
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ruapehu District Council 
 

Event Risk Management Plan 
[Template] 



Ruapehu District Council – Event Risk Management Plan - Template   

 

Version 1.1   Page 2 of 22 

 

 

Compiled by: Adam Lynch 

 
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 update logos 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. 
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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 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 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 risks 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 assess, control and monitor risks 
that have the potential to injure or harm. 
Missing text? how the approval process works, 

and the conditions that may be placed on your 
event.  

This document is an Event Risk Management 
Plan (ERMP) Template, designed to support 
events held in the Ruapehu District that 
require permits or licences to be issued by 
RDC.  

The ERMP is a practical plan that details the 
operational aspects of the event and considers 
the overall approach to risk management. This 
ERMP reflects regulatory requirements, 
Standards, guidelines, and best practice in risk 
management, for key elements of the event 
activity.  

Using this Event Risk 
Management Plan Template  
This ERMP template is split; containing 
information to provide context to the subject, 
as well as areas that define specific 
information relevant to the event in question. 
The majority of event-specific details should be 
captured in highlighted tables as per the 
example below: 

Location Number of first 
aiders 

[Enter detail here] [Enter detail here] 

This ERMP template should be populated by 
referencing the separate RDC Event Organisers 
Guide, which has been designed to support the 
ERMP contents. Where risks are identified, 
they should be assessed as per the standalone 
RDC Event Risk Assessment Guide and included 
in your risk assessment table.  
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1. Event Overview 
1.1. Brief overview  

Event Name:  

Date:  

Location:  

Brief description of the event 

 

 

 

Key timings Time:  

Bump-in Start: [Date] 

Event Start: [Time] 

Event Finish: [Date]  

Bump-out Finish: [Time/Date] 

Event Manager / Organiser  

Organisation:  

Name:  

Mobile:  

Email:  

Anticipated Attendance:  

How are you tracking attendee 
numbers (i.e., selling tickets, invite 
only, open to the public and no 
tracking in place)   
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1.2. Site Map / Plan 
[Insert overview site map/plan/s for event]  

Please include: 

• Entry and exit points (inc any emergency egress points), 

• Waste facilities, 

• Toilet facilities, 

• Food providers (if applicable); and 

• Amusement device locations (if applicable). 
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2. Scope & Risk Management  
2.1. Scope 
This ERMP applies to the management of risk of the event operational activities for the full period of 
the event activity, inclusive of the bump-in (set up), event delivery, and bump-out (pack up) periods. 

The ERMP will support, and is supported by, a suite of planning documents that are to be used to 
deliver a safe and successful event, which include the: 

• RDC Event Organisers Guide; and  

• RDC Event Risk Assessment Guide for Event Organisers.  

2.2. Standards & Frameworks  
In order to complete this Event Risk Management Plan and the Risk Assessment for the event, a key 
Standard should be followed to ensure all aspects of risk and safety are considered: .  

AS ISO 
31000:2018 Risk 
Management 
Guidelines  

 

AS ISO 31000:2018 Risk management – Guidelines, hereafter ISO 31000, is the 
New Zealand Standard (NZS) and the International Standard (ISO) for managing 
risk. ISO 31000 provides a common approach to managing any type of risk and 
is not industry or sector specific, so can be customised to any organisation and 
its context. ISO 31000 can be used throughout the life of the organisation and 
can be applied to any activity, including decision-making at all levels. 

ISO 31000 defines risk as, “effect of uncertainty on objectives” and risk 
management as, “coordinated activities to direct and control an organization 
with regard to risk”.  

2.2.1. Risk Assessment 
Using the ISO 31000 guide, and the RDC Risk Management Framework, an Event Risk Assessment 
(ERA) has been developed. This should be used by the event organiser as the basis for assessing the 
specific risks of their event. The ERA is provided in an Excel spreadsheet and the event organiser is 
required to edit the document based on the risks that are relevant to their event. The ERA contains 
the following columns, with a brief explanatory note provided for each term below: 

• Hazard – source of potential harm, 

• Risk Description – structured statement of risk, 

• Consequence Description – outcome of an occurrence affecting objectives, 

• Risk Management Plan and Controls – measure that is modifying risk, 

• Residual Consequence – outcome of an event affecting objectives after risk treatment 
(control), 

• Residual Likelihood – chance of something happening after risk treatment / control, 

• Residual Risk Rating– risk remaining after risk treatment / control; and 

• Current Status – either open or closed. 
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3. Work Health & Safety 
Everyone has a role in the health and safety of workers and others in the workplace. This includes: 

• ‘Persons conducting a business or undertaking’ (PCBU) such as an employer, 

• Officers, such as owners or operators of a small business, individuals who make significant 
decisions in a business, or those who can affect a business’s financial standing; and 

• Workers and others in the workplace. 

