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Events Safety Policy 



Synopsis 
This Policy set out the University’s arrangements for the management of those events which are held under the auspices of the University, but which do NOT form part of the University’s normal academic or administrative business.
These ensure that the University can fulfil its legal obligations regarding the general health and safety of members of staff, contractors and members of the public at these events.






Approval 
Approved by: SMT
Date:  February 2025

	
Revision Record

	Issue
	Date
	Reason for Review

	Draft 1
	July 2022
	New document for consultation

	Rev 1
	December 2025
	Comments from H&S Cttee members. 
· Inclusion of definition of an Events Safety Coordinator in Definitions.
· Removal of reference to Events Stewards.
· Inclusion of ‘activities involving members of the public or external parties’ to the definition of events.
· Inclusion in the scope “subject to event venues’ arrangements for events held in external venues”.
· Remove the section on planning and managing events from the policy and include it in the guidance document.

	Rev 2
	Jan 2025
	Subject to amendments from SMT
· Removing reference to home baked foods.
· Change the tone and replace the word ‘must’ where applicable.
· Including fire safety and evacuation responsibilities of the event organiser.
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1.0 [bookmark: _Toc190696350]Purpose of the Policy
The purpose of this policy is to ensure the health, safety, and well-being of all participants, attendees, staff, and contractors involved in events organised by or held on University of Aberdeen premises. This policy sets out a structured approach to managing risks associated with university events to ensure legal compliance and to promote a culture of safety and responsibility, to protect people, property, and the environment by providing clear guidelines for the planning, management, and approval of events, aligning with best practices and legislative requirements. These events would not be events that form part of the University’s normal academic or administrative business.

2.0 [bookmark: _Toc190696351]Scope of Policy
This policy applies to:
· All events held on University of Aberdeen property, or any off-campus locations organised by university staff, Aberdeen University Students Union (AUSA) staff, students, or external parties that are not directly related to the University’s normal academic or administrative business.
· Events include, but are not limited to, conferences, festivals, performances, sporting events, workshops, fairs, public lectures, Open Days, Offer Holder Days, Welcome Week activities, Graduation, and student society events.
· All staff, students, contractors, suppliers, visitors, and members of the public attending or participating in these events.
· Not directly related to the University’s normal academic or administrative business.

This policy applies to both small and large-scale events, and it should be considered from the initial planning stage to the conclusion of the event, including set-up, delivery, and breakdown.

University of Aberdeen staff organising or taking bookings for any event is required to read this policy in conjunction with the other policies, referenced in Section 8.

3.0 [bookmark: _Toc190696352][bookmark: _Hlk113360846]Definitions
	[bookmark: _Hlk113360851] Term
	Definition

	Crowd
	A crowd is a large group of people gathered in a particular location for a specific purpose/event. They may be stationary or mobile and can include individuals of various ages, background and behaviours which may impact crowd management strategies posing safety risks like overcrowding, stampede, panic especially in emergency situations.

	Crowd management
	Crowd management involves implementing procedures, measures, and strategies – such as capacity planning, flow control, emergency procedures and security – to organise and control the movement, behaviour and safety of event attendees. It minimises risks, maintains order and ensures a safe, comfortable and positive experience.

	Event
	Any planned public or social gathering, activity, occasion or occurrence, whether indoors or outdoors, including those held out with University of Aberdeen premises, organised by or on behalf of the University of Aberdeen, including third-party events, such as weddings, on university premises.
Events held on Campus or on an of the University of Aberdeen sites is subject to the University’s policies and arrangements. Events held outside of the University owned premises are subject to the arrangements of the venue where it is being held.
(As identified above, only events which do NOT form part of the University’s normal academic or administrative business).

	Event Safety Coordinator
	The Event Safety Coordinator is appointed by the event organiser for third party events or large events to assist with responsibilities, such as making decisions required, for example in student organised events. The event safety coordinator will also manage the health and safety responsibilities of an event, including first aid, Fire risk assessment and events risk assessment. 

	Event Organiser
	The individual, either current student or staff member, or third party in the case of events that are independent of the University but held on University owned premises; responsible for planning, coordinating, delivering, and managing the event. (An event organiser is required to be a named individual).

	Risk assessment
	A systematic process of evaluating potential risks that may be involved in an event, including threats to health, safety, property, and the environment.

