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This document has been developed as a “how to guide” for completing an event risk assessment, 
including instructions on the risk assessment process. 
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Compiled by: Adam Lynch, Reliance Risk 

Document History 

Issue Date Compiled by Comments 
V1.0  28 February 2023 Adam Lynch Initial document created 

V1.1 05 March 2025 Jayde Lowe Minor amendments to introduction to 
include up to date information and 
links 

 

Reliance Risk (Reliance) has developed this Event Risk Assessment Guide 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. 
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Introduction 
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 kilometres 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 Ngāuruhoe 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. 

About This Guide 
We understand that all events are unique, each 
presenting its own risk and challenges.. New 
Zealand has a set of legislation in place, the 
Health and Safety at Work Act 2015 (HSWA), 
that places a duty of care on events and event 
owners to access, control and monitor risks 
that have the potential to injure or harm.  

With this in mind, this Event Risk Assessment 
Guide (the Guide), has been designed to assist 
event organisers planning to host events in the 
region, to plan and manage their event safely. 
The Guide contains general background on 
what a risk assessment (RA) is, how to 
complete one, together with a selection of  
template resources to help you prepare a RA 
appropriate to your event.  

It is important to note that this document is a 
Guide only and does not purport to represent 

legal advice. We advise you to seek your own 
legal advice on any points of law raised in this 
guide. You should also consult with the 
relevant government department or authority, 
for any specific licenses or permits required to 
operate your event.  

Who Has a Duty Of Care? 

Ruapehu District Council (RDC), as the 
landowner of the site where your event is to 
take place, is a key Person Conducting a 
Business Undertaking (PCBU), as defined in the 
HSWA. As part of our obligations, RDC will 
document the safety and risk measures related 
to the event site to best plan for any 
reasonably foreseeable Work Health and 
Safety (WHS) risks that may present during 
events and hires of our spaces. 

As an organiser of an event in the Ruapehu 
District, you are a principle PCBU, and  carry 
certain duties and obligations regarding the 
provision of a safe event space, being a PCBU 
in your own right. This Event Risk Assessment 
Guide will assist you in your safety planning 
and will guide you towards the appropriate 
documents and processes you are required to 
prepare ahead of your event.  

Other guidance  
Other guidance documents developed by RDC 
include an Event Organisers Guide, which is a 
guide to planning and applying for event 
permits for events to be hosted in the Ruapehu 
District.  

RDC recommend you read the Event 
Organisers guide before commencing with 
your risk assessment and planning, to ensure 
you understand what is expected of you as an 
event organiser when you deliver events here 
in the region.  

This Event Organisers Guide is available on the 
RDC website – Events Planning and Support  

 

https://www.ruapehudc.govt.nz/our-services/events-planning-and-support
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What is Risk Management  
What Are Risks? 
The ISO 31000:2018 Risk Management – Guidelines define risk as the effect of uncertainty on objectives. In 
event terms, it refers to risks that may impact the success of your event e.g., safety, financial, environmental, 
operational, reputational, legal and projects.  

At its very basic level, this means that anything that might prevent you from achieving the objectives of your 
event is a risk. If your objective is to provide outstanding customer service, then long queues, poor service, or 
lack of options for food etc., may all be risks that need to be addressed.  

In the context of this Event Risk Assessment Guide, risk management relates to health and safety risks, 
including their consequences and likelihood of occurring. It aims to ensure that all workplace risks are 
identified, analysed, and treated, to minimise the risk of harm to those working at, or attending your event. 

At the core of risk management is the risk assessment process. Risk assessment helps prioritise the event 
organisers limited resources towards threats and opportunities that are important.  There is a defined process 
of assessing risk, which when followed, provides a prioritised risk register. The ISO 31000 Guidelines provides 
a process, outlined below, to undertake a risk assessment in a systematic manner. The risk assessment leads 
to a series of safety actions which form the basis of an Event Safety Plan. 

 
 

When you are assessing risks for your event, you are trying to establish answers to the following questions:  

• What could happen, where and when? 

• Why and how it could happen? 

• What could the consequences be if it did happen? 

• What controls are in place to enhance gains and prevent or minimise adverse impacts? 

• How effective are these controls? 

• What is the level of risk? 