You should consult the document ‘RDC Event Organisers Guide’ before completing this ERMP, as the 
guide contains the expectations of RDC for each point below. The table below contains event specific 
details pertaining to these elements that need to be completed for this Event Risk Management Plan.  

Consultation List 

(Persons 
consulted in the 
creation of this 
plan) 

 

 

 

 

Stakeholder Contact Name Consulted 
with? 

Date Consulted  

RDC   ☐  

Emergency Services   ☐  

Landowners e.g., 
private venues or 
committees of 
management 

 
☐ 

 

Contractors  ☐  

Partners / Sponsors  ☐  

First Aid 

(Details of 
medical services 
for this event) 

 

First aid provider for this event:  

Contact details Contact name: 

Contact phone: 

Has a plan been provided? Yes/No/NA 

First Aider positions and numbers on site for the event: 

Location Number of first 
aiders 

Equipment Timing 

    

    

    

    
 

https://www.safeworkaustralia.gov.au/glossary#pcbu


Ruapehu District Council – Event Risk Management Plan - Template   

 

Version 1.1   Page 9 of 22 

Electrical Safety The qualified electrical works contractor(s) engaged for this event will be: 

Company Contact name Phone number Licence details  

    

    
 

Plant  

(i.e. forklifts, 
EWP, cranes etc)  

The following plant is expected at this event: 

Location Plant type User Who is managing? 

    

    

    
 

Structures The following structures are expected at this event: 

Location Structure type Contractor Has a building consent 
been granted? 

   Yes/No/NA 

   Yes/No/NA 

   Yes/No/NA 
 

Crowd Control Please outline your crowd control plan in this section. If you have significant risks 
associated with your event and crowd control, you will be required to provide a Crowd 
Control Plan, prepared by a suitably qualified security professional.  

 

 

 

Communications  Events rely on successful communication systems to ensure all members of the event 
team can communicate effectively, and that any incidents, accidents or emergencies can 
be effectively managed. Please outline the communications system in use at your event:  
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4. Event Risk Management  
4.1. Event Specific Risks & Treatments  

Specific physical 
hazards 

Specific hazards for this event will be listed in the Event Risk Assessment (ERA), with 
appropriate treatments or controls assigned to them.  

Water / fall risks 

 

Any area of an event site that goes near a body of water, or close to a fall hazard 
(i.e., cliffs), will be highlighted in the ERA and appropriate controls and treatments 
applied. Events with activities taking place on water will be required to provide a 
separate Water Risk Management Plan. 

Emergency service 
access 

Clear access for emergency services to all areas of the event site and any staging 
areas must be maintained. This will be captured in the ERA for appropriate risk and 
hazards.  

Comms Plan A Communications Plan should be in place for the event. This should be outlined in 
this ERMP.   

Lost children  Where an event has children in attendance, a Lost Children Plan should be in place, 
and appropriate risks and treatments recorded in the ERA.  

5. Contractor Safety  
5.1. Contractor Safety  
Contractors, and their subcontractors, must be proactive in identifying hazards, assessing risks and 
controlling those risks while on site. 

Events may engage contractors, and organisers will require evidence from those contractors that they 
have assessed the hazards and risks involved with the contract works, considering how those risks will 
be eliminated or managed. 

If any of the following activities occur onsite, they should be recorded here, to allow implementation 
of appropriate plans: 

• High Risk Work (HRW) requiring a HRW Licence, except for possible forklift operations; 
and/or 

• High Risk Construction Work (HRCW) requiring a Safe Work Method Statement (SWMS).  

Type of work Contractor  Location Who is managing? 

    

    

    

All contractors working on an event site must complete the Event Site Induction. The Event Manager, 
or their delegate, is responsible for confirming that each member of the workforce has completed the 
online induction.  

*Note: If extenuating circumstances exist that prevent a contractor completing the online induction 
ahead of event day, paper versions will be made available onsite. This should be relied upon only as a 
last resort however, because relying on paper-based records makes it considerably more challenging 
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to ensure that all relevant permits and paperwork are in order, which can significantly delay event 
bump-in.  