	Hazard
	Any source of potential harm or adverse health effect on a person or persons.

	Control Measures
	Actions implemented to eliminate or reduce risks to health and safety at events.

	Contractor
	Any third-party entity or individual hired to provide goods or services during the event.

	Permit to Work
	Authorization required for specific high-risk activities or work carried out during an event (e.g., electrical work, rigging).



4.0 [bookmark: _Toc190696353]Legislative Requirements 
The University of Aberdeen is committed to ensuring that all events are conducted in accordance with the following legislative requirements:
· Health and Safety at Work Act 1974 (UK): Ensures that employers are responsible for the health, safety, and welfare of their employees and others affected by their activities.
· Management of Health and Safety at Work Regulations 1999: Requires event organisers to conduct risk assessments, manage hazards, and implement effective control measures.
· Occupiers’ Liability (Scotland) Act 1960: Governs the responsibilities of the university as an occupier of land and buildings with respect to safety on the premises.
· Fire (Scotland) Act 2005: Ensures that appropriate fire safety measures are in place for events.
· Control of Noise at Work Regulations 2005: Regulates noise levels to prevent hearing damage to employees and event attendees.
· Equality Act 2010: Ensures the event complies with accessibility and non-discrimination requirements and to fulfil the University’s duty to eliminate unlawful discrimination against certain groups, and advance equality of opportunity between groups. 
· Martyn’s Law: Officially known as the Terrorism Protection of Premises Bill, expected to become law in spring of 2025 will require public venues to implement measures to enhance preparedness and protection against terrorist attacks. The law introduces a tiered model based on venue capacity, with specific obligations for standard and enhanced tier premises. This policy needs to be read in conjunction with the law on this legislation when it comes into force.
· Licensing (Scotland) Act 2005: Sets out the framework for the sale of alcohol including key provisions such as licensing objectives, types of licences and operating plans
· Civic Government (Scotland) Act 1982: Governs licences including but not limited to Public Entertainment Licences.

5.0 [bookmark: _Toc190696354]Responsibilities
5.1 [bookmark: _Toc190696355][bookmark: _Hlk116304484]University Court
The University Court has ultimate responsibility for overseeing health, safety and wellbeing matters at the University. As such, they should seek assurance that appropriate risk control measures are in place and acted upon in relation to activities across the University that could give rise to significant risk. They should be aware of significant health and safety risks across the University.
5.2 [bookmark: _Toc190696356]Senior Management Team
The Senior Management Team (SMT) has delegated authority from the University Court and as such, should seek reassurance that appropriate risk control measures are in place, are being implemented and that those with risk management and assessment responsibilities are trained and competent. 
5.3 [bookmark: _Toc190696357]Heads of Schools/Departments
Heads of Schools or Department are responsible for ensuring that events organised by their teams comply with the university's event safety policy, risk assessments are conducted properly, and satisfactory arrangements are in place within their Schools/Departments ensuring that events are properly planned and managed to ensure the health and safety of all involved. 
5.4 [bookmark: _Toc190696358]Event Organiser
The event organiser is responsible for ensuring that overall safety at the event is maintained so that as far as reasonably practicable, people setting up, breaking down and attending the event are not exposed to risks to their health and safety. They should guarantee the safe planning, management, and execution of the event, including the completion of risk assessments, implementation of control measures, and ensuring the safety of all participants and attendees. The event organiser could also be the event safety coordinator, or the event organiser may wish to appoint another person to take on that role.
If the event organiser is a student, they are to be supported by a named events safety coordinator from their School. Also, if the event organiser is a student who is doing so on behalf of an affiliated Aberdeen University Students Association (AUSA) sports club, society, group or forum, they will be supported by the AUSA Events & Fundraising Co-ordinator. Joint responsibility and liability between AUSA and University of Aberdeen may be required depending upon the department or facility accepting and processing the booking.

They are also required to support the University in fulfilling its statutory obligations by ensuring compliance with university policies and legal requirements. This includes:
• 	Notifying the University of any events they are organising.
• 	Providing relevant details of the event or speaker within the required timeframe.
· Implementing any actions that may be required by the University in order to ensure the event runs peacefully and lawfully. 
· Preparing a fire evacuation strategy and taking responsibility for fire evacuation of the areas they are occupying.
The event organiser will provide members of staff and others with relevant information on any risks to their health and safety and ensure the competence of staff to undertake their role safely.
The event organiser is responsible for submitting accurate and timely room booking requests to the relevant space owner (if the event is to be held on University of Aberdeen’s premises), e.g. Central Timetabling Team (for events in centrally managed space). 