• How do we best treat the risk further? 

How Do You Assess Risk? 
The following diagram shows the continuous process of how to assess risk. Its component parts are broken 
down further below.  

 



Ruapehu District Council – Event Risk Assessment Guide   
 

Version 1.1         Page 6 of 15 

 
 
 
Step 1: Establish the Context 

The first step of the process is to establish the context in which you are completing the risk assessment. While 
the context is the event setting you are operating in, this stage of the process allows you to identify some key 
aspects of the risk process before continuing.  

The following questions might help you determine your context: 

• Who are the key stakeholders I will need to include in this process? 

• Are there any significant factors in the external environment that might give rise to uncertainty 
around my event (i.e., social, regulatory, physical, financial, political)? 

• Are there any significant factors in the internal environment that might give rise to uncertainty 
around my event (i.e., internal stakeholder relationships, staffing resources, systems and processes 
that can help or might cause problems for the event)? 

Step 2: Identify the Risks 

Risk Management workshops are a great way to encourage stakeholders to come together early in the event 
planning phase to help identify potential risks and concepts for managing the risks. 

A risk management workshop, run by an independent facilitator who is familiar with events, can assist 
stakeholders to communicate in a collaborative environment on how to manage safety risks, no matter how 
big or small the risks are.  

Invite stakeholders to participate in the workshop i.e., stakeholders that may affect, or be affected by, or 
perceive themselves to be affected by, a decision or activity that relates to an event. They should be advised 
prior to the workshop, to collate information for discussion, regarding potential hazards and risks from either 
previous events or similar events, including but not limited to: 

• Risk assessments, 

• Incident reports, 

• Stakeholder feedback, 

• Data and trend analysis, 

• Debrief notes; and 
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• Industry reports. 

Step 3: Analyse the Risks  

Once you have identified risks to your business or event, you next need to analyse the risk. We often do this 
step twice. Firstly, to determine the inherent risk (i.e., if we did nothing to this risk what would be its 
impact), and then again after we identify our treatments or controls (also known as residual risk). To 
determine this impact, we use 2 sets of data, normally referred to as a Consequence matrix, and a Likelihood 
matrix.  

What is Consequence 

The consequence matrix breaks down the levels of impact a hazard can have. It typically considers several 
risk areas, such as injury / people impact, financial (i.e., how much money might we stand to lose), 
reputational (i.e., will the issue play out in the media and damage the events reputation), and operational 
disruption (i.e., will the impact of the risk shut down the event, or force a temporary suspension).  

Below is an example: 

Level Description  

INSIGNIFICANT 
(1)  

Damage = Minimal-doesn’t require repair 
Personnel = No Injury 
Environment = Requires no remedial action 

MINOR  
(2) 

Damage = <$5000 
Personnel = First Aid Injury 
Environment = Localised minimal remedial action = <1 Day 

MODERATE  
(3) 

Damage = $5,000 <$50,000 
Personnel = MTI 
Environment = Localised serious remedial action = 1 Day <1 Month 

MAJOR 
(4)  

Damage = $50K <$1M 
Personnel = LTI \ Permanent Disability 
Environment = Major remedial action = <12Mths 

CRITICAL 
(5) 

Damage =>$1,000,000 
Personnel = Fatality(s)  
Environment = Irreparable / long-term damage 

 

What is likelihood 

The likelihood matrix measures how likely the risk is to occur. This typically ranges from almost certain down 
to highly unlikely / almost never occurs.  

Below is an example of likelihood scores: 

Level Description  

ALMOST CERTAIN (A) Almost inevitable outcome and the event is expected to occur in most 
circumstances 

LIKELY (B) Not a certainty but there is a good chance the event will occur 

POSSIBLE (C) Could happen but it would be unusual for the event to occur 

UNLIKELY (D) Conceivable but it would be unusual for the event to occur 

RARE (E) Little chance of occurrence but it is possible given the wrong circumstances 
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Step 4: Evaluate the Risks 
Once you have established the consequence and likelihood of a particular risk, you then need to evaluate 
the risk against a risk matrix criterion. The risk matrix is used to evaluate the level of risk by considering the 
likelihood against the consequence level i.e., use the following formula to calculate the risk rating: Likelihood 
x Consequences = Risk rating. 
 

