Ruapehu District Council

Event Organisers Guide

For planning and delivering safe and successful
events in the Ruapehu District



Ruapehu District Council — Event Organisers Guide

Document History

Issue Date Compiled by Comments

V1.0 23 February 2023 | Adam Lynch Initial document created

V1.1 05 March 2025 Jayde Lowe Minor amendments to appendix A to

include up to date information and links

Reliance Risk (Reliance) has developed the Event Organisers Guide V1.0 in good faith based on information provided by Ruapehu District Council
(RDC). Reliance and its contractors are not responsible for any injuries or loss sustained by Council or their staff, contractors, or the public from
activities undertaken at any event that this project relates to, or for any failure to implement the contents of this guide.

Version 1.1 Page 2 of 25



Ruapehu District Council — Event Organisers Guide

Contents

Introduction 4
About Us 4
About this guide 4

1. Planning Events in the Ruapehu District 5

Introduction 5
Planning Timelines 5
Licences and Permits you may require 5

2. The Legislation 6
2.1. Duty of care 6
2.2. Overlapping duties 6
2.3. Who are workers? 6
2.4. Young persons 7
2.5. Volunteers 7
2.6. What is reasonably practicable? 7

3  What do we need from you? 8
3.1. Your role in safety 8

Compliance for events in our district 8

4. Hazards & Risks 9
Introduction 9
4.1. What are hazards and risks? 9
4.2. How should we manage risk? 9
4.3. How should we assess risk? 9
4.4. How should we control risks? 9
4.5. Personal Protective Equipment (PPE) 10

5. Working onsite 10
5.1. Reporting when on site 10
5.3. Operating plant / machinery? 10
5.4. High Risk Works 10
5.5. Notifiable incidents to WorkSafe Nz 11

6. Emergency Management & Response 12
6.1. Managing an emergency 12

Emergency scenarios to consider as part of your emergency management plan 12
Emergency Control Organisation 12
Emergency Control Organisation roles & responsibilities 12

Appendix A: Limitations or Special Considerations (A-Z quick view guide) 15

Appendix B: Safe Work Method Statement (SWMS) Template 22

Appendix C: Incident Report Form 25

Version 1.1

Page 3 of 25



Ruapehu District Council — Event Organisers Guide

Introduction

About Us

Welcome to Ruapehu, we are excited that you are
considering holding an event in our district.

Blessed with spectacular scenery, the Ruapehu
District has a magnificent range of attractions and
things to do, and as such, offers an unparalleled
lifestyle. Ruapehu is one of New Zealand's largest
districts by land area but with one of the smallest
permanent population counts made up of many
small, diverse and geographically spread out rural
communities.

It has an area of 6,730 square kilometers and a
stable resident population of around 13,000 but
this increases dramatically with visitor numbers.
The Ruapehu District offers unlimited
opportunities as a region in which to live, work or
visit.

The district is landlocked, and contains the
western half of the Tongariro National Park, a dual
World Heritage location, including most of Mount
Ruapehu and the western sides of Mount
Ngauruhoe and Mount Tongariro, as well as part
of the Whanganui National Park. The district is
also home to the world famous Raurimu Spiral on
the North Island Main Trunk railway line.

The Ruapehu District has a diversity of small
communities each quaintly unique and each with
their own individual charm. Ruapehu's historic
towns and villages are steeped in pre-European
and colonial history and provide access to a
multitude of nature based and adrenaline fueled
activities the District has to offer.

Regardless of the size of your event, we believe
that safety should be everyone’s number one
priority, and that everyone onsite has a role to play
to meet this priority. A successful event is one
where every person gets to go home safely at the
end of the day, no exceptions.

The team at Ruapehu District Council (RDC)
recognise our role as a Person Conducting a

Business or Undertaking (PCBU) under the Health
& Safety at Work Act 2015 (HSWA, the Act), and
the importance of consulting, co-operating and co-
ordinating with all other PCBUs involved in the
planning and delivery of events in our region.

About this guide

This guide has been produced to assist anyone
planning events in the Ruapehu District to do so in
a safe and secure manner. It is designed to help
event organisers, their suppliers, contractors and
subcontractors understand what is required and
expected of them when they work on an event site
in our region, and to aid your preparation during
the application, planning and delivery phases of
your event.

The end of this guide includes a helpful list of A-Z
of considerations to act as a prompt relating to any
activities you may need to notify us about ahead of
time.

A Safe Work Method Statement (SWMS) template
is also included within this guide, which you can
use to break down any higher risk tasks you will
perform, and also help to identify how you will
most effectively manage those risks.

Please remember, health and safety is everyone’s
responsibility. Each of us has a right to work in a
healthy and safe environment, and we need to all
work together to achieve this.

We look forward to working with you on your
event in the Ruapehu District!

Ruapehu District Council
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1. Planning Events in the Ruapehu District

1.1. Introduction

At Ruapehu District Council (RDC), we believe that
events in our region increase the liveability and
prosperity of the whole region. We actively
encourage prospective event organisers to either
bring their events to our region, or to build an
event in the community. We have designed our
application and planning system in line with this
and have created a suite of guidance and support
tools to help you navigate the event planning
delivery process.

This Event Organisers Guide will step you though
the process, and outline what we need to see in
your event planning process as part of your
application to hold an Event in a Public Place and
any associated permits or licences you will need to
secure as part of the delivery of your event. We
have a range of tools and templates available for
use, and guides for completing these if you need
assistance.

Please remember that our team is available to
provide support on the phone or via email, so
please do not hesitate to reach out and talk to us if
we can help.

1.2. Planning Timelines

Certain components of your event may require a
permit and/or licence. The process to secure these
can take some time, so it is important that during
your planning you allow sufficient time for the
application process, to ensure any approvals are
granted in time for your event.

