Taupo District Council
Safety Management Questionnaire

GREAT LAKE TAUPO

Event Details

Name of Event

Stop Co Governance

Location(s)

Taupo Great Lake Centre

L .

Name of person B | 0ate completed 20 April 2023
completing this plan Taupo

| Start Date of Event | 26/4/23 Finish Date of Event | 26/4/23 j
Pack in Date 26/4/23 Pack out date | 26/4/23 |
Location(s) The Theatre, Great Lake Centre, Taupo

Expected Numbers

Participants: 5
Spectators: 200 seated
Event Team/Staff/Volunteers: 9

Description of Event
Provide a brief summary of
your event

Private meeting of local people to listen
then ask related questions.

Company/Organiser Details

Company Details

Company/Group Name:

1

Company/Charity number (if applicable):

| Physical Address

\
.

”Postal Address

_Phone Number

[imail

- B

||

|
J

| Contacts and Responsibilities during event

Name

Role/Responsibility

Mobile Number

Event Director

SPEAKER, PRESENTER
assistant

Note: If required, please refer to the glossary on page 10.
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Risk Assessment & Management

5

Using the Risk Matrix below identify all your hazards and how they will be controlled. The
methodology below sets out how to assess and assign a risk rating based on likelihood (how
likely is this hazard to happen) and potential harm (what harm may result). Controls are then
put in place to reduce the risk. Ensure that the venue risk register is reviewed, understood and
included as part of your assessment where applicable, or attached.

Potential Harm

Control the Risk

Likelihood Insignificant Minor Moderate Critical
Aimost certain Medium Medium High
Likely Medium High High  |lExtreme
Possible Medium High High High
Unlikely Medium Medium High
Rare Medium
| Potential Harm | Description of Harm Likelihood - Description of Likelihood
Insignificant No treatment required Rare Will only occur in exceptional
circumstances
Minor Minor injury requiring First Aid Unlikely Not likely to occur within the
treatment (e.eg. minor cuts, foreseeable future, or within the
bruises, bumps) project iifecycle
Moderate Injury requiring medical Possible May occur within the foreseeable
treatment or lost time future, or within the project lifecycle
Major Serious injury (injuries) requiring | Likely Likely to occur within the foreseeable
specialist medical treatment or future or within the project lifecycle
hospitalisation
Critical Loss of life, permanent disability | Almost certain Almost certain to occur within the
or multiple serious injuries foreseeable future or within the
project lifecycle
If an incident were to occur, there Undertake the activity with the existing
would be little likelihood that an injury | controls in place
would result
Medium If an incident were to occur, there Additional controls may be needed
medium would be some change thatan injury
requiring First Aid would result
High If an incident were to occur, it would be | Controls will need to be in place before the
likely that an injury requiring medical activity is undertaken
treatment would result

If an incident were to occur, it would be
likely that a permanent, debilitating
injury or death would result

Consider alternatives to doing the activity.
Significant control measures will need to
be implemented to ensure safety

1. List the hazards/ risk you have identified

W

Rate their risk levei
Detail the appropriate control measures you will implement to control the risk.

Note: Control measures should be implemented in accordance with the preferred hierarchy of control.

™



Most effective

Least effective

Hierarchy of Controis

Elimination: Remove the hazard completely from the wbrkplacggt_' éctivit; o

Substitution: Replace a hazard with a less dangerous one {e.g. a less hazardous
chemical)

Engineering control: Making an event safer separate people from the hazard (e.g.
safety barrier)

Administration: Putting rules, signage or training in place to make the event safer (e.g.
induction, route plan, safety training)

Personal Protective Equipment (PPE): Protective clothing and equipment (e.g. helmets,
mouth guards, high-vis)

6 >
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L\Ienue Plan / Site Map

It is important to have a venue plan for your event, so you can brief staff, participants, emergency
personnel etc. For a small event it can be a hand drawn venue plan showing all the areas. A venue plan
can also be produced on programs such as google earth.

It can be useful to include a grid to enable all event team members to identify their location. The grid
also allows emergency services to locate specific areas of the venue with radio or mobile instructions.