Table 3: Risk Score Matrix 

Likelihood 
Consequence 

Insignificant Minor Moderate Major Critical 

Almost Certain MEDIUM MEDIUM HIGH EXTREME EXTREME 

Likely MEDIUM MEDIUM HIGH HIGH EXTREME 

Possible LOW MEDIUM MEDIUM HIGH HIGH 

Unlikely LOW LOW MEDIUM MEDIUM HIGH 

Rare LOW LOW LOW MEDIUM HIGH 

 
Effectiveness of Controls 

For risks that have controls currently in place, an analysis of the effectiveness of those controls should be 
undertaken. The following terms can be used as a way of describing the status of current controls: 

 
Table 4: Risk Tolerance and risk escalation matrix  

Risk 
Rating Risk Appetite Risk Action Risk Escalation 

Low 

Accept with 
controls and 
routine 
monitoring 

No immediate concern 

• Risks that are acceptable requiring no further treatment  
• Requires routine monitoring by the risk owner  

No action required 
Monitoring within 
functional or service area  
Subject to annual review 

Medium 

Accept with 
controls and 
periodic 
monitoring 

Periodic monitoring  

• Risks that are tolerable with effective controls 
• Requires periodic monitoring by the risk owner  

Managed at functional or 
service group level 
Subject to quarterly review 

High Reduce and 
mitigate 

Frequent monitoring  

• Risks that are undesirable but not always possible to avoid  
• Risks only tolerable with effective controls and treatment 

plans that aim to reduce the risk (ARLAP); as long as costs do 
not outweigh the benefits   

• Requires frequent monitoring by the risk owner 

Managed at Department 
and service group level 
Escalated to the relevant 
Director for information 
Subject to monthly review 
by Emergency Management 
Team (EMT) 

Extreme 
Reject and 
avoid, or reduce 
and mitigate 

Actively manage 

• Risks that are unacceptable and require immediate 
action/treatment to either avoid the risk entirely or reduce the 
risk to an acceptable level (ALARP) in line with Council’s risk 
appetite  

Escalated to the Director, 
CEO and/or EMT  
Control strategy developed 
and monitored by the EMT 
and Audit Committee 
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Extreme and High Consequence Risks  

Any activity classified with an UNACCEPTABLE RISK must be reduced to the lowest level possible by the 
development and implementation of effective controls.  The objective is to eliminate or reduce risks 
wherever possible.  

Given the potential serious impact of extreme and high consequence risks, special consideration and analysis 
should be given to these, which may include seeking additional controls (regardless of risk level), and 
inclusion in the Event Safety Plan and Emergency Plan. 

Step 5: Risk Controls 

Determine the best way of controlling the risks according to priority. Where risks are of a safety nature, the 
hierarchy of controls, outlined below, can be used to assist in reducing the likelihood and/or consequence. 

 
 

The more significant the risk, the higher the control strategy from the hierarchy, or combination of control 
strategies, should be applied.  The aim is to eliminate safety hazards and their subsequent risk (if possible), or, 
if this is not possible or appropriate, to minimise exposures to as low as reasonably practicable through use of 
alternate means by: 

• Substituting risk or its cause with a less risky hazard, 

• Isolating the risk from people affected by it, 

• Engineering a solution to reduce the risk, 

• Establish procedures, conducting training, or site rules; or 

• Utilising personal protective equipment to minimise exposure to the hazard that creates the risk. 

All stakeholders MUST ensure that documented risk controls are implemented. 
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Monitoring & Reviewing 

Risk changes from time to time. To ensure risk controls and event safety plans are being implemented, and 
are effective once in place, it is necessary to monitor and review actions and progress through each of the 
event management phases e.g., planning, bump-in, event day/s, bump-out. Where changes are required, the 
event safety plan should be adjusted accordingly. 

The person responsible for safety should monitor and consult regarding this process during each phase of the 
event through various means such as: 

• Stand alone safety meetings, 

• Operational meetings with safety on the agenda, 

• Written progress reports, 

• Hazard inspections, 

• Incident report and investigations; and 

• Audits. 

Some questions below may assist you in determining the status of safety systems of contractors: 

• Have all hazards been identified? 

