RISK MANAGEMENT SOLUTIONS

Volume 4, Issue 1

MUNICIPAL FACILITIES AND SPECIAL EVENTS

Munlcipalities often provide thelr éitizens with special events sﬁc-h as fairs, paradeas, or displays of fireworks. These
svents -- whether the municipality or an outside organization sponsors them -- may creato liabliities and hazards .
that the municipality must cantrol, The following Is a chacklist that municipalities can use o ensure the safety of any

special events that they sponsor,

[YES T NO ] NA

ACCIDENT REPORTING AND INVESTIGATION
Procedures in place for reporting & Investlgating event-related accidents? - -
Appropriate municipal employses raceiva notification if an unsafe condition caused the :

accident?
Risk manager o safaly director receives a copy of the accident report?

ALCOHOL SALES

Servers meet age requirements?

Servers prohibited from drinking alcoholic beverages while on duty?

Servers trained in aleohol awareness techniques, state law and handling infoxicated
persons? ) S :

Servers check photo identification to verify that customers are of legal age?

Measures In place to deny entry to the event fo intoxicated persons?

Sale of alcohol to obviously intoxlcated persons prohiblted?

Steps in place to prevent participants from bringing alcoholic beverages to the event? s
the prohibition clearly posted? S ST :
Appropriate limits set for the size of containers In which event sponsors can serve aicohal? -
Limltestablished of no more than two drinks per paraon per alcohol sale? '
Times forthe beginning and end of alcohol sales designated and clearly posted?

Food available for purchase at the event o help participants absorb atcohol?

Sponsor encourages the use of deslignated drivers?. =~ 2w

Sacurity or law enforcement personnel avallable.fo-control unruly or Infoxicated persons’?-
Possesslon of appropriate licenses by alcohol eoncesslonaires verified? )
Sponsors who serve aicohol have adequate liguor liability Insurance and have named the
municipality as an addltional Insured? =~ . .. ' : ‘

1T

ik

AMUSEMENT RIDES AND CARNIVALS

Ride owners and operators in compliance with law regarding amusement rides?

Rlde owners and oparators have adequate llability Insurance?

Ride owner and operator's Hability policy names the municlpality as an additional insured?

Event sponsors have a qualified person inspect electrical ride: hook ups, wiring and cords
dally? e

Ride owners and operafors inspect rides daily for safety? Inspaction documented?

-{_Rlde operators receive proper fralning? Training documented?

Emergency equipment avallable i a ride malfunctions and a rescus of partlcipants
becomes necessary?

Ride owners and operators are abis to provide ride aceldent records for at least the past
‘ﬂ) years? _
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YES NO NA

Manufacturers’ instruction manuals available for each ride?

Ride owners and operators adjust and/or modify equlpment according o manufacturers’
recommendations?

Ride aparators racelve proper training? Training documented?

Emergency equipment available If a ride malfunctions and a rescue of participants
becomes necessary?

Ride owners and aperators are able to provide ride accident records for at least the past
two years‘?

ANIMALS

Animals allowed In the event area?
Event complles with local and state ordinances on leash and enclosure laws? 2
Participants permitted to interact with the animals (for example, a petting zoo)?
Animals accustomed to crowds and to anticlpated nolses al the event?
Animals accustomed to strangers handling them?
Approptiate safety measures In place to prevent injury to paricipants?
Animal enclosures located away from food preparation and dining areas? ' :
Adequate, clear routes to remove tha animals in place In case of emargency? -
Any of the anlmals known to be dangerous? Adequate steps taken to prevent contact
with particlpants? '
Animal frainer or handler on site at all times? 'Individual has appropnate training? |
Pravision in place that the anlimals’ owners must reimburse the municipality or property
owners for damage to trees, bulldings, shrubs, efc.?
Documentad proof from a qualified velerinarian of the health of the animals?
Written plans and informatlon from tha animals' owners that they will ensure sanitary
conditions'and will make adequate provisions for feeding, cleaning up and other needs?
Owners havs adequate eguipment?
| Animals' owners have arranged for emergency veterinary care?
COMMUNICATIONS
Means of communication in place between event sponsors, municipal departments,
police, fire, and EMS and any other necessary depariments or agencias?
Communicaifon system tested? Dally?
Event sponsors, volunteers, and employees know how to call for halp?
Telephone number for the Jocal weather bureau available? )
Emergency numbers posted consplcuausly? -
Sponsors, volunteers, and employees as well as municipal departments and emargency ! '
setvices have a list of the names and phone numbers of essential event sponsors?
Sponsors, employess and volunteers as well as municlpal depariments and emergency
services have complete and accurate maps of the event area?
Event sponsor and/or municlpality have designated a spokesperson to handle the
media if a serious Incldent oceurs?
Empioyees and volunleers know to direct aI! questions to the designated
spokesperson? -
CONTRACTS :
| Will any other parly than the municipality plan or handle the event?
If yes, does the contract clearly define each patty's rasponsiblliiles and obligations?
Have the appropriate parties drafted, reviewed, approved and signed contracts in
advance of the event?
Do the contracts include:

Indemnification/heold harmless provlsions’?

