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Safety Scene Event Checklist

	General Information

	Venue Availability (please allow for allow for rigging and de-rigging of Safety Scene)


	Start Date:
	End Date:

	Ensure opening times to rig and de-rig Safety Scene


	Rig From Time: 
	De-rig From Time: 

	Check dimensions of venue (if you have any doubts about this please call we are more than happy to visit any venue to check that it is fit for purpose)


	Width/Length:
	Width/Length:

	Check parking space for trailer - Safety Scene trailer may stay at the drop off point for the duration of the event

	Yes/No
	

	Check for Trailer Access (if you have any doubts about this please call we are more than happy to visit any venue to check that the Safety Scene trailer can access the venue)


	Yes
	

	Refreshments Organised (for staff and partners attending the event)


	Yes
	

	Pre Visit Committee Arranged


	Yes
	Date:

	Schools Checklist

	Initial introductory letters to schools with deadline for responses clearly indicating, “first come, first served”


	Yes
	Deadline Date:

	Confirmation letter to schools allocating sessions, and requesting consent slips for press event if applicable


	Yes
	Deadline Date:

	Ensure that participating schools understand that you will require them to provide enough staff/helpers to enable one person to be allocated to each group of children for each scenario


	Yes
	

	Confirm transport arrangements with schools


	Yes
	Deadline Date:

	Reminder letter 1–2 weeks prior to the event, reminding schools to ensure that each child has a name badge


	Yes
	Deadline Date:

	Partnership Working

	Establish lead contact with each agency attending the event
	Yes

No

	Agencies Contacted and Able to Take Part

	Police
	Yes
	No

	Fire and Rescue Service
	Yes
	No

	School Crossing Patrol
	Yes
	No

	Environmental Health
	Yes
	No

	Community Safety Wardens
	Yes
	No

	Primary Care Trust
	Yes
	No

	Local Authority
	Yes
	No

	Local Road Safety Officer
	Yes
	No

	Network Rail
	Yes
	No

	RNLI - Royal National Lifeboat Institution
	Yes
	No

	(additional as required)
	Yes
	No

	(additional as required)
	Yes
	No

	(additional as required)
	Yes
	No

	
	
	

	Pre-meeting prior to the event, check key messages with agencies for scenarios and source any necessary materials for set


	Yes
	Date:

	Items for goodie bags (if using)


	Yes

No

	Check logos, VIP attendance, and discuss feedback sheets


	Yes

No

	Set dates for de-briefing session


	Yes
	Date:

	Health & Safety and Risk Assessments

	Make arrangements for risk assessment and health and safety checks prior to first session 


	Yes

No

	Add event to insurance schedule for public liability etc


	Yes

No

	Press and VIP’s

	Contact press to invite them to the event and issue press releases


	Yes

No

	Contact VIP’s to invite them to the event and ensure a photographer is organised.


	Yes

No

	During the Event

	Member of Staff to Introduce the Event


	Yes

No

	Staff Available for General Assistance

	Yes

No

	Staff Available to Supervise Scene Changeovers


	Yes

No

	Teachers Packs

	Organised


	Yes

No

	Post Event

	Feedback sheets Returned


	Yes

No

	De-briefing Meeting Schedule


	Yes
	Date:
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