A safe and successful event also requires
consultation and coordination between a wide
range of stakeholders, both from within the district
and those who must travel. We recommend you
start the conversation with all stakeholders as early
as possible to ensure they understand what is
required for your event and any challenges they
may need to manage to deliver to your
expectations.

Highlighted below are minimum suggested lead
times we recommended you factor into the event
planning process.

Event Inception

Inform us of your intent to hold an event
6 months+ Ensure the space you intend to hold your
event in is available

-

with us regarding your plans
The earlier you start engaging with us the earlier we can
give you direction and advice to supportyour event and

6 months

application

Pre-lodgement meetings
3 months Meet with our team to run through your applications

for each element you will require a permit for

{ Deadline to lodge permit applications
10 weeks The earlier you lodge your permit applications the more we
can work collaboratively with you to ensure they are granted

Stakeholder consultation

Larger events that impact the community
will require additional stakeholder
consultation to be completed

8 weeks+

Stakeholder meeting
2 weeks l A full stakeholder brief is advised several

o0l

weeks out from the event to run through
final details and plans

Event Delivery

1.3. Licences and Permits you
may require

As part of the delivery of your event, you may be
required to apply for, and be granted, the following
permits or licences:

e Eventin a Public Place Permit,

e Temporary Road Closure Permit,

e Special licence to serve / sell alcohol,

e License to Occupy (for food service); and
e Food Stall Licences.

You will also be required to provide adequate risk,
health and safety documentation for review and
approval by our team, as outlined in this guide.

Please note, it can take 4 weeks for some licences
to be granted, and we may need more information
from you during the process. A pre-lodgement
meeting with our team is highly recommended 10-
12 weeks out from your event so we can review
your plans and advise if anything is missing, before
you lodge any application.

Further details can be found in Appendix A.
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2.The Legislation

The Health & Safety at Work Act (HSWA) 2015 (the
Act) sets clear duties and expectations on both
businesses and individuals to ensure they provide
a safe work environment for everyone.

2.1. Duty of care

An important part of the HSWA is the identification
of duty holders, also known as ‘Persons Conducting
a Business or Undertaking’ (PCBU). Each PCBU has
a primary duty of care to ensure the health and
safety of their workers, and any others who may be
affected by the work carried out by the PCBU. They
must, so far as is reasonably practicable, have or
provide:

e A safe work environment,

e Safe plans and structures,

e Safe systems of work,

e Safe use, handling and storage of
substances,

e Adequate welfare facilities,

e Information, training, instruction and
supervision of their workers; and

e Monitoring of workers health.

There are clear penalties and enforcement
mechanisms established in the legislation for non-
compliance with the Act.

2.2. Overlapping duties

Delivering events presents a range of unique
challenges not found in many other industries.
Many parties are required to come together to
execute a successful event, each bringing their own
workers and sets of risks to the health and safety
of others. These parties are each a PCBU in their
own right and owe duties to the other PCBUs
onsite, to ensure their work does not cause a risk
of harm to others. As each PCBU often operates
alongside other PCBUs, workspaces and duties
often also overlap. Typically, an event may have
the following elements:

Event
Contract

Event

RDC
Organise

Permits

EVENT

Contractor
S

Site Staff

With so many overlapping duties within an event
environment, it is crucial that all PCBUs are
planning each stage of their work and identifying
the impact of the work on other PCBUs and the
public.

In order to do this, each PCBU should use the 3 C’s
of creating a safe working environment:

Consult
Cooperate

Coordinate

Good practice includes:

e Identifying the health and safety risks that
you bring to the event site that need to be
managed,

e Consulting with other PCBUs to agree how
to control each risk,

e Consulting with other PCBUs to decide
which PCBU is best placed to control each
risk; and

e Clearly communicating roles,
responsibilities and actions.

Version 1.1
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2.3. Who are workers?

As a general rule, individuals working with or
alongside any PCBU are classed as workers.
They can be contractors, full time, casual or
temporary and can also be volunteers. You owe
the same duty of care to them all. Their
workplace includes any place a worker goes, or
is likely to be whilst a work, so the event site
would be considered a workplace under the
Act.

Workers also have their own responsibilities and
duties under the Act. All workers must:

e Take reasonable care for their own health
and safety,

e Take reasonable care to ensure that what
they do (or don’t do), does not adversely
affect the health and safety of other
people,

e Comply, so far as they are reasonably able
to, with any reasonable instructions given
to them by the PCBU to allow the PCBU to
comply with the HSWA; and

e Cooperate with any reasonable policy or
procedure of the PCBU relating to the
health and safety at the workplace that has
been notified to the workers.

2.4. Young persons

If you are working with younger persons, be they
workers, or persons involved in a production
element of an event, there are specific provisions
you must comply with under the HWSA. We
recommend you consult the WorkSafe website for
the most up to date regulations related to young
persons before you arrive onsite.

You should also be familiar with, and comply with,
the relevant provisions of any current education
related legislation and any subsequent

amendments, relating to young actors of
compulsory school age.

2.5. Volunteers

We recognise that many events could not happen
without the volunteers who give up their time to
assist in the successful delivery of the event.
Volunteer workers are owed equal rights and
duties to paid workers under the HSWA and should
be provided all the same facilities and obligations
whilst on site.

2.6. Whatis reasonably
practicable?

The HSWA requires all parties (PCBUs) in control of
workplaces and principals (i.e., those who engage
contractors to carry out work for them), to take all
reasonably practicable steps, in the circumstances
they know or ought reasonably to know about, to
ensure their own safety and that of others.

In considering whether a step was reasonably
practicable, the following should be taken into
account:

e The nature and severity of any injuries or
harm that may occur,

e The degree of risk probability of injury or
harm occurring,

e How much is known about the hazard and
the ways of eliminating, isolating, or
minimising the hazard; and

e The availability and cost of safeguards.

Version 1.1
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3 What do we need from you?