Municlpality, officers, employees included as additional Insureds?

Language requirlng sponsor compliance with anti-discrimination laws such as

the ADA?
Municlpality has a copy of the pollcy/policles?

mi T
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YES

NO -

NA

Alternate plans in place If munlicipality cancels or posipones event?

Deposit required for use of municipal facility/building?

Provislons in place to account for the sale of tickets, If any?

INSURANCE

MuNiCIPALITY

Munlcipality has contacted Insurance representative to obtain Information on special

avents coverage and/or to confirm appropriateness of coverage and limits?

OTHERS

Sponsor has adequate fimits?

Munlclpalily named as additlonal insured?

Spoensor has provided proof of Insurance?

Municipality has revlewed coverage for adeguacy?

CROWD CONTROL

If the event requires admisslon tickets, are provislons in place to avold overselling?

Has munlcipality and event sponsor evaluated the size, characteristics and anlicipated
conduct of attendass? )

If the location is an Indoor facility, has the municlpallty or sponsor evaluated it for life
safely? :

Plans and controls in place to limit crowd siza?

Emergency plans in place to control unruly crowds or o take care of emergencles?

Securlty personnel or police presence adaguate?

Public "address system works properly? instructional posters clearly visible to
attendess?

Sponsars, emploveas and volunteers clearly identifiable to attendess?

Sponsars, employees and volunteers frained in crowd observation and control?

Are there adequate routss to control crowd movement between aclivitles and ouf of the
avent site?

Do event workers know what they should da if a participant becomes unruly, infoxicated
or belligerent?

if the foracast is for hot weather, ara there adequate drinking water facillties and other
measures to prevent heat stroke or lllness?

| DISABLED PARTICIPATION

Do contracts require event sponsors to comply with the ADA?

Is the site handlcap accessible {ramp, fift or elevator) If tndoors?

Is there adequate handicap parking with ramps where appropriate?

If the site Is Indoors, are routes of iravel at least 36" wide. Do doorways have at feast
32" of clear opaning? :

Are thera handicapped restrooms, drinking fountains and felephones?

If applicable, is seating handicap accessible and intermixed with standard seating?

Sponsor provides auxftary services such as Brallle materials, cassette tapes deseribing
the event, and/or svent workers to asslist disabled individuals to partlcipate fully.in the
avent? .

EMERGENCY PLANS

Emer'g_ency plans in place for tha event?

Event sponsors consuited with the police, fire and emergency medical services during
the plénning stages?

Plans address the needs of persons with disabilities?

Adequate routes for emergency vehicles in place?

Municlpallty has mutual aid agreements with other municipalities, if neéessary?

Arrangements In place for backup power and other Uiillties if an interruption of essential
services ocours?

Plans In place to protect workers and the public if adverse weather strikes?

Bl

I I B
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| YES

f

NO

NA

FOOD AND BEVERAGE SALES

Health department has inspected and approved health and sanitation?

Event sponsor will monitar food and beverage service throughout the event?

Event sponsor will ensure regular clean-ups of service and preparation areas?

Event sponsor will ensuré the regular emplying of trash contalners?

Event sponscr has trained volunteers and employees In proper health and sanitation
procedures, Including hand washing?

Reminders to wash hands posted where people who prepare and serve food can see
them?

Event sponsors will follow fire depariment regulations if they are cooking with open
flame?

If sponsors fransport food in vehlcles, has the health department approved the
vehicles?

Sponsor has secured all propane gas cylinders properly and securely?

Sponsor has developed and implemented proper cash handling procedures?

Preparaiion and servlce areas separate lo reduce the likelihood of collisions beiween
workers?

Workers have recelved fralning In customer relations?

Sponsor has all the appropriate permits and license, Including flquor license If |

applicable?

FIRST AID AND MEDICAL EMERGENCIES

Potential hazards based on type of activily assessed?

