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Event Log Part One
(incorporating Event Planning and Risk Assessment) 

Last review: May 2025
	
Event:
  
Date:
Location:

Competition:
  


PURPOSE OF THE EVENT LOG PART ONE
This Event Log Part One is intended to provide a template to assist the Safety Officer to:

· Record information and intelligence specific to event.
· Undertake and document the risk assessment for the event.
· Record control measures necessary to reduce likelihood of any risk.
· Serve as an event specific policy log to be maintained by the Safety Officer.
· Record any changes in standard procedures and policies, additional risks and control measures and relevant decisions taken during the course of the event in relation to the aforementioned policies
Where necessary, sections of this document may be cross-referenced with other documents to avoid unnecessary duplication. 

This log should be read in conjunction with the RFC Contingency Plans, Event Briefing Notes and Matchday Arrangements.
Notes for Guidance
Guidance to Legal Requirements
a.
General Requirements
The Health & Safety at Work Act 1974 requires every employer, so far as is reasonably practicable, to ensure the health, safety and welfare at work of all his/her employees and anyone else who may be affected by their undertaking.
b.
Specific Requirements
The Management of Health & Safety at Work Regulations 1999 requires employers to:

(
undertake a systematic general examination of work activity;

(
identify the significant risks arising out of work activity;

(
assess the risks to the health & safety of those in employment at the Reading Football Club Stadium.
(
assess the risks to the health & safety of persons not in employment of RFC who are affected by our business;

(
record ‘significant’ findings of each assessment and details of groups of employees’ specially’ at risk;

· review our assessments if we have reason to suspect that they are no longer valid or there has been a significant change.

As part of any risk assessment there is a requirement to examine the existence of ‘control measures’ to counter the identified risks. If the control measures are insufficient, appropriate additional measures must be considered.
PURPOSE OF THE EVENT LOG PART TWO

This Event Log Part Two is intended to;

· capture key decisions and rationale pre-event
· provide a log incidents/key decisions/rationale during an event
· act as an Incident Report Register, to comply with our commitment to alcohol licenses.

Specific Requirement

As an Incident Report Register, the log must contain the date, time and location of the incident, details of the nature of the incident, the names and registration numbers of any door staff involved or to whom the incident was reported, the names and personal license numbers (if any) or any other staff involved or to whom the incident was reported, the names and numbers of any police officers attending, names and addresses of any witnesses and confirmation of whether there is CCTV footage of the incident.

 EVENT PLANNERS
	Position
	Name

	Stadium Safety Officer
	David Parker

	Deputy Safety Officer/s

	Marcus Gale


	Safety Officer at Visiting Club
	

	Chief Steward
	

	Stadium Manager
	Jackie Evans

	Police Match Commander


	

	LAS Commander
	


INTELLIGENCE AND EVENT PROFILE ASSESSMENT
	Police Match Category & Summary of Intel: 
· Police CAT % outside but on footprint
· Pre- planned disorder %
· Spontaneous disorder %
· ASB %

· Travel will be % by  train and % coaches and car

	Away Safety Officer’s comments:
·  

	Historical Problems/Last Fixture between the two teams:


	Specific issues (e.g. underage drinking etc):
· Catering informed to Challenge 25 


	Any other factors:
· 

	Assessment by Safety Officer: 




RISKS IDENTIFIED FOR PUBLIC EVENTS

The following hazards and control measures are intended as a guide only and are not exhaustive. They form part of the stadium’s standard operating procedures. The stadium’s contingency plans detail response measures for contingencies as per Green Guide. They are held in the Control Room.
	Possible Hazards
	Control Measures To Consider (Dynamic Risk Assessment)

	Disorder
	Respond and restore order (Stewards and Response Teams). Use of PA System/
CCTV Coverage. Police support on categorised matches.

	Rivalry between Supporters
	Intelligence assessment. Communication with FSOA, away GSO and match reports.

Increase search procedures. Segregate upon exit if necessary. 

	Ticketless fans
	Club Website/social media and local media info. 
Stewarding such fans/ police support. CCTV.

	Forged Tickets
	Controls on turnstiles. Barcode scanners (and PDAs?) in use.

