (e.g. elderly, infirm, children, disabled, learning difficulties). HSG154 (Managing Crowds Safely) and HSG195 (The Event Safety Guide) available as a free download (IGS Required) from HSE provides more detailed guidance on all aspects relating to event organising. 


	GUIDANCE 

Pre-event preparations are likely to involve a diverse set of people ranging from MOD staff to exhibitors and contractors which will require effective management and communication; this should be managed by the Event Organiser using the processes and guidance found in the  BFG SHEF Manual Leaflet 4 (4C System: The Management of Visiting Workers and Contractors). 


10. The Event Organiser is responsible for the identification and/or development of: 
• key roles (safety, security, first aid, etc); 

• numbers of staff required to manage the event (Event Officials); 

• the terms of reference identifying the required competencies; 

• safety information and appropriate training; 

• effective communications (two way radios etc.); 

• provision of adequate breaks, shelter, refreshment etc for event officials. 

11. The Event Organiser is to ensure that all risk assessments for the planned activities are reviewed prior to the event start date and an overall event risk assessment (similar to a site risk assessment – see leaflet 23) produced. This process may identify a need for additional mitigation measures to be implemented prior to allowing the activity or the entire event to commence. 
12. The Event Organiser shall ensure that close liaison and strong communication exists throughout all phases of the event (from planning to post event wash-up). All staff and interested parties involved with the event shall be informed of their precise roles and responsibilities and who has the authority to take immediate action (e.g. stopping the event) if people are at risk. This group will include but is not limited to: 
• Event Officials; 

• Contractors; 

• Performers/Exhibitors; 

• General public; 

• Local Authority, (e.g. for obtaining licenses); 

• Police and other emergency services; 

13. Adjacent or adjoining public venues and local residents/businesses must be kept informed of how the event may affect their normal day-to-day activities. 
	GUIDANCE 

An example event checklist is provided at Annex A and may be used to assist in the management of any or all stages of the event. Please note this list is not exhaustive. 



Event officials 

14. All Event Officials shall be appropriately trained to enable them to fulfil their defined duties, roles and responsibilities; these duties may include but are not limited to: 
• Knowing the layout of the event site and being able to assist the public by giving information about the available facilities; 

• Being aware of the location of entrances and exits and first aid points; 

• Ensuring that overcrowding does not occur in any part of the event venue; 

• Controlling unruly behaviour; 

• Communicating with supervisors; 

• Knowing and understanding the arrangements for evacuating the event venue in an emergency; 

• Controlling vehicle parking and marshalling traffic. 

• Action to be taken in the event of an accident (provision of first aid, contact of emergency services, accident reporting). 

MOD display teams 

15. The Officer in Charge (OIC) of any display team shall have a formal management role defined in their TOR for the co-ordination and communication with the event organiser. The OIC is responsible for the production of the display risk assessment and ensuring the competence of team members. 
Risk assessment
16. Risk assessment is a fundamental requirement to ensure the event is adequately controlled.  The objective of a proper risk assessment is not to spoil or stop an activity but to ensure that the hazards have been properly identified and suitable and sufficient risk management measures put in place.  In some circumstances where risk cannot be contained of managed then this might require stopping or not permitting an event. Normally most activities can be controlled adequately in order to provide safe enjoyment. 

17. When identifying the hazards in the event and evaluation of the risks, a consultative approach with those involved is essential. Preliminary surveys and/or inspections are an essential means of identifying potential hazards and risks and any safety concerns should be identified at this stage.  Specialists such as the Unit Safety Advisor, Environmental Protection Officer, Fire Officer and Security Officer must be involved in the arrangements at an early stage to ensure that the proposed event is viable and safe.  Additional advice from safety professionals, such as the Garrison HSWE shall be sought as necessary.

18. The risk assessment is to identify those who may most vulnerable such as staff and their families, performers, spectators, those with special needs, disabled (including those with hearing or sight impairment) etc. and those who assemble or clear away the events. In Germany, those who have a limited command of the English language and are thus less able to understand instructions may also be considered to be vulnerable. Arrangements must therefore be made to provide adequate provision for such persons to remove or minimise the risk so far as is reasonably practicable.

