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Event Application & Risk Assessment Checklist 
Client Details 

Business name:  Key Contact:  

Phone number:  Email:  

Event name:  Event date:  

Under the Health & Safety at Work Act 2015 (HSWA), all Persons Conducting a Business or 
Undertaking (PCBUs) have a responsibility to manage risks associated with their work. This means 
that as the event organiser, you have certain obligations to ensure the safety of the workers 
working at your event, and the attendees attending your event. Ruapehu District Council (RDC), 
as the approving authority for your event, also have certain obligations, and need to be confident 
that you have a plan in place to manage the risks associated with your event.  

 
Please use this checklist to ensure you have covered off the required planning components for 
both your event application and your event risk planning and management.  
 
You may find this a useful checklist to ensure your application is complete, and the 
Permit team may request you to fill it out and submit with your application.  

  
Element  Check  

Yes NA 
Have you read the ‘RDC Event Organisers Guide’? ☐ ☐ 

Have you ensured that the event you intend to run meets any 
requirements set out in the guide? 

☐ ☐ 

Have you engaged with the team at RDC to ensure that the space you 
want to hold your event on is available, and suitable for your intended 
use? 

☐ ☐ 

Have you completed a copy of the ‘RDC - Event Risk & Hazard 
Identification Checklist’? This will ensure you are considering all the 
potential hazards and risks for your event. 

☐ ☐ 

Have you completed the ‘RDC Event in Public Spaces’ application form?   

Have you completed a copy of the ‘RDC – Event Risk Management Plan’? 
This is required as part of your application and should detail how you will 
be managing event based risks on your event site.  

☐ ☐ 

Have you planned how you will manage an emergency situation at your 
event? Use the ‘RDC – Hirer Information Sheet – Emergency Planning’ for 
more guidance how to plan for emergencies.  

☐ ☐ 

Have you read a copy of the ‘RDC – Event Risk Assessment Guide’? This 
will assist you in completing a risk assessment / risk register for your 
event, and help you plan how you will manage the risks your event may 
produce. 

☐ ☐ 
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Have you completed a ‘Risk Assessment’ for your event? You will need to 
provide this as part of your application.  ☐ ☐ 

If you have identified that you will be carrying out high risk works, such as 
building structures, using pyrotechnics, serving alcohol, working from 
heights etc, have you completed the relevant applications for each of 
these activities?  

☐ ☐ 

Do you have all permits and licences you are required to hold in order to 
carry out the event?  ☐ ☐ 

Do you have a copy of the ‘RDC – Event Site Rules for Hirers and 
Contractors’, and have you made a copy available to your contractors and 
suppliers who may be onsite?  

☐ ☐ 

Have you scheduled an all stakeholders briefing approx. 2 weeks out from 
your event to ensure all stakeholders are on the same page? ☐ ☐ 

Do you have the required $20 million of public liability insurance?  ☐ ☐ 
 

IDEAL EVENT PLANNING TIMELINE – MINIMUM TIMES 

 



Ruapehu District Council – Event Application & Risk Assessment Checklist   
 

Version 1.1             Page 3 of 3 

 Links to useful RDC resources:  

• RDC Event Organisers Guidelines 

• RDC Event Risk Assessment Guide 

• RDC Event Risk Management Plan Template 

• RDC Emergency Evacuation Plan 

• RDC Event Site Rules for Hirers and Contractors  

• Event Risk & Hazard Identification Checklist 

• Events in Public Places – Application Form 

• Temporary Road Closure Application 

• Special Licence 

• Special Licence – Public Notice for Large Events 

• Licence to Occupy 

• Blanket – Food Stalls for Events/Fairs/festivals 
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