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 SUMMARY 
This Code of Practice is to assist University staff and students who are planning an event by 

providing guidance on safety arrangements, event notification and licensing, and 

communication with other University departments.  It is intended primarily, but not 

exclusively, for events on campus. 

An event is function or activity which has the potential to have an impact on students, staff, the 

general public or normal university operations in relation to food safety, health and safety, 

licencing, car parking, security, university grounds or premises or the University’s reputation.   

For the purposes of this Code it includes: 

 Christmas and Summer balls 

 Social and charity events

mailto:event.notification@reading.ac.uk
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Figure 1 Event notification and approval process  

 

 

Notwithstanding the notification process, organisers remain wholly responsible for the 

organisation and safety of the event. 

 

Event 
Planning

• Event organiser completes event notification form.

• Event safety organiser completes risk assessment.

• Where relevant, organiser completes forms for temporary 
electrical installation and/or permit to dig.

• Event notification form & risk assessment submitted a 
minimum of 28 days before event to 
event.notification@reading.ac.uk to notify the  university for 
the proposed event.

Event 
Comments

• Event notification form and risk assessment circulated to 
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 INTRODUCTION 
This Safety Code of Practice sets out the requirements for holding events on campus.  It is 

 

mailto:event.notification@reading.ac.uk
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and Safety Services and a member of University staff may need to be designated to remain 

available on-call if required. 

In addition the designated manager will: 

 attend to any relevant licensing requirements 

 inform other relevant university departments, 
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Type of function the presence of one of the 

following activities (or 

Similar) REGARDLESS OF 

NUMBER OF PERSONS 

OR Number of attendees 

required for NOTIFICATION  

Any event that presents an 

environmental risk which could impact 

upon the University grounds (including 

hard surface areas, roads, car parks, 

land, water or air)  

Use or storage of 

diesel/petrol for generators, 

powered/hydraulic 

machinery or other uses. 

Additional waste services 

required (e.g. skip hire) 

Use of hazardous 

substances 

Potential discharge of 

substances to drains 

Potential for littering. 

 

The event notification must be made using the Event Notification Form available from Health & 

Safety Services.  

Guidance:  

The event notification form can be downloaded from the H&SS website at: 
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Guidance:  
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 Training 

http://www.reading.ac.uk/internal/health-and-safety/resources/hs-resources-forms.aspx
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 First Aid 
Adequate first aid provision must be made (see Safety Code of Practice 8). In most circumstances, 

a minimum of one first aid point will be required for large or high risk events, such as graduation 

ceremonies, Christmas balls, or firework displays. Event organisers must not assume that building 

first aiders will be available; they may need to make special provision.  

For large events the provision of a quiet recovery room (“chill out” area) located away from the main 

centre of the event is advisable.   

 Security 
For detailed security aspects the University Security Services Manager should be contacted 

(extension 6967).  The following general aspects may need to be considered depending on the 

type of event: 

 parking and traffic issues 

 crowd control 

 exclusion of unwanted visitors (gate-crashers i.e. people without an invitation/ticket) 

 offensive weapons 

 drugs and illegal substances 

 management of security personnel 

 security of cash and monies 

 dealing with drunken or potentially violent people 

Large events may attract the attention of specialist Police units. 

Where specialist security firms are employed to provide experienced stewards the remit of the firm 

must extend to cover any difficult situations that may develop both immediately outside - as well as 

inside - the event.  Any security organisation employed must be registered under the Security 

Industry Training Organisation (SITO), have insurance cover to £10 million pounds and carry out a 

risk assessment for their activities.   All staff whom they send to the event must be SIA licensed; 

proof of this must be obtained. 

 Food provision 
At all official University events the food should be supplied by Catering Services or a supplier 

approved by Procurement.  For small unofficial social and charity events involving the supply of low 

risk food, Safety Note 53 should be followed.  

Where university suppliers are unable to provide the catering then alternative suppliers may be 

used in line with Procurement policy. Any food supplier must be a Registered Food Business and 

have a minimum of a 3 rating on the National Rating Scheme run by the Food Standards Agency. 

Further checks can be carried out on request by Health and Safety Services to ensure the catering 

suppliers have a high standard of food hygiene.  

All food provided must not be injurious to health and/or unfit for human consumption.  This applies 

to food which is provided free as well as sold and applies in all circumstances except in a private 

domestic setting. Staff who are involved in serving food should be trained in food handling and 

hygiene. Organisers of events where food will be provided should consult Safety Guide 29 for more 

information.   
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equipment that is brought on to site should have received an inspection and test (PAT test) by a 

competent person and have a label or another method to prove this. Some dispensation on PAT 

testing may be given for portable electrical equipment owned by students – see Safety Code of 

Practice 12.  

The guidance on safe use of portable electrical extension systems in Safety Note 52 must be 

followed where appropriate. In particular any external cabling must be suitably protected against 

the ingress of water and other potential damage, and must be connected to a Residual Current 

Device (RCD).  