	Pitch Incursions
	Use of PA System and big screen. Detain and eject/police support. 
Pitchside deployment half-time and end-of-game standard.

	Supporters locked out
	CCTV. Barriers in use. Use of PA System.
Steward supporters with police support. 

	Late Arrivals / 
Delayed Kick Offs
	PA Messages. Stewards and Security outside the turnstiles. Briefing with match officials every match. 
Steward supporters with police support 

	Adverse Weather/ Dehydration and heat stress or fatigue
	Refer to stadium contingency plans.
Appropriate refreshments and breaks. PPE. 

First aid assistance.

	Overcrowding 
	Deployment of sufficient stewards.
Suitable communications systems and crowd monitoring via Control Room.
Prescribed routes/barriers/cordons.
Refer to stadium contingency plans.

	Fire
	Refer to stadium contingency plans, 

	Bomb Threat / Suspect Package
	Refer to stadium contingency plans.

	Damage to structures 
	Refer to stadium contingency plans.

	Car Parking / Traffic Supporters Coaches
	Event planning. 

Deployment of stewards. Appropriate dress (high visibility jackets).
Liaison with police. 

	Electricity/ Power Cuts
	Consider all possible sources to be live.

Evacuate and isolate immediate area.

Enlist the assistance of qualified staff as appropriate.

Seek safety advice/assurances before undertaking any work activity. 

Refer to stadium contingency plans.


	General Risk and Control Measures in Operation as part of Standard Operating Procedures

 (in accordance with Green Guide and relevant legislation)

	· All operational staff including crowd safety, medical, match officials and catering to receive a briefing

· Trained crowd safety staff (according to nationally recognised standards and Safety Certificate)

· Pre-match meeting with all relevant departments and police (if categorised match)

· Pre-match safety checks conducted, area checks conducted by supervisors and documented

· Entry to the stadium with valid accreditation or ticket only

· Capacities are monitored in real-time electronically with set limits as per Safety Certificate

· Exit gates to be manned and closed during the event, opening by direction of Control Room only

· No vehicular movement at rear of East Stand (Yellow) from 12.00 (or when directed by Control and escorted)

· Searching of customers upon entry to the stadium, admission at the discretion of the Stand Manager, Chief Steward and Safety Officer

· Persons who are perceived to be drunk will not be admitted into the stadium

· Persons in breach of ground regulations to be warned and ejected if necessary

· Roads to be closed upon egress of public and/or at the discretion of the Safety Officer and/or Match Commander

· All issues and interventions to be reported and documented in writing by the supervisors

· Recorded CCTV will be in operation for all events at the Reading Football Club Stadium



RISK ASSESSMENTS & GUIDANCE

Risk assessments are a legal requirement under the Management of Health and Safety at Work Regulations. A copy of every risk assessment should be forwarded to the Head of Safety/Security, to be held on a central register. The original assessments and details of the control measures put in place to manage the risks must be kept at the “point of use”.

Managers/Supervisors should identify all activities relating to the task or area which could present a hazard to the health and safety of employees or others that may be affected. This can normally be achieved by a “walk through” of the work area and a discussion with those involved. They do not have to consider insignificant or trivial risks comparable with everyday life.  

For all events at the Reading Football Club Stadium comprehensive pre-event checks will be conducted and recorded by the relevant departments.
Checklists

	Hazards
	Persons at Risk
	Control Measures

(Assessments Attached)

	Slips, Trips or Falls.

Working at Height

Hot Surfaces, Burns

Fire. Electricity, Shock

Hazardous Substances

Cuts, Abrasions

Hazardous Machinery

Movement of vehicles
	Confined Spaces.   

