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Your COVID-19 Safety Plan will detail how you will reduce the risks of COVID-19 at your event. It is important when 
completing this template that you provide as much details as possible when describing how you intend to implement the 
various controls.

The minimum standards for managing the risks of COVID-19 have been determined by Public Health. For current Public 
Health Directions, see coronavirus.tas.gov.au.

Under the Work Health and Safety Act 2012, as a business, you must manage the risks of COVID-19 entering or 
spreading at your event. You may not be able to eliminate the risk completely. Instead, you will need to consider other 
ways to reduce the risk as far as reasonably practicable. This may involve the use of substitution, isolation, engineering or 
administrative controls.

You must use the most effective level of control, noting that you may need a combination of controls. You must also 
maintain and regularly review your control measures to ensure they remain effective. 

This plan will help you to identify exactly what controls you will take to put in place to mitigate identified risks.

In a COVID-19 environment restrictions and risks change constantly, so you should review and think about ongoing 
health and safety regularly, in the lead up to your event and update your plan accordingly.

If you are changing your event operations and activities, your systems of work, or the work tasks your workers perform, 
you will need to update your COVID-19 Safety Plan.

Complete the fields in this template to build your Events COVID-19 Safety Plan.  

COVID-19 SAFETY PLAN 
Events Template

Version 3.0  |  21 December 2020

► Is the event outdoor or indoor?

► Will the event have multiple employers?

► Date of event D D M M Y Y Y Y

► Event description

Keep your completed safety plan at your event: you do not need to submit this to WorkSafe Tasmania.

Yes                No                

MANAGING RISK: YOUR DUTY OF CARE  

Managing the risks of COVID-19

► Will there be one COVID-19 Safety Plan for the entire event or multiple plans? [one for each PCBU]

► Who is responsible for overall control of the event?

► Date completed     D D M M Y Y Y Y

► What Public Health Directions apply? [see Managing risk below]

► Will the event be seated? Yes                No                

http://coronavirus.tas.gov.au
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COVID-19 Safety Plan - Events 

Key things to consider:

For any event there must be at least one COVID-19 Safety Plan. If your event has multiple businesses/employers, you may require each of the 
businesses/employers to have their own COVID-19 Safety Plan. If this is the case, you need to consider how you will ensure that these plans are of 
a sufficient standard consistent with the event’s overall COVID-19 Safety Plan.

You will need to see all plans that will apply to the event and ensure they are adequate to manage the identified risks and you will need to consider 
what criteria to undertake to assess businesses/employers.

You need to be clear who is responsible for implementing the various plans and what action will be taken if the plans are not being implemented 
effectively.

► Do businesses/employers need to submit their COVID Safety Plans to the event manager for
approval?

Yes                No                

Multiple businesses/employers COVID-19 Safety Plans

► How will the approval of COVID Safety plans from subordinated businesses/employers be managed?

► What action will be taken by the event controller if an approved COVID Safety Plan is not
implemented appropriately by subordinate businesses/employers?

► Who is responsible for monitoring compliance with individual businesses/employers COVID Safety
Plans?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

Yes                No
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COVID-19 Safety Plan - Events 

Key things to consider:

The plan is simply that, a plan. You need to ensure that sufficient resources are available to implement the plan.

If you fail to adequately resource your plan, controls may not be applied and risks not mitigated.

You need to consider who has responsibility for implementing the plan and ensure that they have the authority to take steps to ensure the plan is 
implemented.

► Who is responsible for implementing the COVID Safe Plan?

Resource the COVID-19 Safety Plan

► What resources are available to implement the plan?

► What is the minimum number of resources required to implement the plan?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified     above]

► How will compliance with the plan be achieved?
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COVID-19 Safety Plan - Events 

Key things to consider:

Density limits apply to both indoor and outdoor venues. Venues must not have a density of more than one person per 2 square metres of floor 
space (known as the 2 square metre rule). 

Refer to coronavirus.tas.gov.au for the current maximum gathering limits:

You need to have a method to ensure that the maximum number of people at the event is not exceeded. This could include having someone 
counting people on entry or through a ticketing system. The event organsier needs to know how many people are allowed on site and how many 
people ARE on site at any one time (including staff ).

The maximum number of people allowed at an event is the smaller number of either:

• the maximum number of people for which there is 2 square metres per person

• the maximum gathering number specified for the type of venue/activity.

► How many people are allowed under the 1 person per 2 square metre rule?

Patron Management

► What is the maximum number of people allowed at the event? [including staff ]

► How will patrons be advised of entry requirements?

► Will personal details be collected on entry? Yes                No                

► How will this data be stored for 28 days post the event?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified      above]

► Will the event be ticketed? Yes                No                

► How will access numbers be monitored and controlled?