If appointed by the event organiser, the Event Safety Coordinator will manage the health and safety responsibilities outlined above
5.5 [bookmark: _Toc190696359]Health and Safety Advisers
The University Health and Safety Advisers provide guidance and support to event organisers on health and safety matters throughout the event planning and execution stages. This includes 
· identifying potential hazards,
· ensuring compliance with relevant safety regulations, 
· conducting safety inspections, and 
· advising on corrective actions to mitigate hazards and ensure a safe environment for all attendees, staff, and participants. 
[bookmark: _Hlk179967557]They are responsible for advising on risk assessments for events and providing guidance where necessary.
5.6 [bookmark: _Toc190696360]Contractors and Suppliers
Where appropriate, when event organisers use external contractors and suppliers for the provision of services and equipment, through the University’s procurement procedures, the event organisers will ensure that they meet relevant health and safety standards and have the appropriate public liability insurance in place. 
The contractors and suppliers are required to provide risk assessments and method statement/safe systems of work for their activities. They are responsible for following all relevant health and safety procedures as outlined in this policy and ensuring their staff are trained and competent to work safely.
5.7 [bookmark: _Toc190696361]Campus Catering Services
Unless it has been prior agreed, all food and drink at events will be supplied by the University of Aberdeen’s Campus Catering Services or one of the University’s approved Catering Operators.  Food provided by staff must meet Food Safety Regulations including allergy advice. Food served must be consumed at the specified time in order to comply with catering regulations.
The University holds a number of Alcohol and Entertainment licenses for rooms and areas across the Campus.  The Event Organiser must ensure at all times that relevant legislation is followed.  The Conference and Events team and the Property and Asset Manager can provide advice to event organiser if required.
Where concession units are brought onto the event site these will be managed by the Conference and Events team.
5.8 [bookmark: _Toc190696362]Campus Services Event Coordinator
For large events or more complex events subject to risk assessment, and events organised by a third party such as weddings or external seminars and conferences held on University premises, there is a dedicated Event Coordinator who sits within the Campus Services Team. They are responsible for coordinating all aspects of an event and should be contacted at the beginning of the planning stage. They will communicate directly with the event organiser and provide an Event Schedule which should be filled out, signed and returned before an event can proceed.
5.9 [bookmark: _Toc190696363]Security Team
They Security team can provide back-up security advice and support for events and assist with emergency evacuation procedures. They will advise if an external security company needs to be utilised. They can provide advice on whether the security agency meets all the legislative requirements in accordance with the Private Security Industry Act 2001.
5.10 [bookmark: _Toc190696364]Event Attendees
In order to minimise the risk of injury or ill health at events, attendees are expected to comply with the instructions of the event organiser, follow the safety instructions provided during the event and report any hazards or incidents to the event organiser or university staff.

6.0 [bookmark: _Toc190696365]Approval of Events
· Risk-Based Approval: Events will be categorized as low, medium, or high risk based on factors such as size, complexity, and nature of the event. High-risk events (e.g., large gatherings, use of hazardous equipment) will require more detailed safety planning and guidance from competent advisers.
· Event Approval Process: Events must be approved by an appropriate person (Senior Manager or Head of School/Department) relevant to the risk associate with the event, subject to the risk assessment. In some cases, this may need to be escalated to the Chief Operating Officer due to the high risk nature of the event.
· Low-Risk Events: Can be approved at the department or school level if a completed risk assessment is submitted.
· Medium/High-Risk Events: Require submission to the appropriate Senior Manager or Head of School/Department for review at least 4 weeks before the event.
· External Events: Events hosted by external parties on university premises require approval from the appropriate Senior Manager or Head of School/Department, along with a signed agreement ensuring compliance with this policy.
· Post-Event Evaluation: After the event, organisers should review any incidents or near misses and document lessons learned to improve safety at future events. A post-event report may be requested for high-risk events.


7.0 [bookmark: _Toc190696366][bookmark: _Hlk113360859]References

	[bookmark: _Hlk113360863]Document Number 
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