19. Leaflet 26 and Leaflet 30 of this chapter provide guidance on appropriate risk assessment. The hazards involved with an event can often be significant and as stated above organisers should always seek the assistance of unit or garrison specialists, competent in identifying hazards, evaluating risks and making adequate recommendations for necessary control measures. The findings of the risk assessments are to be documented in accordance with Leaflets 26 and 30 of this manual. During the preparations for the event, those responsible for managing it must be involved in, and informed of the findings of all risk assessments, to allow them to make informed decisions on ways to help minimise the risks. As the event approaches, or even when it is in progress, circumstances may change and organisers must be made aware that it may be necessary for them to revisit and review risk assessments that have already been completed. In any case, no activities should take place unless they have been adequately risk assessed and appropriate control measures implemented as required. It is thus essential to keep the risk assessment in mind until the activity to which it relates has been finally concluded.

20. Some event activities may need an element of risk to prove attractive, in which case the issue relates more to reducing the risk to the lowest possible level. The general application and objective of H&S measures is not to stop events but to adequately control the risk of harm. The management and control of events will vary from occasion to occasion. By having core principles and policies in place the organisers can then adapt them as and when required for each particular event to ensure that the H&S of those involved is secure at all times.
Tented structures and marquees

21. Careful attention shall be paid to the erection, use and striking of tented structures and marquees shall comply with the conditions contained in the Made-Up Textiles Association (MUTA) “Best Practice Guide for the Safe Use and Operation of Marquees and Temporary Structures” and shall be complete with storm straps regardless of predicted weather forecasts.

Planning 

22. HSE’s HSG 195 (IGS required) identifies the following 5 principle stages to planning an event: 
• Build-up - this involves planning the venue design, selection of competent workers, selection of contractors and subcontractors, construction of the stages, marquees, fencing, etc; 

• Load in - which involves planning for the safe delivery and installation of equipment and services which will be used at the event, eg stage equipment used by the performers, lighting, public address (PA) systems, etc; 

• The show - which involves planning effective crowd management strategies, transport management strategies and welfare arrangements. Planning strategies for dealing with fire, first aid, contingencies and major incidents are important ; 

• Load out - requiring planning for the safe removal of equipment and services; 

• Breakdown - which includes planning to control risks once the event is over and the infrastructure being dismantled. Collection of rubbish and waste-water disposal present risks and these aspects need to be planned and managed. 

23. To provide a comprehensive overview to all planning aspects an event safety management plan shall be produced. The constituents of an event safety management plan should include the: 
• event safety policy statement detailing the organisation chart and levels of safety responsibility; 

• event risk assessment; 

• information management (gathering and promulgation of site rules, emergency procedures, weather forecasts etc.): 

• details of the event including venue design, structures, audience profile and capacity, duration, food, toilets, refuse, water, fire precautions, first aid, special effects, access and exits, noise levels, etc; 

• site safety plan detailing the site safety rules, site crew managers and safety co-ordinator, structural safety calculations and drawings; 

• crowd management plan detailing the numbers and types of stewards, methods of working, chains of command; 

• transport management plan detailing the parking arrangements, highway management issues and public transport arrangements; 

• emergency plan detailing action to be taken by designated people in the event of a major incident or contingency; 

• first-aid plan detailing procedures for administering first aid on site and arrangements with local hospitals; 

• testing of plans and procedures. 

Competent contractors 

24. For any event, if a facility or service provider is to be contracted, the unit is to examine evidence to establish the competence of the provider and appropriateness of the facility to ensure, in so far as is reasonably practicable, the H&S of those involved including members of the public. 

25. German law makes it obligatory for fairground type equipment and equipment such as spectator stands to be inspected by a competent authority (i.e.TÜV or DEKRA etc).  Details are to be annotated within the equipment logbook (Baubuch) with any faults and condition of the equipment, before the use of such equipment may be offered for public use. The organiser’s Safety Advisor must insist on being shown the inspection certificates before allowing the operator to do business; no certificate equals no permission.   If clarification or advice is required on documentation, then the GHSWE is to be consulted. This also applies to insurance certificates.

26. In order to be suitably assured of a contractor’s competence during the vetting process, see the German References and, as a minimum, ask the following questions and seek positive evidence: 

· Is the operator or facility part of an acknowledged trade association?

· Is there employers and public liability insurance at the appropriate level and inclusive of the type of activity offered? (See paragraph 30 below).

