What The World Eats Event, 
Armadale Community Education Centre, 
Sunday 2nd October 2011.
Checklist / Action Plan

	Item
	
	YES
	NO
	Checked

By 
	Comments (setup, during and post event)

	Forum Events

· Erect and dismantle Stalls for Market Type Event and supervision of same
· Management / supervision of Machinery e.g. generators

	· Risk assessments

· Event Insurance 

· Location plan

· Site rules / arrangements issued


	Yes
Yes

Yes
Yes
	
	Rili Craig

2nd October 2011
	

	Professional Service Displays/Demonstrations
· Slips Trips and Falls

· Cuts and Abrasions

· Broken Limbs

	· Risk assessments from Vendors
· Event Insurance from Vendors
· Location plan

· Site rules / arrangements issued


	Yes

Yes

Yes

Yes
	
	Rili Craig

2nd October 2011
	

	Face Painting / Magic Art
	· Ensure contractor keeps materials clean 

· Ensure all spillages are cleaned and dried immediately

· Ensure sufficient stewarding

· Ensure all materials are appropriate, safe and fit for purpose

· Ensure sufficient stewarding


	Yes

Yes

Yes

Yes

Yes
	
	Rili Craig

2nd October 2011
	

	Circus Skills

· Uneven playing surface

· Litter and debris including broken glass and drink cans, dog fouling , needle sticks on playing surface

· Poor condition of playing equipment

· Queues/Crowding


	· Ensure surface is even ( so far as is reasonably practicable)  and unbroken and suitable for activities

· Ensure site is checked and cleaned  and all litter and debris is removed prior to event

· Ensure proper, sound and well maintained equipment is used for activities

· Stewards will manage crowds 


	Yes

Yes

Yes

Yes
	
	Rili Craig

2nd October 2011
	

	OTHER CONSIDERATIONS 
	
	
	
	
	

	Traffic control / routes


	· No on site traffic during event
· Will be monitored by stewards
	
	
	Rili Craig

2nd October 2011
	

	First Aid location / post


	· First Aiders located at Community Centre Reception Area
· Quiet area located at meeting room


	
	
	Rili Craig

2nd October 2011
	

	Lost Children

	· Procedure and Reporting pro-forma made available 
· Designated safe location for lost children at 
· Community Centre reception

· Staffed by Disclosure checked stewards


	Yes
Yes

Yes
Yes
	
	Rili Craig

2nd October 2011
	

	Stewards – briefing, roll & responsibilities
	· Stewards will be briefed on morning of event.
· Details of roles and responsibilities drawn up

	Yes

Yes
	
	Rili Craig

2nd October 2011
	

	Communication System for Stewards


	· All stewards have mobile phones
· Stewards share mobile phone numbers

· All stewards have organisers mobile phone number


	
	
	Rili Craig

2nd October 2011
	

	Emergency Evacuation Plan
	· Use Community Centre evacuation procedure

	Yes
	
	Rili Craig

2nd October 2011


	

	Toilets


	· At Community Centre

· Managed by Community Centre coordinator


	Yes

Yes
	
	Rili Craig

2nd October 2011
	

	Event Insurance
	· Insured by West Lothian Council Public Liability Insurance

	Yes
	
	Rili Craig

2nd October 2011


	

	Event Notification to
· Insurers

· Emergency Services

· Police


	
	Yes

Yes

Yes
	
	Rili Craig

2nd October 2011
	

	Risk assessments for WLC employees and public

	· Produced by Graham Whitelaw. Risk Assessment trained member of Regeneration and Employability

	Yes
	
	Rili Craig

2nd October 2011
	

	Event clear up arrangements


	· Team of volunteers will clean site at end of event

	Yes
	
	Rili Craig

2nd October 2011


	

	Contingency plan for adverse weather


	· Yes. Event will be moved indoors to Community Centre
	Yes
	
	Rili Craig

2nd October 2011


	


Signed:
           _____________________________________________
      
 Date:                       _________________________     