3.1. Your role in safety

As a PCBU, you have a duty to ensure, so far is reasonably practicable, that the workplace is without health
and safety risks to any person. To achieve this, we expect you to consult, co-operate and co-ordinate with all
other PCBUs related to the work you are doing at your event site.

Anyone engaged by you to work at your event in our region, must comply with all health and safety policies,
procedures and other safe work practices.

Compliance for events in our district

We expect any person planning and delivering events in our district to:

Cooperate with
any reasonable
health and safety
Collaborate, policy or
coordinate and procedure that
cooperate with was notified to Comply with
the health and you reasonable
safety plans of instructions given
other PCBUs by us
operating at your
site

Provide adequate

welfare time and

facilities to your
workers

Follow safe work
practices at all
time

Establish an
emergency
Actively identify management
and record all procedure and
hazards ensure all
workers follow
the plan

Have a system to
report any
accidents, incidents, Use / wear
illnesses or near- suitable PPE for
misses, and a plan to Ensure you have a the task
escalate notifiable system to check for
incidents to proof of training /
Worksafe competency for the
work you or your
contractors are
doing
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4. Hazards & Risks

Introduction

At its most basic level, a risk is anything that might
prevent you from reaching the objectives of your
event. For example, if an objective of your event is
to deliver the best customer experience, then long
queues, poor food and beverage options, and/or
poor-quality activities or entertainment, might all
reduce the quality of the experience of your
attendees. To reduce the chance of these risks
coming to fruition, a range of measure are
available to you to implement (also known as
controls or mitigations) to prevent their
occurrence, or to reduce the impact they might
have on the event.

Risk management for events follows this same
concept, with the main objective being to provide
a safe and secure event site for all workers and
participants or attendees.

4.1. What are hazards and risks?

For the purposes of this document, we will use
the following definitions of hazard and risk:

HAZARD RISK

Anything that How great the

can cause harm s%hrr?ggiema'tll
, . . wi
(eg. a chemical,

be harmed by

electncity, ladders, efc)
the hazard

4.2. How should we manage risk?

The HSWA places a duty on you as a PCBU to
manage risk, requiring you to:

e Eliminate risks to health and safety, as far
as reasonably practicable; and

e If you cannot eliminate risks, minimise
them as far as reasonably practicable.

4.3. How should we assess risk?

When you make a booking with RDC, we will ask
you a series of questions regarding the content and

context of your event. Where we identify that you
are carrying out an activity within the event that
could potentially increase the risk of harm to
people at the event, or the event site
infrastructure, we will ask you to provide more
details regarding how you intend to complete that
activity safely. We are looking to see that you have
a plan, and that the plan includes appropriate
controls to manage the risk, and that you have
recorded this using appropriate documentation,
which we will work with you to produce. This may
include:

e Ahealth & safety work plan (e.g., a Safe
Work Method Statement (SWMS) / Job
Safety Analysis (JSA),

e Asign-off document (e.g., fire service
sign-off is required if you are using
fireworks or pyrotechnics); and

e Reading and acknowledging that you
agree to comply with a Standard
Operating Procedure (SOP) or policy for a
particular activity or task (e.g., quad bike
use onsite).

4.4. How should we control risks?

When you are assessing your risk, you should
consider what kind of control you will use to
manage the risk. There is a hierarchy of risk
controls that highlights the most effective to the
least effective. It is always preferable to use the
most effective risk control that is practicable, to
reduce the risk as far as possible. The greater the
risk is of harm, the more significant control you
should use.
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HIGHEST MOST

Eliminate the Risk

o

Substitute Isolate the Reduce the
the hazard hazard from risks
with a safer people through
alternative engineering

sjo5u02 jo Ajjigersy

| Reduce the exposure using administrative ’
I controls

\" .

| Use of Personal Protective Equipment (PPE) ‘

evel of protection of the controls

<~

LOWEST LEAST

4.5. Personal Protective
Equipment (PPE)

Depending on the task/activity/hazard, PPE may
be required to carry out the task safely. You must
provide your own PPE whilst onsite. PPE may
include, but is not limited to:

@00

®

There is no exception when it comes to using
appropriate PPE whilst working at the event site.

5. Working onsite

5.1. Reporting when on site

We expect you to report all hazards and incidents
that occur whilst you are onsite (including
accidents, illnesses, injuries and near-misses).
There is a template incident report contained at
the end of this Guide. All forms should be returned
to your Event Manager as soon as possible after
the incident.

If you already operate an incident reporting
process, we are happy to receive reports in your
format, providing they include the information
detailed in the RDC template.

5.3. Operating plant/ machinery?

If you or your contractors/suppliers are using plant
or machinery onsite, such as a forklift or tele-

handler, you must have a process in place whereby
you are able to ensure there is proof of a current
licence or certificate of competency from any
person who will be operating the machinery.
Failure to provide this proof may mean you are
failing to follow appropriate legislation and could
be liable in the event of an incident. If you are
unsure regarding what appropriate proof of
evidence may be, visit the New Zealand
Qualifications Authority (NZQA) website. We
recommend you consider ensuring the evidence is:

e Current,
e Valid,
e Sufficient; and

e Authentic.

5.4. High Risk Works

We consider the following as high-risk activities:

e Operating heavy machinery (forklifts,
EWPs etc.),
e Scaffolding at any height,
e Rigging,
e Vehicle and traffic movement,
e  Working with open flames or
pyrotechnics,
e  Working with special effects (e.g., haze,
strobe lighting),
e Working on, over, or near water,
e Working at heights; and
e Working with hazardous substances.
Before commencing any of the above activities,
workers must provide their relevant licences,
certificates, or proof of competency. You should
also ensure you have a detailed plan of how the
work will be carried out and be confident that the

provider is adequately skilled and experienced to
complete the work.