6. Incident & Hazard Reporting  
As hazards are a source of potential harm, if they are not treated with controls, they give rise to risks 
to all stakeholders. Reporting hazards and incidents is a crucial role of all members of the event 
workforce. All hazards and incidents, including near misses, that occur at event site, must be reported 
to the Event Manager. 

Further information can be found in the Appendices.  

7. Emergency Management & Response  
Further details regarding the makeup and responsibilities of an emergency management response 
plan can be found in the Event Organisers Guide, and the Hirer Information Sheet – Planning for 
Emergencies.   
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Appendix A: Risk Framework Process 
A separate Event Risk Assessment / Risk Register will be kept alongside this document. Refer to the 
“Event Risk Assessment Guidelines (External)” document for completion instructions. 
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Appendix B: HSW Elements  
The following list breaks down key elements of best practice, and legislative HSW processes.  

Element Description 

Managing HSW 
Risks 

 

The HSW legislation in New Zealand requires those persons with a duty 
imposed on them, to ensure health and safety by: 

• Eliminating risks to health and safety, so far as is reasonably 
practicable; and  

• If it is not reasonably practicable to eliminate risks to health and 
safety, to minimise those risks so far as is reasonably practicable. 

The term reasonably practicable is taken to mean what is, or was, reasonably 
able to be done in relation to ensuring health and safety, taking into account 
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:  

o The hazard or the risk;  

o Ways of eliminating or minimising the risk; and  

• 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 
ways of eliminating or minimising the risk, including whether the cost 
is grossly disproportionate to the risk. 

Information & 
Training / 
Induction 

 

Providing workforce with appropriate information and training is essential to 
effectively managing risk and is called for under the HSWA 2015.  

The Event Manager, or their delegate, is responsible for confirming that each 
member of the workforce (including volunteers) has completed a site 
induction.  

Hazardous 
Manual Handling 

 

Hazardous manual handling is a task requiring a person to lift, lower, push, 
pull, carry or otherwise move, hold or restrain, anything involving one or 
more of the following: 

• Repetitive or sustained force, 

• High or sudden force, 

• Repetitive movement,  

• Sustained or awkward posture; and/or 

• Exposure to vibration. 
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Element Description 

These hazards directly stress the body and can lead to an injury, which may 
cause musculoskeletal disorders (MSD). These are the most common 
workplace injuries across New Zealand. 

The Event Manager or delegate should provide information to the workforce 
about safe manual handling procedures in the workforce induction. 

Falls Falls from height can cause significant injury.  

If works at height are required, it is expected that the provider/contractor 
carrying out this work will undergo a full review of the work prior to starting 
and will include completion of a JSA/SWMS or similar to the satisfaction of 
RDC.  

Trips One of the most frequent risks experienced at event sites is slips, trips and 
falls. These incidents primarily involve participants running or walking 
through the event site, but may also include members of the workforce 
slipping, tripping and falling. The resulting injuries may range from minor cuts 
and grazes requiring only first treatment, to more serious falls requiring 
hospital treatment. 

Appropriate treatments, including pre-event inspections should be included 
in the risk assessment.  

Forklift Safety 
Requirements See Appendices for safe forklift use guide. 

Hazardous 
Chemicals For full details, and access to a Chemical Register, refer to Appendices.  

Working 
Environment  

 

The physical work environment at the event site location is an outdoor space, 
which is being used temporarily for the period outlined in the Event Details 
section.  

The event organiser will provide the event workforce with access to toilets 
and drinking water and where appropriate, small temporary shade structures 
will be used to protect workforce from the elements. Given the outdoor 
nature of many of the events in the Ruapehu District, the effects of weather 
on the workforce have been considered. 

The event owner will monitor the weather forecast and if extreme weather is 
forecast for the event day, that could delay or cancel the event, the Event 
Manager should liaise with the RDC team to discuss.  

Personal 
Protective 
Equipment (PPE) 

 

Personal Protective Equipment (PPE) refers to anything used or worn to 
minimise risk to workers' health and safety. Based on the hierarchy of 
controls, PPE is the least effective and reliable control as it does not control 
the hazard at the source but instead relies on human behaviour and 
supervision. Types of PPE include: 

• Safety boots 

• Ear plugs 

• Respirators 

• Safety harnesses 
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Element Description 

• Face masks 

• Gloves 

• Goggles 

• Hard hats 

• Safety shoes 

• Sunscreen 

• High visibility clothing 

Consultation 

 

The HSWA requires a level of consultation with relevant stakeholders to 
manage HSW hazards and associated risks. Consultation is a two-way process 
of informed communication between the organisation and its stakeholders 
on an issue, prior to making a decision or determining a direction on that 
issue. It is crucial that the event owner consults with those stakeholders that 
are either responsible for creating risks, and/or are responsible for managing 
them. See consultation list for details.  