When creating a site map include the following where applicable:
¢ Entry & exit points
¢ Vehicle access paths
e Parking
e Food & vendor sites
First aid posts
Emergency vehicle access during an event
Seating
Information desk - Lost & found (including children)
Safety fencing
Rubbish & recycling bins
Centre for emergency services
Media centre
Pedestrian routes
Stage/structure locations
Communication centre
Rest areas
Toilets
Services such as electricity, gas, water
Security & police locations
Locations of volunteers or marshals
Evacuation points (refer to venue evacuation plan if available)

Additional Documentation ]

Attach the following, where applicable, to form part of this plan

Insurance certificate
Venue Plan/Site Map
Traffic Management Plan
Venue Risk Assessment Register & Evacuation Procedures
o The venue will be able to provide this to you and will form part of this plan.
o Ensure it has been read and understcod by key staff members, especially the emergency
evacuation procedures

e e ¢
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| Incident/ Accident Report Form

Details of Person(s) Involved

injured Person(s) Name: | poB:............. | Address: Injury location: | Injury Type:
Male / Female e.g. head, arm, | e.g. cut, burn,
body abrasion

Pheooooo

Type of incident: O Injury DO Incident O At Risk Behaviour 0O lliness

Category. O Minor Harm [ Serious Harm O Fatality [ Vehicle involved

Severity Level: 3=High 2= Medium (please circle)
1=Low

Reported by: O Employee [ Contractor O Third Party Date reported:
Name: Position:

Location & Time of Incident

Incident Description

O Incident happened off site

Department

Location

Position

Supervisor

Incident Date

Incident Time

Started work Time

Injury Description:

Head and Neck{(® -
Respiratory() £/

Right Arm (O % .
/O' (O Left Arm

O p) TOl’SO“

Right 2
Wrist/Hand O

Left

q Wrist/Hand

Right teg O é

D) Left Leg

e

Right Foot( OLeft Foot

Treatment: Medical Condition:
O No Treatment O Fully Fit

0O First Aid O Restricted Duties
0 Medical Treatment 0O Other

O Hospitalisation

Days Off:
O Lost Time Injury

days off

Office Use Only
Entered in Vault Yes/No

All event organisers shall complete an incident report for all major incidents and provide a copy to the
Taupd District Council Event Manager within 48 hours.

&



Glossary

Provider

Contractors

Permits
Consents

Contingency Plan

Audience

a person or thing that provides something.

a person or firm that undertakes a contract to provide materials or labour
to perform a service or do a job.

an official document giving someone authorization to do something.
permission for something to happen or agreement to do something.

a contingency plan is a vital aspect of any event management. An
elaborate event contingency plan is a plan that will direct your activities in
the case of any major or minor trouble. This plan not only works as a
predictor of emergencies but will also help you to be equipped enough to
cope with them.

the assembled spectators or listeners at a public event such as a play, film,
concert, or meeting.
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Welcome to the Great Lake Centre, Taupo

Here are a few pointers for you to help make your stay with us a pleasurable one.

All production equipment you bring into the complex is required to comply with relevant
regulations. Documentation Certificates and Licenses in relation to this equipment, and
a record of personnel responsible are required to be sighted by the Venue Technician
before installation or use.

Harmful substances and chemicals to be brought into the complex will be subject to the
above conditions.

For safety reasons no member of a visiting production crew is to enter any area in the
theatre apart from area(s) approved by the Venue Technician. Nothing is to be removed,
altered, or used in the theatre without prior approval first being given.

Evacuation Plan; please familiarize yourself with our procedures and be sure you know
what to do in an emergency. The procedures are posted in all rooms; please ask if you

do not easily locate them.

Please report immediately to any of the Venue Staff anything you encounter or observe
that could present a danger to personnel or to the complex.

Any personal injury is to be written up as soon as possible in the Accident Report
Register (Vault) and signed off with a Venue Staff Member

A No Smoking policy applies in the Great Lake Centre.

Please do not bring Drugs and Alcohol into the complex these items will be confiscated
immediately and appropriate authorities will be notified.

A small amount of alcoholic beverage may be taken into dressing rooms with the prior
permission of the Event Manager/Coordinator.

Avoid bringing valuable personal items into the theatre. The Great Lake Centre will not
accept liability for the loss of such items.
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GREAT LAKE CENTRE
Taupd District Council

Welcome to the Great Lake Centre. You are currently in the Theatre

Rest Rooms are in the Main Foyer.

In the event of emergency an alarm will be heard. Please exit through the nearest marked exit,
Located at either side of the Theatre Auditorium, and proceed to the emergency assembly point. Our
staif are frained in emergency evacuation procedures and will be availabie to assist you if required.

The nearest Fire Alarm switch is located on the Theatre wall .

Should you require first aid, our staff are trained in First Aid and can assist you until an ambulance (if
required) arrives.

The Great Lake Centres emergency Assembly point is located on the grassed area outside the main
entrance {indicated on the map opposite).

If you have any questions or queries please do not hesitate to ask a member of our staff.

CoGogornanellih .
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