Version 1.1
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5.5. Notifiable incidents to

WorkSafe NZ

Under the HSWA, you must notify WorkSafe NZ o

A notifiable event is when any of the following

occurs as a result of work:

immediately when certain work-related events

occur. This includes guests or customers who are

impacted by an incident at your event.

A death; or

e Notifiable illness, injury or incident.

If someone has been killed as a result of work, then you MUST notify WorkSafe immediately.

Phone 0800 030 040

In the case of an emergency, phone 111

Notifiable illnesses, injuries and incidents may include:

Notifiable illness

Notifiable injury

Notifiable incidents

e Anillness that requires a
person to be admitted to
hospital for immediate
treatment

e Contracting a serious infection

e Anillness that requires medical
treatment within 48 hours of
an exposure to a substance

Amputation of any part of the body
Serious head injury requiring more
than basic first aid (i.e., fractured
skull, blood clot etc.)

Serious burn that requires
hospitalisation

Degloving or scalping

Serious laceration that requires more
than first aid treatment (i.e., deep
cuts that cause muscle, tendon,
nerve or blood vessel damage)

A dangerous substance escaping,
spilling or leaking

An implosion, explosion or fire
Gas or steam escaping

Electric shock (any electric shock
requiring medical treatment or
medical assessment)

Afall or release from height of
any plant, substance or thing
Collapse or partial collapse of a
structure

There is a useful tool on the WorkSafe website to establish if the incident is notifiable,

Notifiable event | WorkSafe

You will be required to keep the area where the incident occurred secure, and preserve the site, pending an
investigation by a WorkSafe representative.
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6. Emergency Management & Response

6.1. Managing an emergency

An emergency is defined as, “An event that arises
internally, or from external sources, which may
adversely affect the occupants or visitors in a
facility, and which requires an immediate
response”, AS 3745:2010 Planning for emergencies
in facilities.

Emergency management arrangements must be
specific for each event, taking into consideration
the following relevant factors:

e Eventlocation and features,

e Existing Emergency Management Plans
e.g., private venues,

e Hazards/risks identified prior to, and
during, the event that could cause an
emergency; and

e Available resources i.e., physical and
human.

These should be captured in an Emergency
Management Plan.

6.1.1. Emergency scenarios to
consider as part of your
emergency management plan

When you are developing an emergency
management plan for your event, you should
consider the different scenarios that could give
rise to an emergency situation, and document
how you will manage them (either limiting the
likelihood of them occurring, or response to them
if they do occur). Examples of scenarios we
recommend you consider are:

e Fire,

e Medical related emergency,

e Crowd disturbance,

e Security / Counter Terrorism,

e Emergencies involving water,

e Inclement weather (storms, floods and
wind)

e Structural failure; and

e Chemical spill.

6.1.2. Emergency Control
Organisation

Managing an emergency requires a clear structure
of command, control and communication. In line
with AS 3745, all events require the event
organisers / managers to form an Emergency
Control Organisation (ECO), whereby staff,
volunteers or contractors are allocated the roles
outlined below.
e Chief Warden (x1),

e Communications Officer (x1); and
e Wardens (an appropriate number).

The responsibilities of each ECO role are provided
in the following sub-section. General guidance for
assigning appropriate members of the workforce
to each ECO role is provided below:
e Chief Warden —in most cases it is expected
that this role will be filled by the Event
Manager or Event Owner,

e Communications Officer — a person with
strong communication skills that can
manage information under pressure
effectively and act as the conduit between
the Chief Warden and Wardens,

e Wardens - staff/volunteers who are
assigned to a particular area/section of the
event location; and

e First Aid — qualified first aiders who are
available to respond to any reported injury
orillness.

6.1.3. Emergency Control
Organisation roles &
responsibilities

The following responsibilities have been identified

for each of the ECO roles and these are divided into
the three phases:

1. Pre-emergency
2. Emergency

3. Post-emergency

Version 1.1
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CHIEF WARDEN

Pre-emergency e Maintain a current register of ECO members
e Replace ECO members when required.
e Ensure personal ECO identification is available.

Emergency On becoming aware of an emergency, the Chief Warden shall take the following actions:

e Respond and take control, as appropriate.

e Ascertain the nature of the emergency and implement appropriate action.

e Ensure that the appropriate emergency service has been notified.

e Ensure that Wardens and the Communications Officer are advised of the situation, as
appropriate.

o If necessary, after evaluation of the situation, initiate an action plan and control entry to the
affected areas.

e Monitor the progress of the evacuation and record any action taken in an incident log.

e Brief the emergency services personnel upon arrival on type, scope and location of the
emergency and the status of the evacuation and, thereafter, act on the senior officer’s
instructions.

e Any other actions as considered to be necessary or as directed by emergency services.

Post emergency e When the emergency incident is rendered safe, or the emergency service returns control,
notify the ECO members to have occupants return to their area, as appropriate.

e Organise a debrief with ECO members and, where appropriate, with any attending
emergency service.

e Compile a brief report for event management using details from the incident log.

COMMUNICATIONS OFFICER

Pre-emergency e Ensure personal proficiency in operation of communication equipment.

Maintain records and make them available for emergency response.

Ensure that ECO members are proficient in use of the communication equipment.
Ensure that emergency communication contact details are up to date.

Emergency The Communications Officer, on becoming aware of the emergency, shall take the following
actions:

e Ascertain the nature and location of the emergency.

e Confirm that the appropriate emergency service has been notified.

o Notify appropriate ECO members.

e Transmit instructions and information.

e Record a log of the events that occurred during the emergency.

e Act as directed by the Chief Warden.

Post emergency o Collate records of events during the emergency for the debrief and ensure they are secured
for future reference.

WARDENS
Pre-emergency e Carry out safety practices (e.g., keep egress paths clear, maintain access to firefighting
equipment and the disposal of rubbish).
e Ensure personal ECO identification is available.
Emergency e Operate the communication system(s) in place.

e Search the area to ensure all people have evacuated.

e Ensure orderly flow of people into protected areas.

e Assist occupants with disabilities.

e Act as leader of groups moving to nominated assembly areas.

e Report status of required activities to the Communications Officer on completion.