Violence & Aggression

Manual Handling

Display Screen Work

Noise                   

Restricted access or egress

Dust and Fumes

Lone working
	Office staff

Kitchen / Catering staff

Receptionists

Cleaners/Laundry staff

New Mothers 

Young Workers

Visitors / Supporters

People with disabilities 
	Players

Stadium / Groundstaff 

Stewards / Security Staff

Turnstile operatives

Community attendees

Supporters

Contractors


	Adherence to relevant regulations

Safe system of work 

Planned maintenance

Staff training

Communication 

Adequate supervision

Personal protective equipment
CCTV 


Risk Assessment for Match Days
To be read in conjunction with Stadium Health & Safety Plans, Safety Certificate and Matchday Information (all located in the Control Room). Risk Assessments are reviewed prior to each fixture and in particular after an accident, incident or near miss and when there are changes to facilities or practice that are not indicated within the assessments contained in the Policy Log.
Definitions: 

Risk Assessment Severity

	Low (L)
	Minor injury, minor property damage

	Medium (M)
	Major injury, damage to health, serious property damage or fire

	High (H)
	Fatality, multiple major injuries, disability or major property damage or fire


Risk Assessment Final (Residual) Risk

	Low (L)
	Hazards controlled and minor injury unlikely

	Medium (M)
	Additional actions required to control hazards fully

	High (H)
	Imminent danger exists and the work activity should be stopped immediately or not started


READING FC V 
Date
GENERAL ASSESSMENT

	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	1
	Managing the event
	Injuries due to inadequate preparation.

(Participants, spectators and staff)
	Previous events reviewed

Discussions with organisers and emergency services.

Safety Advisory Group meetings 

Debrief information

Sufficient personnel available in terms of numbers of stewards and first aid staff

Police intelligence through Information Sharing Agreement.

Experienced and competent senior crowd safety managers

Compliance with safety certificate
	M
	L
	L
	

	2.
	Managing the event
	Injuries due to environmental hazards

(Participants, spectators and staff)


	Structural and equipment checks undertaken at determined intervals.  Build and set up by reputable companies, risk assessments in place and construction best practice complied with.

Pre-event inspections 

Constant surveillance of crowd conditions. 
	M
	L
	L
	

	3.
	Traffic regulation
	Injuries due to road traffic accidents.

(Participants, spectators and staff)
	Traffic plan involving road signage assigned personnel.

Those working outside dressed to appropriate EN471 standard..  Away coached will be parked in Hurst Way, and drivers to remain. Any additional away coaches will be parked in Green Park
Traffic plan for end of event in Northern Way – split egress of buses and pedestrians
	H
	L
	L
	


	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	4.
	Crowd disorder
	Injuries from assault

(Participants, spectators and staff)
	Steward and police personnel on site as appropriate to intelligence

Constant intelligence updates from police and Club staff.

Pre-event  meeting between Club and Police

Experienced and competent managers appointed.

Segregation in place

Crowd control stewards available. 

X SIA for additional external security and searching  
X SIA for segregation
Stewards briefed according to intelligence. Agency stewards will staff the seg line at Red/Red and Red/ yellow. 


	M
	L
	L
	

	5.
	Event duration 
	Heat, stress and dehydration.

Cold, immobility.

(Participants, spectators and staff)


	Short event refreshments available.

Toilet facilities available

First aid and ambulance staff on site
	L
	L
	L
	

	6.
	Managing traumatic incident
	Post- traumatic stress disorder.

(Participants, spectators and staff)


	Low risk events because of pre-planning and preparation

Contingency plans in place.

Constant supervision of staff

Debrief arranged

Managers with experience of serious incidents


	M
	L
	L
	


	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	7.
	Managing future events
	Injuries due to failure to learn from experience.

(Participants, spectators and staff)
	Debrief post event

Conclusions recorded for incorporation in future planning and risk assessments


	M
	L
	L
	

	8.
	Inclement weather
	Illness and discomfort

(Participants, spectators and staff)


	Appropriate clothing available for staff

Medical staff available

Monitoring of weather forecasts on the day of event. 

Contingencies for weather event although weather forecast is dry Temp C.  All advertising hoardings have been checked or replaced.