First Aid Providing immediate and effective first aid to workers or others who have 
been injured or become ill, may reduce the severity of the injury or illness, 
and in some cases, could mean the difference between life and death.  

Electrical Safety 

 

The event owner and its contractors are required to protect all members of 
the workforce, participants, and members of the public, from risks associated 
with electricity.  

The potential consequences of using electricity make it important that all 
electrical work is performed in accordance with all relevant regulations and 
standards. Whilst limited electrical equipment will be utilised at the event 
site, it is important that any electrical works are carried out in a safe manner. 

Electrical 
Infrastructure 

 

Where electrical infrastructure is required, the event owner will engage a 
qualified and reputable supplier for the safe installation of appropriate 
temporary electrical infrastructure for the event. All electrical equipment 
should be installed considering the event’s location, event conditions and the 
forecasted weather. All electrical equipment should have appropriate 
residual current devices (RCDs) and weather protection. 

Inspection and 
Tagging 

All electrical equipment which is used on site including but not limited to 
electrical leads, portable power tools, junction boxes and earth leakage 
devices used for the event, must be tested and tagged by a suitably qualified 
person. 

Responsibility of 
Operators and 
On-Site Suppliers 

 

It is the responsibility of activation/stall operators, contractors and suppliers 
to ensure that where electrical works are carried out: 

• All portable equipment is tested and tagged, 

• Equipment is only used for the task it is intended for,   

• All electrical faults, failures or defects are reported to someone in a 
position of authority, 

• All devices are tested on a portable residual current device before 
use, 

• Extension leads are unrolled whilst in use, 

• All equipment is inspected for superficial signs of damage,      
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Element Description 

• “Do not use” or “unsafe” tags/stickers are attached to faulty 
equipment; and        

• Lead plugs are removed from their socket appropriately (i.e., not 
pulled by the lead). 

Electrical Safety 
Guidelines 

 

The following guidelines will be implemented and followed at the event site: 

• Any electrical equipment which has not been tested and tagged by a 
suitably qualified person will not be permitted for use, 

• All electrical equipment used during an event will be always 
connected to an Earth Leakage protection device; and 

• Where practicable, all electrical leads will be kept off the ground on 
insulated hangers or on insulated lead stands.  If they must be run 
along the ground, they will be placed in cable trays and positioned 
away from walkways. 

Plant 

 

Plant includes machinery, equipment and appliances such as:  

• Cranes, 

• Mobile Elevated Work Platforms (MEWP), 

• Forklifts; and 

• Amusement devices. 

There are significant risks associated with using plant and severe injuries can 
result from the unsafe use of plant including:  

• Limbs amputated by unguarded moving parts of machines, 

• Being crushed by mobile plant, 

• Sustaining fractures from falls while accessing, operating or 
maintaining plant, 

• Electric shock from plant that is not adequately protected or isolated; 
and  

• Burns or scalds due to contact with hot surfaces, or exposure to 
flames or hot fluids.  

  



Ruapehu District Council – Event Risk Management Plan - Template   

 

Version 1.1   Page 17 of 22 

Appendix C: Hazard & Incident Reporting  
Hazard Reporting 
The event should have a process in place for the identification, recording and analysing of incidents 
and hazards. When a hazard has been identified, it should immediately be reported to the Event 
Manager or their delegate, by radio or by mobile phone. If it is safe to do so, the person reporting the 
hazard should also seek to manage the risks associated with the hazard. For example, if a pothole is 
identified as a slip/trip/fall hazard, the person who identifies the issue could position themselves 
adjacent to the pothole to prevent event participants walking / running into the area. 

Prior to the event starting, the Event Manager, or his/her delegate, should complete a Pre-Event 
Checklist as a proactive hazard and risk identification measure.  

Incident Reporting  
New Zealand WorkSafe regulations require that the employer notifies their regulator of certain types 
of workplace incidents, referred to as notifiable incidents, which are: 

a. The death of a person—whether an employee, contractor or member of the public, 

b. A serious injury or illness; or 

c. A dangerous incident that exposes any person to a serious risk, even if no one is injured. 