Post emergency | e Compile a report of the actions taken during the emergency for the debrief.

FIRST AID OFFICER*
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Pre-emergency

Ensure personal readiness to provide first aid including suitable location, equipment and
facilities.
Ensure personal ECO identification is available.

Emergency

Respond and take control of medical emergencies, as appropriate.

Ascertain the nature of the medical emergency and implement appropriate action.
Notify the appropriate emergency service, as required.

Ensure that the Communications Officer is advised of the situation.

Brief the emergency services personnel upon arrival on type, scope and location of the
medical emergency and thereafter, act on the senior officer’s instructions.

Any other actions as considered to be necessary or as directed by emergency services.

Post emergency

Compile a report of the actions taken during the emergency for the debrief.

*The role of the First Aid Officers and all other ECO roles should be separate and distinct. This means that
where a member of the workforce is the Chief Warden, a Communications Officer or a Warden, that s/he
must not also be a First Aid Officer. The first aider role may be held by a contracted first aid provided for the
event, or by suitably qualified and equipped volunteers.
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Appendix A: Limitations or Special
Considerations (A-Z quick view guide)

Hazard

Important limitations or Special Considerations

Alcohol —onsite
consumption

If you want to sell or serve alcohol at your event you will need to apply for and be granted a licence for your
event.

consumption
and sampling

(excluding For information on preparing and lodging your application please visit: https://www.ruapehudc.govt.nz/our-
samples) services/health-alcohol-and-food/alcohol/special-licence
Please note, a special event related liquor licence can take at least 20 working days to process, therefore we
recommend you apply for your permit as early as possible.
Alcohol - off- A liquor permit is required to provide any alcohol onsite. If you are planning on providing sampling at your
site event you will need a specific type of liquor licence. Permit conditions must be complied with at all times.

Stalls offering off-licence sales may need to apply for a separate licence to operate, depending on special
licence conditions.

For more information, go to the Ruapehu District Council website https://www.ruapehudc.govt.nz/our-
services/health-alcohol-and-food/alcohol/special-licence

Amusement
devices

Amusement devices (i.e., fairground rides, jumping castles etc) can create their own set of risks that must be
managed. If you are planning to have these at your event you must first get approval from RDC. All
amusement devices must be certified by a registered engineer, and registered with WorkSafe by the device
owner. Rides must display a current registration certificate. Protective fences or barriers must be used
(where necessary).

For more information visit the WorkSafe website and search Amusement Devices, or for an application for a
permit visit RDC website https://www.ruapehudc.govt.nz/our-services/health-alcohol-and-food/health

Animals

Specific arrangements will need to be made to ensure the welfare of the animals and the safety of the event
attendees. An Animal Welfare Plan and Waste Disposal Plan may be required.

No pets, birds or other animals may be approved to enter any amenities within any facility, except assistance
animals, or animals associated with the event.

Audience
participation

Consideration should be given to how the audience will be participating at your event, so you can plan
appropriate welfare facilities for them.

Cables — keeping
walkways clear

Consider slips, trips and falls, they are some of the most common causes of incident at events.

For more information or advice, go to the WorkSafe NZ website and search Slips, Trips, Falls

Children

If your event is likely to have large numbers of children and crowds in which they might get separated, we
recommend you consider a lost child process. If you don’t have one, please ask us, we can provide you with
guidance or a template process.

Compressed air

Compressed air systems can cause serious and permanent damage. If you intend to use such a system at your
event you should have a plan on how you can do this safely. This should include who will handle the system,
how they will keep the system secure when not in use and how they will limit any risk of harm to site users.

Compressed air includes, but is not limited to, confetti cannons and t-shirt launchers.

Conditions of
entry

If you are holding an event where public are in attendance you should have a set of conditions of entry. These
conditions should be provided to attendees ahead of the event, to help them understand what can and cannot
be taken to the event site. They should also cover the expectations around behaviour, and the consequences
of failure to comply with the instructions of event staff (i.e., Eviction or removal from the event).

If your event is higher risk, you may be requested to provide a copy of these conditions of entry as part of your
alcohol management plan on your liquor licence application process.

Custom build
display stands /
temporary
structures (e.g.,
scaffolding)

Custom-designed structures may first need to be approved via the appropriate building consent process.

For more information on scaffold structures, to go the WorkSafe website - Scaffolding. For information on
applying for a building consent or exemption visit the RDC website: https://www.uapehudc.govt.nz/our-
services/building-services-and-information/apply-online-for-a-building-consent
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Hazard Important limitations or Special Considerations
Dignitary (i.e., Diplomatic Protection Squad, bodyguards) - Consider security, protestors and high-profile guests at your
personal event, if applicable. Consider how you may get VIPS or dignitaries into the event venue and out of the venue if
security it is busy or crowded. Have you liaised with the Police if your event has dignitaries?
Drones The flying of drones and other remotely piloted aircraft in New Zealand is regulated by the Civil Aviation

Authority (CAA)? and by the RDC district plan.

For more information visit the RDC website and search Drones or visit this page_
https://www.ruapehudc.govt.nz/our-facilities/parks-reserves-and-camping/flying-drones-in-our-parks-and-
reserves

Electrical safety

All electrical equipment, including band equipment, used at an event in New Zealand must conform to AS
3760:2010: In-service safety inspection and testing of electrical equipment (or an international equivalent).

The electricity supply is 230 volts, 50 hertz. Equipment designed for different voltages will require a
transformer. Safety testing records must be produced on request.

Good electrical cable practices should be exercised at all times, keeping cables away from moisture sources,
ensuring they are not twisted/crushed/kinked, not create a tripping hazard etc.