Consulted with qualified madical provider on potenfial madical needs?

Coordination of activity between medical staff, security, police, and fire departments in
place?

Nuotifled appropriate EMS of event?

Chain of command in place In case of major, multiple Injurles?

Area hospitals notlfled. of event?

First aid andfor emergency medical service highly visible al event?

Availability of first aid publiclzed?

Procedures in place for ambulance notification and access to event site?

Dedicated ambulance available where ‘appropriate and feasible?

Landing slte avallable if helicopter lift Is necessary?

Pollcy In place regarding dispensing of over-the-counter and prescription drugs?

CPR and first aid providers have cerlifications?

First ald tent and/or EMS maintains log of patient nama, nature of camplaint, time of
vislt, nature of treatment If any?

Refusal of treatment forms avallabla? Slgned?

First aid staff and EMS have appropriate iralhing in bloodborne pathogens?

Event staff frained to malntain individuals’ confidentiality and privacy?

TRAFFIC CONTROL/PARKING

Is adequate parking avallable? (Allow 2 people per car.)

Walkways In the parking area accessible and safe?

Handicap accessibla parking available and marked?

Traffic patterns allow free movement of vehicles and for emergency access?

Dedicated parking avallable for emergency vehlcles?

Dedicated parking avallable for staff, VIP's, media, buses and service vehicles?

Sponsor has consulied with police regarding parklng as well as entrance and exit
arrangements?

Parking rules posted as vehicles enter? Has warning about fowing If applicable?

Staff available to assist motorists locate parking spots and to direct traffic?

Staff has reflactive vests and flashlights for nighttime parking?

If charge for parking, are cash handling procedures In place?

Plans in place to restore parking areas to former condition after avent’?

If night parking, do parking areas have adequate lighting?
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YES

NO ~

NA

SANITARY FACILITIES

Adequate facllities in place for anticlpated slze of crowd?

Facilities easy to locata?

Arrangements In place for regular cleaning of facllities and roplacement of supplies? -

Agraement fo restore facllities to condition before event?

Periodic checks of facllifies to ensure security and safety of faciiifies?

When necessary, adequale warning signs, such as “Caution-Wet Floors,” in use?

SECURITY

Master plan for event sacurfly In place?

Plan. contains provisions for Incidents such as bomb threats, crown coniral, unruly
particlpants, robbery, mass evacuation, etc.?

Security personnel and/or police have access to radio communication?  /

Number of personnel adequate for size of event?

Secutity personnel have appropiiate training for assignment? - -

if event sponsor uses private securlty, 1s a signed and approved contract in place with
insurance provisions? References checked?

Securlty company's policy and procedures avaitable for review?

Private svents billed for police protection?

Command center in place?

Emergency back-up communlication estabiished?

Chain of command establishad?

Incldents reported to the command center? Log maintalned?

Plan jn place for collecting cash, fimiting cash on hand, and transporting It to a secure
location? e

Individuals coliecling cash have passed background checks?

People responsibls for cash closely supervised or bonded?

- Cash Immediately counted and recorded by source when received at safe location?

_Armed guards used to transport cash?

SITE SAFETY

INSIDE

Sulldiri-gjhandlcap atitessible and In compliance with ADA7?

Indoor facilities Inspected before and daily’during event to identify and correct unsafs |

condifions?

Qualified people avallable during event to correct unsafe conditions?

Emergency lights, sprinklers, exiinguishers and other safety devices In good working

condition?

Exits frea of obstructions? Properly lighted?

Evacuatlon plan In place? Event staff knows plan?

Policy and procedures exist to limit crowd size to maximum aliowable occupancy for
facllity? ' .

Floof's free of slip, trip and fall hazards {cracks, holes, unaven surfaces, Ilciuid. and
grease)? ] ‘ .

Lighting in faciiity. including entries, hallways and restrooms, adequate?

Is electrical equipment of sufficlent capacity, free from defects, and accessible to
aulhorlzed event staff only?

Is use of extension cords limited? Used in non-traffic areas only? Fres of defacts?
Equipped with ground prongs? -

Sealing Is properly Installed and In good condiflon?

Bleachers, if any, Installed properly?

Stage, If one exists, is free of recognized hazards?

Barricade or securlty between audience and performeys In place, if necessary?

No simoking slgns In place?

Is facility usually used for any hazardous or potentlally hazardous actlvities?

If s0, have you cancelled such activities for the duration of the special event?
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[YES | NO | NA

Oursipe

Site is handicap accessible and complies with ADA?