► Will the event have front of house/gate sales? Yes                No                

http://coronavirus.tas.gov.au
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COVID-19 Safety Plan - Events 

You should implement procedures to ensure physical distancing and avoid mixing of patrons as much as possible, and minimise direct contact 
between patrons by:

• taking measures or modifying venues to ensure staff and patrons can enter, exit, and move around the event safely, e.g. through one-way flow,
separate entry and exit points

• managing dwell times to control the flow of patrons

• using physical barriers such as roping to manage high traffic areas

• ensuring accessibility requirements are considered when reconfiguring spaces and patron flow

• encouraging online and phone bookings, and limiting or eliminating the incidence of walk-in patrons

► Will the site be secured? [fenced/access restricted] Yes                No                

Site Access/Egress

► What security arrangements are needed?

► Will access and egress points be different? Yes                No                

► Will patrons disperse on entry or remain confined?

► Will patrons need to queue to gain access? Yes                No                

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

► How many points of entry for the site will be available?

► How will this queuing be managed?
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COVID-19 Safety Plan - Events 

Key things to consider:

Depending on the event, there may be multiple rooms or facilities within the overall event. These areas must be managed and subject to 
appropriate controls.

Areas where alcohol is served can present additional challenges due to the need for patrons to be seated when consuming alcohol. Adequate 
seating will need to be provided. Queues must be managed.

Encouraging patrons to disperse or implementing zones to restrict movement are good ways to reduce the risk of excessive congestion.

► Will the event serve alcohol? Yes                No                

Facilities

► Will patrons be able to be seated to consume food and alcohol? [will sufficient seating be available?]

► How will wet areas be managed to ensure appropriate patron behaviour?

► What will be the points of congregation during the event? [toilets/kiosks/displays/bars etc.] 

Yes                No                

► How will theses points of congregation be managed?

► Will facilities be dispersed throughout the venue to minimise congregation and queuing? Yes                No                

► How will patron movement be managed during the event?

► Will the event be split into zones to reduce patron mixing? Yes                No                

► How will zones be controlled?

► Will patron numbers be limited in designated seated areas? Yes                No                

► Are there multiple rooms/facilities on site?

► Have room densities been calculated and permissable limits displayed at the entrance to each room/
facility?

Yes                No                

Yes                No

What controls are required to mitigate the above risks? [list controls]
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COVID-19 Safety Plan - Events 

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

Key things to consider:

The event organiser is to encourage good hygiene practices to provide hygiene measures to minimise the risk of exposure to, contracting or 
spreading COVID-19. Hand washing facilities, use of soap and water or the use of hand sanitiser, as appropriate for the circumstances.

While toilet areas provide a means to wash hands, other hand washing facilities may be needed. Hand sanitiser should be stationed strategically 
throughout the venue/event. This will assist in implementing necessary hygiene controls.

Hygiene

► What other hygiene controls will need to be available throughout the site?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

► Will sanitiser be available at key locations? Yes                No                

► How will soap and sanitiser stock be monitored and replenished?
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COVID-19 Safety Plan - Events 

Key things to consider:

The event organiser must prepare, implement and maintain a schedule for cleaning, and where appropriate disinfecting, that ensures the facilities at 
the event are routinely cleaned. This must include furniture, equipment and other frequently touched items.

The cleaning schedule should be in writing so all workers are aware of the requirements. The schedule should take into account the level of risk of 
exposure to, contracting or spreading COVID-19 within the event. 

Cleaning frequently-touched surfaces is very important in reducing the risk of spreading COVID-19. For example, hand rails, EFTPOS machines and 
door handles all need to be disinfected frequently.

See How to clean and disinfect your workplace - COVID-19 (Safe Work Australia).

► What are the cleaning requirements before, during and after the event?

Cleaning

► Who is responsible for ensuring cleaning is undertaken in accordance with the cleaning schedule and
to the required standard?

► What cleaning and disinfectant consumables are to be used?

► Do the consumables meet the required standard for COVID 19? Yes                No                

► How will cleaning staff be trained in the safe use of cleaning products and cleaning standards?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

► Is there a cleaning schedule? Yes                No                

https://www.safeworkaustralia.gov.au/doc/how-clean-and-disinfect-your-workplace-covid-19
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COVID-19 Safety Plan - Events 

Key things to consider:

The event organiser must provide each worker (including contractors and volunteers) with training on:
• the risks in relation to COVID-19, and
• the control measures to be implemented to mitigate those risks.

The requirements of this plan must be communicated to all workers who have a role in implementing the plan. Training in what is needed, when, 
how and by whom is key to implementing the plan.

The event organiser must ensure that ALL parties know what is expected of them and will be adequately skilled to undertake their tasks.

► What training will be provided to workers, volunteers, exhibitors, caterers, suppliers etc. on how
this plan is to be implemented?

Training

► Who is responsible for providing the training?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]
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COVID-19 Safety Plan - Events 

An event organiser must provide information and instruction to patrons and ensure as far as is reasonably practicable in the circumstances that: 

• each person, or group of people attending the event together, should remain separated from other individuals or groups at the event by
maintaining a distance of at least 1.5 metres from each other. This also applies when entering or leaving the event, and

• the total number of people present in a single space, at any one time, does not exceed the number calculated according to the current density
requirement. Refer to coronavirus.tas.gov.au for the latest requirements.