For more information, go to the WorkSafe website and search electrical safety.

Emergency
Management
Providers

When you design your event site you must allow for adequate access to all parts of the site for emergency
vehicles. Your clearance ways should be at least 3.5 meters wide, and you should have a plan in place for how
you will keep these areas clear to allow for easy access.

Fairground rides

See Amusement devices

Fireworks The use of Pyrotechnics in the Ruapehu District may be dependent on the time of year and location you are
planning on operating them. You must get pre-approval from to Fire and Emergency NZ (FENZ), which may
take 30+ days to be processed. If you are planning a pyrotechnic display as part of your event, we recommend
you talk FENZ and the RDC team early in your planning, as they will be able to give you an indication on the
likelihood you will be granted a licence.

In the event that pyrotechnics are possible at your event, you will need to provide:

e  Fireworks event notice lodged with relevant regulators

e  Fireworks operator licence

. Dangerous Goods security clearance cards

e  Site plan showing separation distances and exclusion zones

e Community notifications

e  Temporary storage risk assessment

You may be required to notify the RDC neighbours regarding the use of pyrotechnics, we can provide more
details about the process if that is required.

First Aid Depending on the size and scope of your event, medical cover may be an important factor in your planning.
Some considerations for your event may include:

e  Adesignated first aider with appropriate qualifications and first aid kit

e  Qutside provision of first aider from a supplier such as St Johns

e Access to a defibrillator onsite that can be used for the event

e Map showing the location of first aid provision at the event
Larger more complex events should consider a doctor onsite to support the medical team provision. Speak to
your first aid provider for more advice.

Food All food must be prepared at a registered food premises (e.g., restaurant or food shop). Food preparation in a

preparation

domestic kitchen (e.g., your own home) is not allowed.

Food stalls

Stall holders must provide be approved by RDC as part of an application for the Food Stall licence for your
event.

See — Application for Blanket Food Stall Registration for Events, Fairs and Festivals form
Please note Gas appliance/live cooking and Electrical safety considerations.

Food trucks

Pre-approval is required from the RDC team for truck operation and location. Truck operators must provide an
approved food control plan/mobile vendor certificate, applicable certifications and current Registration/WOF
for the truck.
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Hazard

Important limitations or Special Considerations

Please note Electrical safety considerations.

Forklifts, Mobile

All forklifts and mobile plant used within the event site must be in good working order. It is expected that daily

goods on site

Plant and plant inspections are carried out and recorded. We also expect the following site rules to be followed:
EIevat.ed e Hi-Viz must be worn at all times whilst using a forklift onsite
Working e Appropriate signage should be in place to warn other site users of forklifts operating in the area
Platforms e Asforklift driving is considered High Risk Work all forklift drivers must have a current and valid LF
License
e  All persons operating mobile plant, or a mobile Elevated Work Platform (EWP) must have experience
and be able to show competence of operating the plant or machinery
e  Aspotter must be used at all times when the forklift is operating in areas of high people volume, or
where loads are being carried over distance and the drivers view is obscured
e Afull body harness with the appropriate lanyard is required when working from a forklift cage, a
scissor lift, or an EWP
e  All EWPs must have a current inspection certification
e  Only electrically powered forklifts or work platforms are allowed indoors
e  Forklifts, mobile plant, and EWPs are not to be used for activities beyond their design
o  All forklift attachments must be approved and have the required certification
e No passengers are allowed on the forklift or the mobile plant
e No person is allowed to stand on the forklift forks.
Gas A plan for you intend to use cooking equipment onsite should be evident, this includes the type of cooking
appliance/live equipment, gas cooking, location of equipment in relation to public/guests, and floor protection. Limits and
cooking conditions may apply.
You should also consider the requirement of the HSWA regulations, and ensure that you are:
e Adequately securing any gas bottle (whether in use or in storage) to prevent it tipping over
e  You are storing your gas according to the manufacturer’s instructions
e  You have included the gas on a safety data sheet for the site, so everyone knows how much of the
hazardous material there is in use, and where it is (ensure you have each provider include their
information to your list)
e  Allgas bottles are required to be valid with a current test
Please note Food stalls considerations.
See Also WorkSafe NZ website Gas Appliances
Gazebo/popup | You are permitted, without the need for a permit, to erect small pop up marquees/gazebos at your event up
marquee to 100m e.g. 3m x 3m or one 3m x 6m. If you plan to have structures with a floor area of 100m2 or higher than
1.5m off the ground, you may be required to obtain a consent from RDC building team, who are responsible
for managing and issuing consents for these types of structures.
Generators You may require additional power supply to power elements of your event (i.e., food stalls, activities etc). If
you are going to exceed the power load of power already available at the event site this should be declared to
RDC during your application.
If you or any of your suppliers are using generators it is important that they are operated safely. Consider the
following:
e  They must be operated in a well-ventilated area to manage risks of exposure to fumes
e  They must be used in accordance with manufacturer’s instructions
e Anyfirerisk (i.e., flalmmable liquids, hot surface of paint, refiling etc) must be managed and recorded
in your risk register
Helicopter A safe landing zone must be identified and cordoned off. A watch person is required to monitor the safe
landing zone for the duration of the event. The management of helicopters must be in accordance with the
Civil Aviation Regulations and a flight plan must be submitted as part of the Event Safety Plan.
Hazardous Goods must be stored safely, and signage may be required. You should have a plan for how it is being

transported, stored, and used. Appropriate Personal Protective Equipment (PPE) must be work when using
hazardous materials.

For more information, go to the WorkSafe website — Hazardous goods

Haze/Smoke
effects, dryice

This should be captured in your event management safety plan, and a SWMS (or similar HSWA safety
assessment) is provided as part of your application.
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inflatables (e.g.,
bouncy castles)

Hazard Important limitations or Special Considerations

Heavy Our event sites may have capacity limits for heavy vehicles or structures. If you are planning to use either at

machinery/ your event, we recommend you make contact with our team before going through the application process, to

equipment ensure the site you have selected is suitable.