· Is there experience in dealing with this type of activities and in a military environment?

· Is there documented evidence of training inspection procedures?
· What is the operator’s accident and insurance claim history?

29. Unless satisfactory answers are received then very careful consideration should be given as to the suitability of selecting that particular contractor, noting that the provision of insurance is mandatory. Where there is any doubt, then the operator is to be excluded.

Insurance and indemnity

28. It is the Event Organiser’s responsibility to gain assurance that all Contractors, Exhibitors and Performers carry adequate public and employer liability insurance; have a company health and safety policy (where appropriate); and employ an adequate number of personnel who are competent in the safe use of any equipment used at the event/venue. The MOD self-insurance arrangements for public liability cover MOD core business only. For events that are not MOD core business, alternative public liability insurance arrangements shall be made for paying compensation to individuals (i.e. third parties to MOD) who may suffer loss or injury as a result of an accident to ensure that there is no misuse of Public Funds in paying such compensation (see 2010DIN08-004 or consult HQ UKSC Claims Officer NWE or budget/corporate governance staff). 
29. Any contractor’s, stall holders or others vehicles, machines or items of plant are to have an appropriate insurance covering their use from preparation through to site clearance where applicable. In the case of motor vehicles/prime movers, third party insurance must be held.
30. It is mandatory for organisers to ensure that stall holders and attraction organisers are properly insured and have signed a written form of indemnity agreeing to reimburse BFG for any compensation which BFG might have to make in connection with the stall holders or attraction organisers use of the estates.  
31. Suitable indemnity clauses should be included in the insurance documentation of stallholders and event organisers. A suggested format is shown at Annex B to this Leaflet, in English and at Annex C in German. More detailed guidance can be found at Reference E and further advice should be sought from the Area Claims Officer NWE, BFPO 140.

Notification of Event to German Emergency Authorities

32. It is a requirement of German law and hence BFG policy that all events, including those to which the general public is not invited, must be notified to the Emergency Authorities if they involve more than 200 people. Events attracting more than 5,000 people will be attended throughout by on site German Emergency Authorities. Full details of the procedures are to be obtained from Service Liaison Officers who are always to be consulted where the public is involved or numbers in any case exceed 200 at any event.  It follows that garrison HQ is always to be notified of such events.  

Competency

33. All personnel that organise events should be competent to do so.  They should have knowledge of the site area and an ability to make sound judgement, reach informed decisions and have the authority to implement appropriate control measures.  This competency may best be defined as a combination of practical knowledge, skills, training, experience and personal qualities including the ability to recognise the extent and limitation of one's own competency by seeking further advice/guidance as necessary. Other specialists should be used as and when required. In some activities more detailed competency will be required, reinforced by an attendance on an appropriate training course.  
Monitoring and review 

34. Monitoring is essential to maintain and improve health and safety performance. The CO/HoE is to ensure that an active monitoring system involving competent persons is in place for each phase of the event. Active monitoring should be conducted throughout all phases of the event from early planning through to post event and include the inspection of erectors and/or contractors working practices against their risk assessments, safety method statements etc. This monitoring should be part of the establishment's 4C (Control of Contractors) system.
	GUIDANCE 

In addition to Active Monitoring, the CO/HoE should ensure that a reactive monitoring regime is also place. Reactive monitoring allows for the capture of data concerning injury, ill health and property damage. Information gathered during inspections or from accident investigation can be used to audit and review the event at a later date. 


35. Safety planning and arrangements should be under constant review by the Event Organiser, and shall be independently formally audited by the Chain of Command prior to the event taking place. A review of all aspects of the event shall be held as soon as possible after it has finished to enable any issues with the planning and organising, or matters that arise during each phase of the event, to be identified and lessons learnt; this will ensure that any problems are still relatively fresh in people’s memories. Representatives of all interested parties involved in the event should take part in the review. 
	GUIDANCE 

Based on the information collected, the review will help to identify if the arrangements were adequate and what remedial action to improve them is required for future events. It is important to decide who is responsible for taking the action and its time for completion if appropriate. 