• Are the control measures working effectively in both their design and operation? 

• Have new work methods, new equipment or chemicals made the job safer? 

• Are new risks present from the introduction of the control measures? 

• Are safety procedures being followed? 

• Has the instruction and training provided to workers on how to work safely been successful? 

• Are workers actively involved in identifying hazards and possible control measures?  

• Are safety concerns and problems being reported promptly? 

• Is a corrective action plan in place to deal with immediate issues? 

• Are the frequency and severity of health and safety incidents reducing over time? 

• If new legislation or new information becomes available, does it indicate current controls may no 
longer be the most effective? 

Monitoring throughout the various events phases is crucial. 

 
Planning Phase 

During the planning phase, the Event Safety Plan, as a working document, should be closely monitored. 
Stakeholders are responsible for reporting on progress regarding their specific actions. 
Event Time 

During the event, incidents should be investigated as soon as possible. Those stakeholders who have a role in 
responding to the incident, or a role in disseminating information, should be notified in a timely manner. An 
Incident Report Form should be completed and returned to the person responsible for managing incidents. 

Creating an incident log assists with any follow up required, actions taken, monitoring trends, and 
disseminating information. 

https://www.safeworkaustralia.gov.au/glossary#hazards
https://www.safeworkaustralia.gov.au/glossary#control_measures
https://www.safeworkaustralia.gov.au/glossary#hazards
https://www.safeworkaustralia.gov.au/glossary#control_measures
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Post Event 

Post event, the site should be monitored closely as it can be a challenging time due to many contractors 
moving about the site to pack up, and staff being fatigued. 
Review 

Reviewing each event is crucial, not only to identify issues that were not delivered according to the event 
safety plan, but also to celebrate the successes of the event. 

Debriefs are a great way to gather feedback from stakeholders to make improvements to the event safety 
plan for the next event. Various sources can assist such as: 

• Incident reports, 

• Medical treatment records, 

• Security logs, 

• Social media commentary; and 

• Key performance indicators. 

Recording and Reporting 

Reporting is an integral part of governance to ensure responsibilities are met. Each stage of the risk 
management process should be recorded appropriately, including but not limited to assumptions, methods, 
data sources, analyses, results, and reasons for decisions.  The records of such processes are evidence of 
good corporate governance. 

The detail and extent of recording will depend on the size of your workplace and the potential for major 
work health and safety issues. It is useful to keep information on: 

• The identified hazards, assessed risks and chosen control measures (including any hazard checklists, 
worksheets and assessment tools used in working through the risk management process), 

• How and when the control measures were implemented, monitored, and reviewed, 

• Details of those consulted, 

• Relevant training records, and 

• Any plans for changes. 

The risk management process and its outcomes should be documented and reported through appropriate 
mechanisms to: 

• Communicate risk management activities and outcomes across the organisation, 

• Provide information for decision-making, 

• Improve risk management activities; and 

• Assist interaction with stakeholders, including those with responsibility and accountability for risk 
management activities. 

The outcomes of the review should be fed back into the event safety plan to ensure continual improvement. 
This is one of the key features of the Event Safety Management Plan. 

https://www.safeworkaustralia.gov.au/glossary#hazards
https://www.safeworkaustralia.gov.au/glossary#risks
https://www.safeworkaustralia.gov.au/glossary#control_measures
https://www.safeworkaustralia.gov.au/glossary#control_measures
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Communication & Consultation 

Communication and consultation are processes and not outcomes. They normally take place with 
stakeholders, defined as those persons or organisations that can affect, be affected by, or perceive 
themselves to be affected by, a decision or activity.  

Contractor Management 
As part of its positive due diligence obligations under the HSWA, the PCBU must ensure that its contractors 
assess and manage risks associated with their work on the event. Contractors must be licensed and qualified 
for the work being carried out.   

Consider the following: 

• What relevant experience do they have? 

• Do they have the right qualifications/competencies to undertake the work? 

• Can they demonstrate they understand the scope of works? 

• Do they have a Safety Management System or a Safety Management Plan in place? 

• What insurance do they have? 

• Will they sub-contract out any element of the work? If so, follow the questions outlined in this section 
to determine if the sub-contractor meets obligations. 