	M
	L
	L
	

	9.
	Medical emergency
	Increased risk through lack of immediate attention.

(Participants, spectators and staff)
	Medical and first aid staff available on site

Telephone facilities available

CCTV surveillance

Emergency aid training for all stewards


	M
	L
	L
	

	10.
	Fire emergency
	Injury to spectators / staff

(Spectators, staff)
	Fire risks minimised

Staff briefed

Alarms in place 

Extinguishers available

Contingency plans in place

Constant observation

Cleaning regime

Basic fire training included in NVQ lectures for all stewards

 Fire Steward on site
	H
	L
	L
	


	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	11.
	Disabled spectators
	Injury/discomfort through lack of appropriate facilities

(Spectators)


	Pre-event publicity outlines facilities

Special facilities provided

Trained stewards at locations.  
4 DLO stewards to be deployed to the home and away disabled sections
	M
	L
	L
	

	12.
	Emergency situation
	Lack of appropriate response

(Management and staff)
	Stewarding and CCTV surveillance

Evacuation points identified

Staff briefed

Emergency evacuation plan in place
	M
	L
	L
	

	13.
	Slips, trips and falls
	Injuries through falls

(Spectators and staff)


	Pre-event inspections

Constant observation
	L
	L
	L
	

	14.
	Structural elements
	Injuries due to collapse or falling debris

(Spectators, staff or participants)


	Inspection regime

Constant supervision
	H
	L
	L
	

	15.
	False alarms
	Injuries due to injudicious and unnecessary evacuation

(Spectators, staff or participants)


	Pre-event searches

Experienced staff

Practiced procedures

Police liaison and consultation

Intelligence updates
	M
	L
	L
	

	16.
	Explosive devices

Smoke bombs

Pyrotechnics

Flares
	Injuries due to ignition of explosive device

(Spectators, staff or participants)


	Pre-event searches – 100% search of bags in home club 1871/away section. Random and targeted body searching  elsewhere. 
Operations plan in effect

Fire stewards (all ex Berks FRS employees or have undertaken fire warden training delivered by accredited training provider)  with Protective equipment  (goggles, fire resistant gloves and Locard approved pyro cage)
Metal fire buckets on each stand

Practiced procedures

Police liaison and consultation. All offenders caught with pyros/flares handed over to the police to deal with, and CCTV provided.
Intelligence updates. 
	H
	M
	L
	


SPECIFIC LOCATIONS ASSESSMENT

	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	17.
	Stadium car parks
	Injury due to collision between vehicle and pedestrian

(Staff, spectators, members of public)


	Entry control

Stewards present

Steward dressed in high vis coats

Marked spaces

CCTV observation. 

An operational plan in place with regard to the away team coach. 

Measures taken to increase the space available to pedestrians on exit from the stadium. Temporary road closures in place to allow crowd dispersal.

	H
	M
	L
	

	18.
	Spectators
	Spectators not familiar with layout of stadium
	Stewards/Customer Service staffing public areas to help direct people. Handouts and fixed signage available. Stewards in car parks and outside the turnstiles to offer advice and instructions to fans.

The two teams have been in the same league for a few seasons, stewards deployed early to meet and greet away fans.
	M
	M
	L
	

	19.
	Turnstiles
	Delays in opening turnstiles
	Sufficient stewards booked to be in attendance for opening if necessary.  

	H
	L
	M/L
	

	20.
	Turnstiles
	Turnstile recording system failure
	Maintenance on sight and available to deploy quickly

Clickers available for deployment – written protocol to enable speedy deployment

Stadium IT on site to deal with failures
	M
	L
	M/L
	

	21.
	Away Team Coach
	Away Team coach arriving late difficulty in getting to designated area.
	Team of stewards monitor and control the crowds around the coach.

No vehicular movement in the area. Stewards have loud hailers to inform crowd if necessary.


	M
	L
	L
	

	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	22.
	Turnstiles
	Heavy queuing outside turnstiles
	Spectators are expected at staggered times as per previous events, queues expected to build up 20 minutes before kick off

All available turnstiles to be opened 90 minutes before kick/off.  
	M
	L
	M/L
	

	23.
	Turnstiles
	Large number of spectators without tickets/ticket forgeries
	Controls on turnstiles. Barcode scanners in use.