Normal and secondary (emergency) lighting 

All parts of the premises and external exit ways must be sufficiently illuminated to allow attendees 

to leave safely. Secondary emergency lighting is required so that if the normal lighting fails, the 

emergency lighting will automatically and immediately be brought into operation.   

Heating appliances 

No oil fired heating appliances - other than those forming part of the boiler installation - should be 

used in the premises. Ideally portable Liquefied Petroleum Gas (LPG) heaters should not be used in 

premises when members of the public are present.  If the use of LPG heaters is planned the 

approval of the University Fire Safety Adviser (extension 8282) must be obtained beforehand.  

Approval will not be granted unless heating appliances are guarded, fixed, and measures taken to 

prevent unauthorised persons having access to the controls or being able to approach sufficiently 

close to endanger themselves.  Every heating appliance should be sited a safe distance from 

combustible materials. 

Gas and oil appliances 

Gas appliances include equipment such as boilers, fires, cookers, etc. University owned equipment 

must be checked annually by a Gas Safe registered member of Estates Maintenance and a 

certificate of safety issued. Equipment brought onto university premises by contractors or others 

must have a Gas Safe safety certificate.  Oil fired installations must have evidence of an annual 

inspection by a competent engineer assigned by Estates Maintenance.  Operators/contractors 
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 A minimum distance of 6 

http://www.reading.ac.uk/buildingmaintenance/OurPoliciesandProcedures/bmaint-policies-and-procedures.aspx
http://www.reading.ac.uk/buildingmaintenance/OurPoliciesandProcedures/bmaint-policies-and-procedures.aspx
mailto:waste@reading.ac.uk
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Event title:    

Date:    

Pre-event approval  Yes  No  N/A 

Permission obtained from Head of 

Department/School/Unit/Hall 

Warden? 

  

  
Internal pre-event Notifications Yes  No  N/A 

Notification letter sent to:  
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Further details: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sketches, plans, etc: 
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Section 2 - Who may be at risk – tick the boxes of all relevant persons at risk 

Employees ✓ Contractors ✓ Students ✓ 

Children 
 

Visitors ✓ Special needs ✓ 

Section 3 - Risk controls – For each hazard identified in Section 1 and for the persons identified in Section 2, complete this section  

 

Hazard 

no. 

Hazard description Existing controls Risk level Further action needed 

High Med 
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Hazard 

no. 

Hazard description Existing controls Risk level Further action needed 

High Med Low 







Safety Code of Practice 33: Event Management, 5th Edition, October 2018 

©University of Reading 2018 32 October 2018 
 

  

 

Hazard 

no. 

Hazard description Existing controls Risk level Further action needed 



Safety Code of Practice 33: Event Management, 5th Edition, October 2018 

©University of Reading 2018 33 October 2018 
 

  

 

Appendix 3: Event Management - Contractors 
Competency Questionnaire 

EVENT MANAGEMENT - Contractors competency questionnaire 

Do you have a health and safety policy
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Appendix 4: Sanitary conveniences recommendations  
 

APPLIANCES MALES FEMALES 
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Appendix 6: Seating arrangements 
Seating arrangements will vary according to usage. Wherever possible, closely seated 

audiences should be avoided.   

1. Gangways and seating 

The occupant capacity of the area should be assessed when drawing-up gangway and seating 

plans - contact the University Fire Safety Adviser for advice (extension 8282).  Gangways and 

seating must be arranged: 

 to allow free and readily available direct access to exits; 

 gangways should not be less than 1.05 metres wide, and there should be no projection into the 

gangway throughout its entire length;  

�
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5. Peripheral seating  

Peripheral seating includes seating around a dance floor and does not need to be fixed provided 

that it comprises individual seats in not more than 3 rows, or it is random and not more than 

3 metres in depth. 

6. Indoor sports events 

Indoor sports events seating should be set out as in conventional and continental seating 

arrangements.   

7. Concerts and similar occasions 

Depending on the nature of the event, consideration needs to be given to hinged barriers.  Contact 

the University Fire Safety Adviser (extension 8282) for advice. 
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Appendix 7: Stage Requirements 
1. Stage requirements 

There are generally two types of stages: 

 separated stages - separated from the auditorium and the rest of the premises and have a 

safety curtain at the proscenium opening; and 

 open stages - which are not separated from the remainder of the premises. 

The stage should be constructed and arranged to minimise the risk of fire. For a permanent stage, 

the floor should be constructed of tongue and grooved boarding, and be sufficiently strong to 

support envisaged performances.  Suitable plywood is also acceptable. 

For concerts and similar occasions, consideration may need to be given to the height of the stage 

or safety barrier to prevent access to the stage itself. 

There should ideally be two exits from the stage, and at least two exits from the stage basement, 

one of which should be independent of the stage. All other associated areas - such as dressing 

rooms and lighting galleries - should have adequate means of escape.   

Safety curtain 

A safety curtain needs to be robust, non-combustible, able to withstand damage, and act as a 

smoke seal.  It must also be capable of opening and closing within 30 seconds and be marked as 

the ‘Safety Curtain’. 
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