Hot Works Hot works, such as using a heat gun, soldering iron, naked flames or grinding can create a fire risk to our event
sites. Some site rules will apply, including:

e  Combustible material located within 10 metres of the work must be removed or protected with non-
combustible covers

e  Barricades, warning signs and spark/flash screens must be provided to protect other personnel in
the area

e  The work area must be clear of flammable liquids, gases or vapours

e Allfloor and wall openings within 10 metres of the work being conducted must be covered to
prevent transmission of sparks

e  The hot work area and any adjoining areas must be patrolled from the start of work until 30 minutes
after the work is completed (including rest periods)

Insurance The organiser shall provide to Ruapehu District Council proof that they hold a suitable public liability insurance
policy, including details of the insurer, any relevant exclusions and the amount of insurance cover, at least four
weeks prior to the activity.

Land-borne Currently exempt from Amusement Devices rules however must adhere to safe practices and use.

Large crowds
and long queues

Safe and efficient access to the complex is important for both customer safety and experience.
Consider slips, trips and falls, dangerous behaviour (e.g., pushing) and aggressive patrons.

Crowd control barriers may be required.

Lasers/Strobes

Lasers must be used as per AS/NZS2211: Laser safety. A SWMS (or similar safe work plan) is required.
Signage must be displayed if strobe lighting is used.

Letter Drop

Depending on the nature, duration and scope of your event, you may be required to notify the neighbours
who may be impacted by the activities of your event. If this is the case, we will let you know, and can provide a
template letter for you to use.

You will be responsible for carrying out the letter drop.

Liquor Licencing

See Alcohol

Loud noise Consider noise levels. We do have neighbours around the outskirts of our event sites who should be

effects considered. There are limits to the level of amplified noise you can produce at your event. For more detail see
Noise Management Plan.

LPG Use If cylinders larger than 45kg are used, then they need to be secured to the wall or a similar robust anchorage.

The cylinder's fastenings must be capable of withstanding a steady applied load equal to four times the weight
of the filled cylinder.

e All LPG installations must comply with relevant legislation and connection is to be carried out by a
licensed installer. For further guidelines see http://www.epa.govt.nz/hazardous-substances/using-
storing/common-substances/Ipg/Pages/secure.aspx

e  Cylinders and connections are to be protected from accidental damage and impact

e  Gascylinders must be removed from where they are being operated from at the end of each day and
stored in allocated secure storage cages overnight

e Allsections of the gas storage and reticulation areas are to be inaccessible to the public

e  An ABE powder-type extinguisher is to be provided in an area accessible by the exhibitor

e No activity involving naked flame(s) is permitted within close proximity of the gas cylinders

e  The LPG Safety Data Sheet is to be current and available on-site

e  Cylinders must be removed from the site within 24hrs of the completion of an event

e If atany time, an activity or operation is considered non-compliant, unsafe or placing persons or the
environment at risk, RDC representatives have the right to postpone or cancel the activity until the
issue is rectified

Majority minors
(U18s) or VIPs at
event

Consider undesirable behaviour, pre-loading (intoxication). How will this be managed, including security.
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Hazard Important limitations or Special Considerations

Manual For more information, go to the WorkSafe website — Manual handling, Lifting.
handling/lifting

Marine The Ruapehu District has access to some marine related environments. Some of our event sites are either
environments situated alongside a body of water or have water within the confines of the site (i.e., a lake). Event sites that
involve using the water may need to apply for additional permits or permissions for the activities being
undertaken. Please contact our team before you make your application to discuss.

Medical See First Aid

Neighbour See Letter Drop

notification

Noise The use of amplified noise (i.e., speaking or playing music through a microphone and speaker system) is
Management regulated through a number of regulations in NZ.

Plan

If you are planning to have music or make announcements at your event you will need to consider how you
will manage this noise to keep within the limits prescribed by law.

The applicant may be required to initiate a Noise Management Plan to reduce the risk of complaint and to
keep noise emissions from the event within approval limits.

The organiser will comply with decibel levels as set out in the District Plan, which
will differ depending on zoning.

The organiser may be required to consult with the Environmental Health Officer prior to the activity
(07 895 8188). The organiser will ensure that any speakers for amplified sound face away from residential

properties.
Open flames Open flames can create a high risk of fire at many of the event sites in the Ruapehu District. If you are planning
(e.g., on using open flame for any part of your event, this must be disclosed in the event application process, and a
fire/candles) plan of how you will safely manage this provided in order to secure your event permit.
Outdoor Consider the environment/exposure to weather (sunburn, rain and dehydration), availability of toilet facilities

crowds/queues and medical risks.

Permit There are certain activities within your event that may require a formal permit or licence. This may include
traffic management, alcohol/liquor, food, amusement devices etc. The application time for any licence or
permit can take at least 20 working days and we recommend you commence the application process as early
as possible to ensure it can be completed in time.

Physical Consider the activities people will be doing, and how much space is needed. Design your event site so that
activities (e.g., people have sufficient space to spectate, participate, and move around your event site without feeling like
running, ball they are packed in or unsafe. Consider where you will position facilities such as toilets and food vendors, to
games, ensure the queues do not create a hazard to other site users or interfere with the activities of the event.
throwing)

Police The organiser shall make initial contact and consult with the Senior Sergeant Ruapehu Police at least six weeks

prior to the activity.

Political activity Consider security, protestors and high-profile guests.

