Event details
Event name:                                                                                       Event date:

Event location:                                                                                  Expected number of attendees:

Safety Checklist 1: Basic steps to getting started

	Safety Steps
	Yes
	No
	N/A
	Notes

	
	
	
	
	

	Check up-to-date government directives and guidance. Here are some to get you started:

www.gov.uk/coronavirus 

www.gov.scot/publications/coronavirus-covid-19-protection-levels/       

www.gov.wales/current-restrictions 

www.nidirect.gov.uk/articles/coronavirus-covid-19-regulations-and-guidance-what-they-mean-you
As necessary seek advice from and collaborate with local authorities/public health officials for current Covid-19 restrictions and recommendations re gatherings indoors.

	
	
	
	

	Conduct risk assessment to determine whether your event is to go ahead, be postponed, cancelled or modified.

Seek appropriate advice if you are unsure as to what to do


	
	
	
	

	Seek advice from the venue regarding their requirements and support for your event – make sure you comply with their rules

	
	
	
	

	Prepare resources that detail the signs and symptoms of Covid-19 to help educate potential attendees and your team on whether they should attend or stay at home.

	
	
	
	

	Require attendees and your team to stay at home if they have any Covid-19 symptoms. Also advise not to attend if they have Covid-19 or had direct contact with an individual diagnosed with or suspected to have Covid-19 in the past 14 days. Consider implementing a refund policy to encourage attendees to comply with these rules.

	
	
	
	

	Provide access to hand-washing stations with soap and water or hand sanitiser containing at least 60% alcohol if the former is unavailable. Provide instructions on proper handwashing at handwashing stations (wash for at least 20 seconds).


	
	
	
	

	Create a medical response plan covering how to isolate and transport if there is a medical emergency. Also identify the closest hospital or medical centre.

	
	
	
	

	Determine event capacity – how many attendees are you expecting, what kind of activities are you planning to run, how can these be delivered with adequate social distancing. 
Modify attendee/your team density to enforce safety protocols. Consider pinch points such as access to toilets, and whether attendees can enter the venue through one door and leave through another.

	
	
	
	

	Advise that you require attendees and your team to wear face coverings during the event even if the government rules are relaxed
Ensure you have enough team members to be able to enforce social distancing and face covering requirements throughout the event. Do not coerce/pressurise team members/volunteers to take part

	
	
	
	

	Assign team members to cleaning tasks to be performed before, during and after the event. Clean and disinfect commonly touched surfaces such as tables, doorknobs, light switches, handles, toilets, taps, sinks, etc. For events with multiple shifts, clean and disinfect between each group of attendees.
Provide instructions to them regarding what to wear and what to use for these purposes
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Safety Checklist 2: Measures to implement before your event
	Safety Steps
	Yes
	No
	N/A
	Notes

	
	
	
	
	

	Double-check up-to-date government directives and guidance, has anything changed? As necessary seek advice from and collaborate with local authorities/public health officials for current Covid-19 restrictions and recommendations re gatherings indoors

	
	
	
	

	Re-visit risk assessment to determine whether your event is to go ahead, be postponed, cancelled or modified.

	
	
	
	

	Remind attendees and your team to stay at home if they have any Covid-19 symptoms. Also advise not to attend if they have Covid-19 or had direct contact with an individual diagnosed with or suspected to have Covid-19 in the past 14 days. 


	
	
	
	

	To facilitate social distancing ensure that tape is on the floor, and that rooms have been laid out. Consider whether furniture can be removed, and that the furniture remaining can be spaced with ample access. Plan to minimise person-to-person contact. 

	
	
	
	

	If running workshops and providing materials and equipment, ensure these are disinfected and pre-positioned where they are going to be needed.

	
	
	
	

	Clean and disinfect commonly touched surfaces such as tables, doorknobs, light switches, handles, toilets, taps, sinks, etc. 


	
	
	
	

	Ensure that there is signage to indicate flow, on both entering and exiting the venue, and also during the event.

	
	
	
	

	Check that there are plenty of sanitiser points, and that there are supplies of soap at all handwashing stations. Provide instructions on proper handwashing (wash for at least 20 seconds).


	
	
	
	

	Ensure it is clear where the location is to isolate attendees and/or staff who demonstrate signs or symptoms of Covid-19


	
	
	
	

	Create and position signage outlining face covering rules, physical distancing requirements & any other Covid-10 specific procedures.


	
	
	
	

	Create a plan for contacting all attendees and team members should it become necessary to notify them of exposure to Covid-19. This should involve taking contact details at the booking stage and also when doing the registration on the day of the event. Obtain permission to keep for 21 days, eg, name, telephone number, email address (to ensure GDPR compliancy).
	
	
	
	

	Use a contactless method for exchanging or verifying items – consider the registration process, and also how you might be accepting payments at the event
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Safety Checklist 3: Measures to implement during your event
	Safety Steps
	Yes
	No
	N/A
	Notes

	
	
	
	
	

	On arrival, ask all attendees and team members to confirm that they are free of Covid-19 symptoms. 

To the extent possible, screen everyone for Covid-19 symptoms. Require individuals with visible symptoms to leave the event immediately, review reporting requirements, and re-assess risk of continuing the event.

If not collected at the pre-booking stage, record contact details to facilitate the NHS Test and Trace system. Note that the giving of contact details is voluntary. When given, these should only be kept for 21 days then destroyed (to ensure GDPR compliancy).


	
	
	
	

	Require attendees to use hand sanitiser or wash hands upon entry and exit of the venue, when exiting the toilets, after disposing of waste and after consuming food.


	
	
	
	

	Remind all attendees and team members not to touch their eyes, nose or mouth.

	
	
	
	

	All attendees and team members should cover their nose and mouth with a face covering unless government rules permit otherwise. It is advised even if the rules have been relaxed to carry on wearing face coverings to reduce transmission

	
	
	
	

	Have team members enforcing social distancing and face coverings throughout the event. . It is advised even if the rules have been relaxed to carry on wearing face coverings to reduce transmission
Agree how any issues are to be dealt with between yourselves in advance.

	
	
	
	

	Per social distancing guidelines everyone should stay at least 1 metre from one another (adjust as up-to-date guidance dictates)


	
	
	
	

	If anyone displays symptoms, separate then from others in your pre-determined isolation area (see Safety Checklist 1), communicate the potential exposure to everyone present. Clean and disinfect the event space. Check whether there is any requirement to contact local health officials.
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Safety Checklist 4: Measures to implement after your event
	Safety Steps
	Yes
	No
	N/A
	Notes

	
	
	
	
	

	If anyone displayed symptoms at the event, communicate the potential exposure to the venue owner and to attendees by methods agreed.

Double check that everyone who was present at the event has been notified, some people may have left early for example. 
Check whether there is any requirement to contact local health officials.


	
	
	
	

	Clean venue as agreed with venue owner and as a minimum clean and disinfect commonly touched surfaces such as tables, doorknobs, light switches, handles, toilets, taps, sinks, etc. 
For events with multiple shifts, clean and disinfect between each group of attendees


	
	
	
	

	Assess how the event went with regards to your original risk assessment, and the 4 Safety Checklists. What worked well, what not so well, what can be learned to put into place for the next event. Can any best practice/key learnings be shared?
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