Outdoor areas inspected before and dally during event to Identify and correct hazardous
or Unsafe conditians?. '

Qualliled paopls avallable during event to correct unsafe conditions?

Evacuation plans and routes in place?

Plans In place for adequate walkways, exits and enfrances as well as access for
emergency vehiclas? ‘ '
Entrances to and exlts from event clearly identified?

Signs for restrooms, first aid, food, restricted areas, etc. clearly visible?

Firefighting equipment on hand and accessible? ' :
Maximum crowd size for area of event established and enforoed? ;
Is electrical equipment of sufficient capacily, fres from defects, and accessible to
authorized event staff only?

Is use of extenslon cords limited? Used in non-traffic areas only? Free of defects?
Equipped with ground prongs? Protected from water and other liquids?

Utilities contacted before digging, if any?

If night event, adequate lighting for concesslons, parking, restrooms, and event areas?

| Walking surfaces free of slip, trip and fall hazards (guy wires, holes, uneven surfaces,
ete.)? .

Seating s properly installed and in good condition?

Bleachers, If any, installed properly, with back and handrails?

Slage, if one exists, free of racognized hazards?

Barylcade or security between audlence and performers In place, if necessary?
Scaffolding, If any, erected by-qualified persons? Measures in place to prevent access
fo attendess?

Tents and booths set up by qualified persons? Installers have adequate Insurance and
have name municipality as additlonal insured?

Tents and booths capable of withstanding high winds and bad weather?

Guy wires and stakes for tents clearly marked and/or protected?

R

YES NO NA

Flammable liquids and/or gases Inaccessible to public?- Separated from sources of
Ignitten and combustible materlals?
Qualified personnel available to apply pesticldes to trash receptacies o reduce bees,
wasps, and other Insects? _ .
Security in place for adjacent areas that pose hazards to the public such as bridges,
construction areas or manholes?
Security in place for natural hazards such as rivers, ponds, or cliffs?

- VEHICLE SAFETY

Vehlcles allowed on event site?

Access |imited to specified area or jor emergency access only?
Window stickers or other means used to coniral access?

Sponsor has verified adaguate Hmits of all vehicles in use for event?
Transport vehicles used to carry attendees from parking lots to event?
Transport vehicles accessible to persons with disabllitles? |
Volunteers or employees operating vehicles for avent have appropriate licenses? ’ '
Motor vehjcle records reviewed for operatora?

Drivers have recelved training in rules, procedures, accident reporting?

Vehicles inspected at start of shifts for unsafa conditions? Docurmentsd?
Vehicles have seatbelts? ) :

| Accident reparting kit in each vehicle?
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i YES [ NO | NA

FIREWORKS

Sponsor or contracted fireworks operator has proper licenses and permits for storage
and display of fireworks?

Display opsrator has appropriate coveragas and limits of insurance?
Confractor/operator holds the muntcipality harmless for Hability from fireworks display?
Display operator has appropriate tralning and certification? Documented?

Municipality named as additional insured on contractor's policy?

Fireworks transported according to Department of Transpostation requirements?

Event sponsor/cantractor conforms to Uniferm Fire Code, National Fire Protections
standards, and state law for tha display and storage of fireworks?

Storage area for fireworks secured to prevent unauthorized entry, clean, orderly, and
frae of rubbish?

Smoking prohiblted In storage and discharge areas? Other Ignition sources removed?
"Smoking prohibited" signs posted and the no-smoking rule strictly enforced for both
avent workers and attendess?

Emergency equipment and portable fire extingUishers availahle?

Event workers trained In use? L.
Distance between discharge area, speclators, vehicles and combustible matsrials
sufficiently large too prevent injury to persons, damage to vehicles, or spread of firs?
Event workers monitor accass to discharge and siorage areas? - )
Policies and procedures in place to cancel fireworks If necessary because of inclement
-| weather, high winds, etc.?

Pracedure In place and enforced fo inspect discharge and storage areas immediately
following the display? Unexploded shells removed? .
Procedure In place and enforced 1o inspect discharge and storage areas the day after
the display? Unexpiloded shells removed?

IR

| BANIR (mportant Phone Number

I Alabama League of Municipaliffes/AMIC 334/262-2586

Note:

This document is not Intended to be legal advice, It does not Identify all the issues surrounding the particular '
topic. Public agencies are encouraged to review their procedures with an expert or an attorney who Is
knowledgeable about the topic. :