(potential)
Power tools Use of power tools must be advised prior to event.
See Electrical safety requirements.
Pyrotechnics See Fireworks
Rigging Where your event is rated high risk and you are performing overhead rigging at the site, this must be installed by

an appropriately qualified and experienced rigger or production provider.
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Hazard Important limitations or Special Considerations
Security Security providers play a major part in the success of an event. If your event requires a security presence, we
will discuss with you the levels of cover required.
Positions security may be used for:
e  Crowd control and assistance
e  Cash protection
. Equipment protection
e  Ushering
e  Control at exit points
e  Control of parking and traffic flows within the event site
e  Liquor ban enforcement (if applicable include liaison with police)
. Missing person procedures
Shade If your event attendees will largely be outdoors, we recommend you consider shade provisions at your event

site.

Stage-building

See custom build structures

Standing guests

Consider how long guests will be standing.

Scaffolding

All temporary structures which include but are not limited to scaffolding, temporary lighting and TV camera
structures must be erected by a competent person. All scaffolding and temporary structures used must be
regularly inspected by a competent person and the inspection dates be included on the scaf-tag. A Scaffold
and Temporary Structures Register must be held on site.

When not in use, the access ladder to the scaffold/temporary structure must be removed and be tagged as not
safe to use. Any unauthorised access onto the structure must be physically excluded.

For more information, to go the WorkSafe NZ website — scaffolding

Special Licence

See — Alcohol - Onsite Consumption

performers (e.g.,
fire eaters,

Structures Please ensure no pegs or stakes are inserted into the park/sports field surface. All temporary structures that
have been approved for this activity must be self-supporting and weighted down; and please ensure all
structures and waste are removed from site by the end of you pack out time.

Theatrical See Working at height and Open flames considerations.

A SWMS (or similar safe work plan) is required.

aerialists)
Toilets Toilet and ablution facilities are an important feature for event sites and should be factored into your site
planning. Sufficient facilities should be provided based on your expected attendance.
For more information, please contact Ruapehu District Council Event Coordinator.
You may be required to provide a plan of the number of toilets you plan to provide, their location and details
regarding how you will serve and empty them.
Traffic The organiser shall provide to Ruapehu District Council and to the Police a Traffic Plan at least four weeks prior
Management to the activity. The Traffic Plan shall comply with all traffic laws and police requirements and include the

location of all relevant structures, equipment, facilities, assembly areas, event or filming areas and other
facilities, including (without limitation) signs, cones, marshals, vehicles, parking restrictions, road closure
details and access for the disabled and emergency vehicles. Ruapehu District Council may require further
details to be included in any Traffic Plan. Further details shall be provided as soon as practicable after any such
request.

See also — Application for Temporary Road Closure form

Uncontrolled
entry

Consider security, barriers. Where will your event control its entry, who will manage this?

Vehicles/traffic

Depending on the impact your event will have on the road and transport system around your event site, you
may be required to apply for and be granted a Traffic Management Permit.

There are certain areas of the Ruapehu District that are designed for vehicle movement and parking and our
team would be happy to show you how other events have utilised the spaces for the most effective vehicle
and traffic movements.

Also see — Traffic Management
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Hazard Important limitations or Special Considerations

Waste — Black The contractor must be registered in the Ruapehu District as offensive traders to be able dispose of any liquid

Water & and/or sewage at the wastewater treatment plants. Contact Health Liquor team for an application for new

Portaloos contractors.

Waste It is important that your event does not adversely impact the environment of the Ruapehu District. Waste can

Management create unnecessary risk, and an impact to our natural resources. You are required to manage any waste that is

Plan produced at your event and ensure that the event site is returned to RDC in the same (or better) state then
you found it. If your event is going to produce waste, you may be required to produce a waste management
plan as part of the permitting process, to detail how you will manage and remove the waste from your event
site.

Water based See — Marine Environments

activities

Wet weather In order to protect our parks and reserves, Council may request your activity is cancelled due to wet weather.
You will be notified a minimum 2 days prior to your activity.

Working at A SWMS (or similar safe work plan) is required.

height For more information, go to the WorkSafe website — Working at height, Elevated work platforms.
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Appendix B: Safe Work Method Statement (SWMS) Template

ORGANISATION DETAILS

Principal contractor: Contact number:
Other contractors (PCBUs): Contact number:
Person completing the SWMS: Contact number:
Position: Reviewed by:
Date prepared: Review date:
EVENT DETAILS

1

What is the scope of the work?

Who else was
consulted/involved in
preparing this SWMS?

What high risk work activities
are covered by this SWMS?

Plant involved in the scope of
work:

What high risk licence classes
will be required to do the
work?

Personal Protective Equipment (PPE): The following PPE will need to be worn by workers at times on this project, as directed:

O High Vis Clothing O Hearing protection [0 Safety Glasses 0O Hard Hats O Gloves O Respirator O Disposable Overalls O Goggles
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Consequence x Consequence x
Likelihood = Likelihood =
Risk Description Risk Type Control Measures Parties Responsible
Inherent Risk Residual Risk
C x L = Risk C x L = Risk
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Print Names:

Signatures:

Dates:

Guide to assessing the risk of an activity or task:

Consequence

Likelihood

Risk Ranking

Assess the Risk
Consequence

production, >$1M

exceptional circumstances

Level | Description Level | Description - Description

1 No injuries, < 1 day loss of A Is expected to occur in Extreme risk — immediate Likelihood
production, <$1000 most circumstances action required A

2 First aid treatment, 1 day loss B Will probably occurin High Risk —senior management B
of production, >$10K most circumstances attention required C

3 Medical treatment required, 1 C Might occur at some time M Moderate risk — management D
week loss of production, >550K responsibility must be specified E

4 Extensive injuries, 2 weeks loss D Could occur at some time Low risk — manage by routine
of production, >$250K procedures

5 Death, 1 month loss of E May occur only in
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Appendix C: Incident Report Form

Incident Details

Event / Date

Reported By

Location

Incident Date / time
Brief Description

What happened?

Reasons why this
happened?

What’s been done
about it?

Event outcomes
Injured persons

Property damaged

Other Parties Involved
Witness Name

Witness contact
details
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