Records

36. Records of all event meetings and associated documents are to be kept for 3 years.  This includes any findings and recommendations identified as a result of a pre-opening inspection and the findings of any post event reports or investigations. Event risk assessments should be retained for 5 years and are not to be destroyed on review but held in case of future potential claims as a result of an accident or incident. 
Annex A - Event Check List

	EVENT CHECKLIST 

	SUBJECT 
	COMMENTS 

	ORGANISATION 

	Event safety management plan 
	Should include: event safety policy statement, organisation chart, etc. 

	Event organising committee 
	Health and safety adviser, Stewards, Marshals, Security, Fire, etc. 

	Local services/residence 
	Police, fire, local council, residence associations, etc. 

	Exhibitors, traders and contractors 

	Approved electrical contractor 

	PLANNING AND MANAGEMENT 

	Venue and site design 
	Access, egress, vehicle segregation, pinch points, etc. 

	Event risk assessment 

	Barriers 
	Types, locations, emergency access, etc. 

	Major incident planning (emergency planning) 

	Transport management 
	Traffic routes, parking, etc. 

	Communications 
	Telephones, IT, radios, briefings, handouts, announcements, etc. 

	Stewards/Marshals 
	How many, training, rest facilities, etc. 

	Welfare 

	Crowd management 

	Animal welfare, security, segregation and control 
	Space, feed & water, shelter, fencing, noise, etc. 

	Amusements, attractions and promotional displays 
	How many, types, space/services requirements, etc. 

	Arena events 

	Sanitary facilities 
	How many, cleaning/emptying, etc. 

	Waste management 
	Recycling, general domestic and clinical waste etc. 

	Special effects, fireworks and pyrotechnics 

	Sound: noise and vibration 
	Neighbours, animals, interference with announcements, other attractions, etc. 

	Safety equipment 

	Security 
	Security staff: How many, rest facilities, etc. 

Access control, VIPs, etc. 

	Public liability insurance 
	See 2010DIN08-004 or seek advice from Claims NWE 

	FIRE PRECAUTIONS 

	Emergency procedures 

	Liaison with Local & MOD Fire Service 

	Emergency access 

	Emergency routes 

	Fire assembly points 

	Fire extinguishers 
	Types, locations, anti-tamper, etc. 

	Exhibitors/traders stands 

	Fire instructions 

	Cooking and heating 

	Furniture and furnishing 

	Smoking 

	Fire emergency signs 

	ACCIDENT AND INCIDENT REPORTING 

	Accident recording 

	RIDDOR reporting 

	Accident investigation 

	FIRST AID PROVISION 

	Medical, ambulance and first-aid management 
	Command and control - communications 

	First Aid 
	Who is to provide cover & how many first aiders and where situated. 

	Medical arrangements 
	facilities to be provided, location, access & egress etc 

	TENTAGE 

	Spacing 

	Layout 

	Soundness of structures 
	Suitability for use including fire retardant properties etc. 

	Handover inspection 

	Access and egress 

	Adverse weather 
	Wind, rain, heat etc. – Anchorage and ventilation etc. 

	Emergency exits 


	STRUCTURES 

	Design and construction 

	Adverse weather 
	Wind, rain, heat etc. 

	Access 

	Seating provision 

	Provision for the disabled 
	Ramps, viewing platforms, etc. 

	Emergency evacuation 

	Areas under grandstands 
	Waste clearance, etc. 

	Other structures 
	Attractions and promotional displays etc. – Anchorage and ventilation etc. 

	Handrails and edge protection 

	Ladders 
	Access control, anti-climb precautions, etc. 

	ADDITIONAL FACILITIES 

	People with special needs 
	Ramps, viewing platforms, toilets, etc. 

	Children 
	Lost children, etc. 

	VIPs 
	Access control, hospitality, etc. 

	TV and media 
	Access control, rest facilities, etc. 

	SPECTATOR SAFETY 

	Access routes 

	Access control 

	Prevention of slips, trips and falls 

	Pet animals 

	Control signs 

	FUELS, GASES AND OILS ETC. 

	Petrol/Diesel/LPG 
	Storage, isolation, bunding, etc. 

	Flammable gases 
	Storage, isolation, etc. 

	Non-flammable gases 
	Storage, isolation, etc. 

	Cooking oil, lubricants, etc. 
	Storage, bunding, etc. 

	Standard of appliances, vehicles, machinery and plant 
	Insurance certificates, test and inspection, etc. 