Stewards checking tickets at point of search


	M
	L
	L
	

	24.
	Transport
	Transport problems preventing fans arrival
	Discussion point at Police meeting. Website/social media information updated every game
	M
	L
	L
	

	25.
	Pre-match watering
	Pre match watering of the pitch spraying public/stewards with contaminated water.
	Well maintained sprinkler system set to ensure only pitch is watered
	L
	L
	L
	

	26.
	Pre-match entertainment
	Pre match entertainment creating a risk of injury to spectators not watching
	Stewards deployed around the ground monitoring the pitch and the crowd.

CCTV
	L
	L
	L
	

	27.
	Player warm up
	Players warming up and kicking balls into the crowd causing injuries to spectators not watching the warm ups
	Stewards deployed around the ground monitoring the pitch and the crowd – pro-active communication with supporters at front.

CCTV

Extended nets behind the warm up goals for protection

Pre season briefing of players and coaching staff to ensure they are reminded of their responsibilities.
	L
	L
	L
	

	28.
	Missiles
	Throwing of missiles by spectators at other spectators or players
	CCTV.

Stewards monitoring the crowd and their behaviour.

Searching in place at turnstiles to deter any missiles being brought into the ground, fire buckets in place for pyros.

	M
	M/L
	M/L
	

	29.
	Pitch incursion
	Pitch incursion
	CCTV

Stewards around the ground monitoring crowd

No intelligence to suggest this as a threat
Pitch runners in place at pitch corners to dispatch quickly for lone incursions


	M
	L
	L
	

	ACTIVITY
	HAZARD
	CONTROL MEASURES
	RESIDUAL RISK LEVELS
	FURTHER ACTION

	Ref. No.
	Description
	
	
	Severity
	Like-lihood


	Residual risk
	By when & whom

	30.
	Players
	Disorder in tunnel with officials and players
	Tunnel Supervisor appointed and briefed to manage issues and liaise with 4th Official.

Experienced tunnel stewards.
	L
	L
	L
	

	31.
	Staffing
	Lack of staff on hand to take mandatory positions
	Stewards are pre booked to work event.  Supply of contracted staff to assist at all games. 

	H
	L
	L
	

	32.
	Post-Match Disorder
	Disorder in crowd leaving the game
	Stewards outside the stadium for all games. CCTV

Close Police Liaison

Effective deployment of stewards around ground to avert disorder.
	M
	M/L
	M/L
	

	33.
	Players
	Injury to players due to a collision with advertising boards
	Warm ups carried  on West side where there are no advertising  boards 

	L
	L
	L
	

	34.
	Fanzone
	Overcrowding
	Monitored by CCTV and updates from stewarding teams
	L
	L
	L
	

	35.
	Fanzone
	Suspect Item
	Roving patrols by Green Team to identify unattended items left  
	L
	L
	L
	

	36.
	Fanzone
	Lost/Found Children/ Vulnerable Adults 
	Safeguarding Officer in the Area during operation
Lost Child/ Vulnerable Adult Procedure in place

Safe holding place identified
	L
	L
	L
	

	37.
	Fanzone
	Moving vehicles
	Vehicle curfew

Segregation of vehicles and pedestrians to park within disabled area
	L
	L
	L
	

	38.
	Event Management
	Lost/Found Children/ Vulnerable Adults
	Designated Safeguarding Officer on duty
Lost Child/ Vulnerable Adult Procedure in place

Staff briefings

	L
	L
	L
	

	40.
	Persistent standing
	Overcrowding/crushing/falls/Violence & Aggression
	Ticket checks on entry to bowl
Social media message

Scoreboard message

PA announcements

Meetings with STAR and Club 1871

Stewarding in aisles keeping clear throughout the game

Half time checking to prevent Migration
	M
	M/L
	M/L
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	41
	Discriminatory Chanting
	Violence & Aggression
	Stewards around stadium monitoring the crowd
Messaging via PA

Messaging via Programme and advertising screen

Early intervention to anything heard

TEXT service


	M
	M/L
	M/L
	

	42
	Breach of segregation line Red/Red – public disorder
	Injury to staff and public
	Segregation Line Netting increased from front to back of stand at R30
Width of netting increased to aisle at R30

C1871 Flag moved to rear of stand

Increased SIA staffing  in segregation


	M
	M
	M/L
	

	43
	Egress of South Stand Gate 9 & 10 (Home and Away fans)
	Violence & Aggression
Injury to staff and public
	Staff cordon at Hurst Way 

Supported by Police cordon

Where possible park away supporters coaches at rear of Gate 9

F1 Shuttle to be available at rear of Gate 9 for any risk fans to board supported by police
	M
	M
	M/L
	


Specific Risk Assessment

A risk assessment must be carried out for the event being planned. Foreseeable significant hazards must be identified and adequate control measures put in place accordingly. Theses should be recorded in the table below.