Notifiable illnesses, injuries and incidents may include: 

 

Notifiable illness Notifiable injury Notifiable incidents 

• An illness that requires a 
person to be admitted to 
hospital for immediate 
treatment  

• Contracting a serious infection 
• An illness 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) 

• A fall 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. 

 

If a notifiable incident occurs, the Event Manager or their delegate must complete these actions in 
order: 

1. Call 111 if there is an immediate risk to life, 

2. Immediately notify WorkSafe NZ, 

https://www.worksafe.govt.nz/notifications/notifiable-event/#:%7E:text=Phone%200800%20030%20040%20(24,of%20an%20emergency%2C%20phone%20111.
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3. Preserve the incident site until an inspector arrives or directs otherwise,* 

4. Complete an Incident Report Form; and 

5. Report the incident to the RDC. 

* This does not prevent any action to help an injured person or make the site safe. 

If a notifiable incident occurs and if requested by the regulator, the event owner must submit a written 
notification to WorkSafe NZ within 48 hours of the incident. 

 

Regulator Telephone Website 

WorkSafe New Zealand 0800 030 040 www.worksafe.govt.nz  

  

http://www.worksafe.govt.nz/
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Appendix D: Insurance Certificates  
Any relevant insurance Certificates of Currency should be added here.  
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Appendix E: Hazardous Chemical Register 
Template  
A hazardous chemical register is a list of all hazardous chemicals stored, handled or used at a 
workplace. The Safety Data Sheets (SDS) of the hazardous chemicals must be included with the 
register. The register must be readily accessible to all workers involved in the use, storage and 
handling of the hazardous chemicals at the workplace. 

Regulations in NZ require all hazardous chemicals that are stored, handled or used at a workplace to 
be listed on the register except where they are: 

• In-transit (not used in the workplace and are not kept in the workplace for more than five 
consecutive days); or 

• Consumer products (packed primarily for use by a household consumer and used in the 
workplace in a way that is consistent with normal household use). 

Chemicals that are not hazardous do not need to be included on the register. 

This template is provided to help businesses develop registers that meet the requirements of the 
HSWA. The layout used here is an example; you are encouraged to adapt the template as necessary 
to suit your workplace. Your register can also be an electronic document, so long as it is readily 
accessible to workers. 

Of the information in the template below, only the chemical names are mandatory. The other 
information presented in the template is optional, however suggestions are included for useful 
information that can help keep workers safe. You may also amend the register template to include 
additional information, such as: 

• Dates chemicals arrived on worksite, 

• Any codes or numbers used to identify chemicals at your workplace, 

• Information about the chemicals’ hazard profile (such as GHS and Dangerous Goods Classes); 
and 

• The intended use of the chemical at the workplace. 

Event:  
 

Date reviewed: 

Worksite: 
 

Contact Person: 

Name of 
chemical 

Issue date of 
SDS 

Quantity Location Comments  

Example: Ethanol 19/02/2019 10l Flammable liquid cabinet, 
Storage Room 1 

Solvent for paints 
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Appendix F: Emergency Control Organisation 
(ECO) Register  

 

ECO Role 

 

First Name Last Name Mobile Phone 

Chief Warden    

Communications Officer    

Warden    

Warden    

Warden    

First Aid    
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Appendix G: Safe Forklift Use Guide 
• The following safe work Procedure has been developed, and must be followed, for the 

operation of forklifts at event locations. 

• Appropriate PPE must be worn by all forklift operators (steel cap shoes, high-visibility 
clothing and hearing protection). 

• Ensure that the ground in the area of operation is clear of obstructions. 

• Forklift operational guidelines and license conditions must be followed at all times. 

• Prior to operation, the operator should take time to familiarise themselves with: 

o The operational area, 

o The forklift operations and controls; and 

o The forklift manufacturer’s machine operation guide (as located on the forklift). 

• Loads being lifted must be within the safe working capacity of the forklift. 

• Seatbelts must be worn by operators at all times whilst operating the forklift. 

• Visually inspect load and report any hazards identified. 

• Forklifts are only to be used with an authorized spotter, also wearing appropriate PPE. 

• Forklifts must not be driven any faster than walking pace. 

• Beacons must be operational and on at all times of forklift operation. 

• Forklift drivers must carry a valid forklift license at all times whilst operating forklift.
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