	VEHICLES, MACHINERY AND PLANT 

	Operator competence 

	Serviceability 

	Insurance 
	Suitable third party cover 

	Limitations on use 

	Demonstration 

	Reversing 
	Use and competence of banksman etc. 

	Carriage of passengers 

	All terrain vehicles (ATV) and motorcycles 

	Use of chain saws and power tools 
	Competence of persons using equipment etc. 

	ELECTRICAL SYSTEMS 

	Distribution systems 
	Trip hazards etc. 

	Connection and disconnection 

	Residual current devices 

	Earthing and bonding 

	Generators 

	Portable appliances 

	Lighting 

	Emergency lighting 

	FOOD HYGIENE 

	Registration 
	Local authority liaison 

	Food handlers 

	Temperature controls 

	Drinking water 


Note: this checklist is not exhaustive. 
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Annex B - Waiver and Indemnity Form

………………………………..….[ Insert Event details here]…………..……………………..…..

WAIVER AND INDEMNITY FORM

TO BE RETURNED TO THE [ORGANISER] PRIOR TO COMMENCEMENT OF EVENT

To:
The Secretary of State for Defence

1. In consideration of being permitted to trade or exhibit at [EVENT]

I, (full name) 


on behalf of (Company or Business) 


hereby declare that the Company/Business will make no claim on behalf of itself or any of its employees or agents against (EVENT) or the Ministry of Defence of the United Kingdom (“the MOD”) arising from, or in any way connected with , the presence of the Company/Business at the (EVENT); and that the Company/Business will indemnify and keep indemnified (EVENT) and the MOD from and against all claims, to the extent permissible by law, including but not limited to claims for personal injury or death caused by any person, arising out of the presence of the Company/Business at the (EVENT) and the sale of goods and/or the supply of services by the Company/Business at the (EVENT).

2.       Further, I understand that it is a condition of my permission to trade or exhibit at the (EVENT) that I take out insurance to cover the indemnities detailed above, and confirm that such insurance is in place.


Signature
  


Date 


(Authorised to sign on behalf of the Company)
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Annex C - Verszichts-Und Haftungsfreistellungserklaerung
VERSZICHTS- UND HAFTUNGSFREISTELLUNGSERKLAERUNG

BITTE IM SEKRETARIAT ABGEBEN

An  das Verteidigungsministerium des Vereinigten Königreichs

1. 
Zur Erteilung der Genehmigung, am (VERANSTALTUNG), als Händler oder Aussteller teilzunehmen, erkläre

Ich, (voller Name) …………………………………………………………………………………

handelnd als Vertreter von (Firma oder Geschäftsbetrieb) ……………………………………

dass die Firma/der Geschäftsbetrieb weder im eigenen Namen noch im Namen eines ihrer/seiner Beschäftigten oder Vertreter Ansprüche gegen den/die (VERANSTALTER(IN)) oder das Verteidigungsministerium des Vereinigten Königreichs (kurz: “MOD”) aus oder in Zusammenhang mit der Teilnahme der Firma/des Geschäftsbetriebes bei dem (VERANSTALTUNG) geltend machen wird; dass die Firma/der Geschäftsbetrieb den/die (VERANSTALTER(IN)) und das MOD von sämtlichen Ansprüchen aus und in Zusammenhang mit der Teilnahme der Firma/des Geschäftsbetriebes bei dem (VERANSTALTUNG) sowie bei dem Verkauf von Waren und/oder die Bereitstellung von Dienstleistungen durch die Firma/den Geschäftsbetrieb auf dem (VERANSTALTUNG) umfassend freistellen und freihalten wird, und zwar – soweit gesetzlich zulässig – unter Einschluss sämtlicher Ansprüche wegen Körperverletzung oder Tod irgendeiner Person.

2.  
Ich habe außerdem zur Kenntnis genommen, dass die Genehmigung meiner/unserer Betätigung als Händler oder Aussteller auf dem (VERANSTALTUNG) unter der Beteiligung steht, dass ich/wir die vorbezeichneten Haftungsrisiken in ausreichendem Umfang versichern, und bestätige, dass solche Versicherungsdeckung besteht.

Unterschrift: ………………………………………….……………….

Datum …………………………………………………………………
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