Hazards will normally be identified through the planning process and available intelligence. See the detailed risk assessment document that has been created for this event.
Event Contingency Plan
There are detailed contingency plans for the Reading Football Club Stadium held in the Match Control Room. These contingency plans dovetail in with the interagency emergency plans.
CHANGES OR ADDITIONS TO ORIGINAL RISK ASSESSMENT
This section is intended to enable the Safety Officer to record brief details of any changes or additions to the original risk assessment. Reference should be made to any other event records as appropriate.

Examples are: change in search procedures, change in transfer policy from stands early release of exit gates, local change of operating procedures, additional risk controls introduced 

	New Risk/Key Decisions Identified and Brief Details of Circumstances
	Control Measures

Implemented
	Comments and other References

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Pre-match safety checks



	Safety Check
	Completed

(yes/no)
	Handed to Safety Officer (Tick)
	No issues (Tick)

	Per event check (PEC) By Stand supervisors
	(yes/no)
	
	

	Any issues
	(Yes/No)
	Record



	Signed as correct
	Signature
	Date
	Time

	Safety Officer
	
	
	


BRIEFINGS

	To
	Time
	By
	Location
	Done? (tick)

	SMT
	Pre-Match Meeting on Weds
	Safety Officer
	Offices
	

	Deputy SO and Chief Steward
	
	Safety Officer
	Control Room 
	

	Control Room Staff
	
	Safety Officer
	Control Room
	

	Senior Stewards
	
	Safety Officer 
	Briefing Room
	

	Stewards
	
	Supervisors
	Stands
	

	Referee
	
	Safety Officer
	Referee’s Room
	


REF’s BRIEFING

	Points Covered
	Done? (tick) 
	Comments

	Game category
	
	Cat % for police outside and SO inside

	Describe layout of ground and location of home (risk) & away fans
	
	

	Location of home/away fans
	
	

	Location of any significant groups
	
	C1871

	Location of St John’s Ambulance
	
	

	Location of Pitch Retrieval Team
	
	Adjacent to away dugout

	Role & Location of Referee Liaison (Tunnel Supervisor)
	
	Direct Contact with safety officer

	Emergency Procedures

(All stewards to post. All stewards to post)

	
	

	Contingencies


	
	

	Pitch incursions -procedures


	
	Pitch runners based in the corners

	Match specific information received
Police Information

Pyrotechnics 


	
	UEFA Conference stated that any pyro device on the field of play the game has to stop and the players assemble in the centre circle and the device allowed to burn out before it is removed.

	Floodlight switching on?
	
	

	Other information
	
	Medical Emergency Procedure
Pitch invader

Oil for change protests

Pyro

	
	
	


MATCHDAY OPERATIONAL ORDER

	Time
	ACTION
	Comments

	
	Car park Stewards Start
	

	
	Safety Officer and Deputy Safety Officer meeting with Stadium Manager/ Customer Service & HR Manager
	Weds prior to match

	
	Steward’s Room unlocked, ensure all equipment present and in working order, prepare briefing documentation
	

	
	Senior Supervisors Briefing 
	

	
	Open Control Room, liaise with early staff arriving (if any)


	

