
  

Emergency and Risk Management Plan  
 
Introduction 
 
It is important to have an Emergency Management Plan and a Risk Management Plan for all 
events. 
 
An Emergency Management Plan is a document that can easily be picked up by anyone 
working at the event, and provides them with the contacts, processes and procedures if 
something goes wrong or there is an emergency. 
 
A Risk Management Plan is a document you should create in the lead-up to the event, where 
you identify all the potential risks to the event and how you can either eliminate the risk through 
planning, or how you manage the risk on the day of the event. 
 
 
Please complete the following sections of this Plan prior to submitting to the City of 
Kalgoorlie-Boulder.  
 
Section 1 – Event Overview  

• Key Contacts 
• Consultation and Communication 
• Monitor and Review 

 
Section 2 – Emergency Management 

• What Will We Do In Case Of Emergency? 
• Notification of Emergency Services 

 
Section 3 – Risk Management 

• How To Do A Risk Assessment 
• Risk Assessment Matrix 
• Risk Register 

 
 
 
 
 
 
 
  



  

Section 1 – Event Overview 
 
Name of Event:  

Date:  

Time:  

Organisation (name, address 
and telephone): 

 
 
 

Exact location of Event:  

Expected attendees:  

Person completing this Plan 
(including job title): 

 
 
 

Responsible Officer of Event 
(including job title): 

 
 
 

Date:  

Compliance: AZ/NZS ISO 31000:2009 Risk Management Principles 
and Guidelines 

 
 
Key Contacts 
 
Please note the name, position / responsibility and mobile number of the staff who will be 
working at the event. 
 
This is where you should identify people such as the event manager, the first aid provider and 
any Police or Fire officers that may be on site. It could also include people such as those who 
hold keys, or contractors such as electricians or plumbers.  
 

Name Position / Responsibility Mobile Number 

   

   

   

   

   

   

   

   

   

   



  

Consultation and Communication 
 
Please note the meetings you have conducted to advise internal and external organisations 
of your event, and list the topics and decisions that were made during these meetings. See 
examples below. 
 

Meeting Who Attended Topics & Decisions Made 

Environmental Health Team 
at City of Kalgoorlie-Boulder 

John Smith 
Jane Jones 

Covid Event Plan approved 
Permits to sell food issued 
Toilet requirements confirmed 

 
St John First Aid 
 

David Brown 
Janet White 

Confirmed shift times for first aid 
officers 

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
  



  

Section 2 – Emergency Management 
 
What Will We Do In Case Of Emergency? 
 
Please note the type of emergency that may affect your event, and list the steps you will 
complete to mitigate the emergency. See example below. 
 

Emergency Procedure 

Audience trespassing on stage 

• Ask audience member to leave stage 
• Request assistance from Security 
• Request assistance from Police if escalation is 

required 
 
Fire 
 

• Call 000 
• Use fire extinguisher if possible and user is trained 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
Notification of Emergency Services 
 
Please note the date that you contacted the emergency services regarding your event. 
 
In the case of Emergency at your event, call 000. 
 

Emergency Service Date Advised of Event 

Fire Brigade  

Ambulance  

Police  
 
 



  

Section 3 – Risk Management 
 
How To Do A Risk Assessment 
 
Find it 
 
List all of the hazards or possible situations associated with the event that may expose people 
to injury, illness or disease. List these hazards in the “hazards” column of the template. 
 
Assess it 
 
Rate or assess what the “likelihood” is of people being exposed to the hazard and what the 
“severity” could be as a result of the hazard occurring, using the “Risk Assessment Matrix 
Template”. 
 
Risk Rank = Low, Medium, High or Extreme 
 
Fix it 
 
Identify what practical measures could be put in place to eliminate or reduce the likelihood of 
the hazard occurring. This is where the changes are made to the event to reduce the risks by 
identifying what type of controls you could put in place to manage the hazards once you have 
assessed their risk level.  
 
 
Risk Assessment Matrix  
 
 
 
 
 
 



 

Risk Register 
 

Event:  Date:  

Location:  Time:  

Contact Name:  Contact Phone:  

Expected Attendance:  

Risk Management Team:  

Compliance: Australian Standard and New Zealand Standard ISO 31000:2009 Risk Management Principles and Guidelines 
 
 

RISK OR HAZARD RISK 
RANK 

CONSEQUENCES CONTROL / ACTIONS RESPONSIBILITY 

     

     

     

     

     

     

     

     

     



 

RISK OR HAZARD RISK 
RANK 

CONSEQUENCES CONTROL / ACTIONS RESPONSIBILITY 
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