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Health & Safety Management Guidelines 
for Event Organisers  

 

Introduction 
This document is published by The International Live Events Association (ILEA) Middle East 
Chapter and is intended to provide guidance for the provision of high standards of health & safety 
for all venue operators, event organizers, contractors and sub-contractors working in this region. 
Every effort must be made by all parties to provide a healthy & safe environment for all involved 
with exhibitions, conferences and events at venues across the Middle East region. 

This is not intended as an exhaustive reference and in most cases consultation with a qualified 
health & safety professional is recommended. Separate guidelines exist for contractors and venue 
owners/ operators. These guidelines are considered to be best practice according to international 
standards and are endorsed by the board and members of ILEA Middle East Chapter. 

The event organiser, is contractually responsible for organising an event. It is their job to 
coordinate, appoint only competent individuals, communicate and control all processes during the 
planning, build-up, operation and break-down of an event. Health & safety is part of every one of 
these processes and must be lead by the event organiser. 

Discrepancies can result in delayed responses, misdirected resources and communication 
channels being unnecessarily blocked with requests for clarification, which can negatively effect 
health & safety.   
 

The Event Organiser’s Roles and Responsibilities 
It is the responsibility of an event organiser to:  
- Liaise with venue operators and event contractors, during the planning of the event. This shall be 

carried out in a way that ensures all those present during production and the events participants 
are not unduly exposed to health & safety risks. 

- Liaise with emergency services and as required local authority (civil defense, civil aviation, RTA 
etc).   

- Obtain relevant permits and licenses necessary for the event (i.e. special effects, pyrotechnics 
etc.) 

- Hold adequate insurance for a specific event. 
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- Ensure that the law and their own company health & safety policy is adhered to.  
- Ensure the chosen venue is suitable for the intended event. 
- Ensure that only contractors are engaged that are competent and have the capacity to fulfill their 

H&S requirements. 
- Prior to the event, collect task specific risk assessments, method statements. construction 

drawings, load calculations of any Temporary Demountable Structures (TDS) etc. from the event 
contractor. Should the event contractor fail to produce these documents, then they are to be 
considered not suitable for the event and shall not be appointed. 

- Guarantee that all equipment used on site is operated by only licensed personnel. 
- Review contractor and venue risk assessments. 
- Appoint a competent event manager to execute the event. This event manager is responsible for 

monitoring and implementing the organiser’s event risk assessment requirements, enforce safe 
working conditions and report any accident or incident to the organiser. 

- Produce an event safety management plan. 
- Seek qualified Health & Safety advice regarding the correct action to take or the standard 

required.  
 

Competencies/Qualifications 
The event organisers own staff as well as their contractors must be competent.  

The definition of competence is, the correct level and balance of experience and formal training in 
relation to an individual’s scope and level of responsibility. 

The level of competence required for any event or part of an event must be determined by the 
event organisers own risk assessment.  

The event organiser must reserve their right to impose certain competency criteria where it feels 
the contractor’s or venue operator’s risk assessment is insufficient.  
 
Factors used to determine the level of health & safety competence needed include, but are not 

limited to:  

- The size and complexity of the event. 
- The expected number and profile of visitors to the event. 
- Complex or Temporary Demountable Structures (TDS), such as double deck structures or 

grandstands.  
- The presence of significant risks, such as the number of persons working at height, the volume 

of heavy lifting, visitor participation in activities and the use of special effects. 
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Communication/Documents 
Communicating information with all parties involved in the planning and production of any event is 
essential to maintaining a high level of health & safety. Event organisers are at the very center of 
these communications. The multitude of nationalities working on an event in the Middle East 
makes it imperative to communicate in a way that assures the complete understanding of the 
information being communicated to minimize health & safety risks. The event organiser must 
ensure that information critical to health & safety is received and understood. 

All H&S documents shall be made available, during the course of the event, to any interested party 
such as authorities, venue operators, suppliers etc. 

The following is considered the minimum information an event organiser must provide. This 
documentation would make up the event safety management plan:

 

- Event risk assessment for the individual event. 
- Organisation chart including contact details 
- Contractor’s risk assessments. 
- Detailed, to scale, floor plans including locations of first aid kits and fire fighting equipment. 
- Construction plans for temporary demountable structures approved by a certified structural 

engineer. 
- Timetables for build-up, event and tear-down, work schedules. 
- Relevant maps and site plans. 
- Visual data showing key routes and restrictions on access for vehicles and people. 
- Venue specific emergency plans including emergency procedures. 
 
In addition to the above, the Event Organizer will provide the following documents to the venue 
operator: 
- Separate risk assessments and method statements for the introduction of special risks.  
- Floor plans, seating plans etc. if the intended setup differs from the venues standard setups. 
- A rigging plan showing the intended distribution of loads. 
- A pass system showing access restrictions. 
- A list of contractors and their contact details. 
- A list of contacts of persons responsible for emergency operations. 

 

Disclaimer 
These guidelines represent a recommended minimum standard to which the organiser aspires in 
connection with running an event. 

These guidelines have been prepared for general guidance purposes only.  The information 
contained in them is not legal advice.  Legal advice is dependent upon the specific circumstances 
of each situation. 

The venue operator and event organizer/contractor all have duties under relevant legislation and 
regulations within the Middle East region and such laws and regulations can differ from territory to 
territory. 
 
We make no warranty or representation that this guidance will meet your requirements or that its 
content is accurate or complete. These guidelines are not a substitute for independent advice and 
you should obtain professional advice where appropriate. 
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To the fullest extent permitted by law, neither the author nor the board members, committee 
members and/or special advisors to the board of ILEA Middle East Chapter will be liable for any 
claims of any nature whatsoever (including but not limited to indirect or consequential loss or 
damage, loss of business, loss of opportunity, loss of data, loss of profits) arising out of or in 
connection with the use of these guidelines.  

It is the responsibility of every venue operator’s employee and contractor to ensure that it 
safeguards health & safety and to comply with all applicable health & safety laws.  
 

 
  