	
	Hospitality Briefing - Princess Suite - K Pike
	

	
	Supervisors Sign in
	

	
	Supervisors Briefing from Safety Officer
	

	
	TMO Road closed behind East Stand
	

	
	Stewards Sign in
	

	
	Staff for Executive Boxes and Corporate Areas in position
	

	
	Restaurants & Exec Boxes open 
	

	
	Steward Phone Checks completed
	

	
	Supervisors Pre-Safety Checks completed (Report to Control) PEC
	

	
	Stewards Briefing
	

	
	Home Team Players start to arrive
	

	
	Fanzone Opens
	

	
	Stewards in Position
	

	
	Staffing Sheets and PEC sheets to Control Room 
	

	
	Away Team Coach arrival
	

	
	Main Stadium Opens
	

	
	Referee Briefing
	

	
	PA Announcements
	

	
	Kick Off
	

	
	Smoking Compound open
	

	
	Half Time Briefing
	

	
	Roads set up for egress
	

	
	Post-Match Positions
	

	
	Check Exit Gates are Manned and Open
	

	
	Full Time (Approx)
	

	
	Stadium Post Match Checks
	

	
	Match Reports to Safety Officer
	

	
	Anticipated departure of away team coach
	

	
	Fanzone closes
	

	
	Safety Officer hands over CCTV to Main Reception Stadium Security
	

	
	Control Room closes
	


TRANSFER OF AUTHORITY

Transfer of Authority – Safety Officer to Police Commander

At (time) ………………… an emergency occurred during this event, namely (specify incident) 

………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
and, as Police Commander, I am assuming control. During the period of police primacy, the Safety Officer and persons working on his behalf and that of the organisers have agreed to work under my direction.

Signed ……………………………………….

Signed ……………………………………

Name …………………………………………

Name ……………………………………..

Rank …………………………………………. for 
Position ……………………………… for 

Thames Valley Police




Reading FC

Transfer of Authority – Police Commander to Safety Officer

At (time) ………………… the aforementioned incident has been resolved and as Police Commander, I am returning control of the event to the Safety Officer. 

Signed ……………………………………….

Signed ……………………………………

Name …………………………………………

Name ……………………………………..

Rank …………………………………………. for 
Position ……………………………… for 

Thames Valley Police




Reading FC
Notes:



1. Where authority is transferred, the Police Commander must ensure that the reasons are fully documented and retained with policy log...

2. It is essential that operational risk assessments are undertaken before tasking non-police personnel. A record of such assessments must be retained

3. The Safety Officer will provide ‘tactical’ advice regarding the capabilities and limitations of stadium personnel.

POST-EVENT SAFETY REVIEW

This Section is to be completed at the end of an event and should detail whether the planning and risk assessment process was appropriate. If there are lessons to be learnt or information that may assist the event safety operation of future events a record should be made below. 

Where the event is subject to a formal debrief, a copy must be attached to this log.

Formal De-Brief

YES / NO

	Summary:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Sign……………………………………………………………..Name …………………………………………………………………Date……………………..



SAFETY OFFICER’S REPORT TEMPLATE

Match:
 Reading FC v % FC
                                                                                                    Expected:    (Home    Away  )
Date:




Actual:………………………………..
Time:


Attendance: Home : Green…….….        Blue……….     Yellow………….     Red (Home)…………           Red (Away)………… 
Pre-event Checks:

All complete 
Refusals:                  __________Home


__________Away 
Ejections: 
………………..Home


……………….. Away
Arrests: 
………………..Home


………………..Away
Staffing (to be amended accordingly):
Senior Management Team: ………….
Supervisors: …………. 



RFC Stewards:……………..    Agency Stewards:……………..     
Issues with away fans (contemporaneous notes):
Home fans (contemporaneous notes):
Operational issues:

Post match issues:

Traffic management issues:

No’s and posts of all first aiders and doctor/s in attendance:

Incident forms attached recording any accident or near miss?

Details of any first aid or medical treatment provided (preserve confidentiality):

Details or emergency drills, evacuation exercises or incident/s that tested contingency plans:
Details of any ‘non-routine’ opening of an exit door/gate:
Details of any assumption of control by police:

Details of any defects relating to the safety of the ground arising from the event – and any remedial action taken:
Reports of any significant motion of the structure? 
Details of all fires and fire alarm activities:
Details of all emergency system failures:
ADDITIONAL NOTES

Persistent Standing:

East
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Amount 


Duration
North
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Duration
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