• What are their costs? Cost should not be the deciding factor when engaging contractors. It should be 
a consideration as part of the overall evaluation criteria. 

Risks That Should Be Considered 
Whilst every event is unique, there are specific risks common to most events.  These should be considered in 
event risk assessments.  Risk to consider might include: 

• Medical emergency, 

• Fire, 

• Adverse weather, 

• Delays in production or main performance, 

• Loss of power or other utilities, 

• Crowd movements and congestion (crush), 

• Crowd capacity, 

• Drug and alcohol abuse and level of appropriate medical care, 

• Anti-social behaviour, 

• Failure in communications, 

• Significant trip and fall hazards, 

• WHS compliance: 

o Mobile plant (forklifts, cherry pickers), 

o Working from height and falls, 

o Working with power, 
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o Falling objects, 

o Structural integrity of temporary structures from dynamic loads such as wind or weight, 

o Dangerous goods and pyrotechnics, 

o Fatigue, 

o Safe workplace – shelter, food, sun protection, heat, water, insects, wildlife, 

o Remote workers and communications; and 

o Licenses to operate. 
 
Note: this is not a complete list of risks, and a consultative process should be adopted to ensure a thorough 
approach is given to risks and their controls.   
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Appendix A – Definitions  
Consequence A consequence is an outcome of an incident affecting objectives. It can be 

measured either in qualitative or quantitative terms.  

Control  

 

Is a measure that maintains and or/modifies risk. They include processes, 
policies, practices, or other conditions and/or actions which maintain and/or 
modify the risk. Also known as mitigation treatments. 

Competent Person A person who has acquired through training, qualification, or experience, or 
a combination of these, the knowledge of skills, including risk management 
knowledge and skills, qualifying that person to perform a task required to a 
certain standard.  Reporting and risk control responsibilities shall be 
assigned only to competent individuals capable of implementing their 
defined risk management tasks. 

Event Safety Management 
System 

 

An event Safety Management System (SMS) provides a comprehensive 
safety management system that describes safety activities undertaken by an 
event organiser to manage safety in correlation with the Event Safety Policy 
e.g., policies, procedures, processes, roles and responsibilities, command, 
and coordination structures. 

Event Safety Plan The risk assessment leads to a series of safety actions which forms the basis 
of an Event Safety Plan. The Event Safety Plan identifies the potential risks 
and lists the steps event organisers will take to reduce or mitigate the risks 
identified. 

Hazard A source or cause of a situation with the potential for harm in terms of injury 
or ill-health. 

Incident An unplanned occurrence resulting in or having the potential to cause injury 
or ill-health. 

Inherent Risk The remaining level of risk before risk treatments have been undertaken. 

Likelihood The chance of something happening. 

Reasonably Practicable Worksafe NZ defines reasonably practicable as a particular time when a duty 
holder (event organiser) decides relating to mitigating (controlling) risk by 
considering and weighing up all relevant matters including:  

• The likelihood of the hazard or the risk concerned occurring, 

• The degree of harm that might result from the hazard or the risk, 

• What the person concerned knows, or ought reasonably to know, 
about the hazard or risk, and ways of eliminating or minimising the 
risk, 

• The availability and suitability of ways to eliminate or minimise the 
risk; and  

• After assessing the extent of the risk and the available ways of 
eliminating or minimising the risk, the cost associated with available 
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ways of eliminating or minimising the risk, including whether the 
cost is grossly disproportionate to the risk. 

Residual Risk The remaining level of risk once a risk control has been applied. 

Risk Risk is the effect of uncertainty on objectives. It is a chance of something 
happening that will impact event objectives. Usually measured in terms of 
likelihood and consequences. 

Risk Score Risk Score = likelihood score x consequence score 

Stakeholders 

 

People and organisations that may affect, or be affected by, or perceive 
themselves to be affected by, a decision or activity that relates to an event. 

Workers Under the HSWA, workers include: 

• Employees, 

• Contractors and subcontractors, 

• An employee of a contractor or subcontractor, 

• An employee of a labour hire company who has been assigned to 
work in the person’s business or undertaking, 

• Outworker, 

• An apprentice or trainee, 

• A student gaining work experience, 

• Volunteers; and 

• A person of a prescribed class. 
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