If it is not reasonably practicable to comply with the physical distancing requirements described above, then the employer must ensure that control 
measures are implemented in keeping with the requirements to manage the risks to health and safety relevant to COVID-19.

A person at, entering or leaving the event must ensure that they comply with the requirements of the physical distancing requirements of the 

► How will patrons be informed/instructed on COVID controls before and during the event ?

Information and Instruction

► How will information be communicated to patrons before and during the event ? ?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

► How will patrons be advised not to attend the event if unwell?
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COVID-19 Safety Plan - Events 

Key things to consider:

The event organiser must provide adequate supervision to ensure control measures are implemented for COVID-19.

Implementing COVID-19 Safety Plans require people to apply the controls. Those responsible for ensuring tht controls are applied must be 
supervised to ensure that the work that is being done is effective and performed to the desired standard.

The plan must detail how workers will be managed when implementing the plan.

► What organisation structure will apply to ensure the COVID Safety Plan is implemented effectively?

Supervision

► How will workers responsible for implementing the plan be supervised and instructed in performing
their role?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

► How will patrons be managed and supervised during the event?

► How will the event controllers ensure patrons remain separated and/or seated by 1.5 metres?
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COVID-19 Safety Plan - Events 

Key things to consider:

The event organiser must ensure that information and instruction is provided to workers, volunteers, patrons, suppliers/contractors and others at 
the event about your COVID-19 control measures and the requirements of those people to apply the control measures as they are reasonably 
able.

The information and instructions are to be in a format that is reasonable to the circumstances: including plain English, pictures, and languages other 

Signage

► What signs need to be placed around the event?

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]

► Will there be signage at entrances and congregation points? Yes                No                

► Will audio messaging be used? Yes                No                
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COVID-19 Safety Plan - Events 

Key things to consider:

Emergency procedures are critical to any event. The event organiser needs to ensure that in the event of an emergency, patrons are not put at risk 
of COVID-19 exposure through the emergency procedures.

Event managers need to consider how many emergency egress locations will be available, how will they ensure that patrons are distributed across 
the various egress points and what will patrons do once they have exited the venue (will they disperse or congregate?). 

► Do evacuation procedures ensure that in an emergency evacuation, large numbers of
people do not congregate for extended periods in close proximity? Yes                No                

Emergency Procedures

What controls are required to mitigate the above risks? [list controls]

Describe in detail how these controls will be implemented [you need to address each of the items identified  above]
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COVID-19 Safety Plan - Events 

Detail how other controls are to be applied.

► Other matters
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COVID-19 Safety Plan - Events 

Review
As the situation with COVID-19 can change rapidly in the lead up to your event, make sure you regularly review your control measures to ensure 
they are still meeting the minimum requirements and are managing the risks in the best possible way for your event.

► Do you have a process for reviewing and adjusting the controls as circumstances change, and are
you using that process?

Yes                No

Briefly outline that process

► Approved by

► Date completed       D D M M Y Y Y Y

► Signature

Manager approval of your COVID-19 Safety Plan

Keep your completed safety plan at your workplace: you do not need to submit this to WorkSafe Tasmania.

Disclaimer
To ensure this information is easy to understand, we refer to ‘event organisers’ and their responsibilities. However, under the work health and safety laws, duties apply to a ‘person conducting a 
business or undertaking’ (PCBU) which includes employers and also others who engage workers. See information about PCBUs for more detail.

https://worksafe.tas.gov.au/topics/Health-and-Safety/managing-safety/starting-a-business-with-safety-in-mind/common-whs-terms
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	text46: This is the responsibility of the venue, PW1. They use a cleaning company who have trained their staff in accordance with guidelines.
	text47: Cleaners contracted to the venueCleaning plan including procedure to ensure scheduled checks have been completedCleaning suppliesTouch points and seating sanitized Amenities and waste management Deep clean of venue 
	text48: Onsite cleaners contracted to the venue present throughout the whole eventCleaning  plan provided by venue for bump in/out and for duration of event including procedures for stock control, monitoring zones, checklists to ensure schedules checks have been completedCleaner to conduct routine checks to ensure toilets and hand dryers are functioning effectively, toilets and surfaces are clean, and supplies such as toilet paper and hand soap are kept topped upChecklist to ensure scheduled checks have been completedCleaning supplies COVID compliantStock control of cleaning, sanitizer and hygiene supplies. Levels monitored and regularly replenished by contracted cleanerTouch surfaces such as doorknobs to be regularly disinfected and stage and workshop seating to sanitized after each sessionVenue to provide assurance that all amenities are in working order (including disabled and baby change areas), that there are enough accessible sinks and supplies for people to clean their hands,  and no-touch bins Deep COVID compliant clean of venue completed
	text49: Information sessions, collateral, communications 
	text50: Luminous Events
	text51: Knowledge of current Public Health DirectionsCOVID safety officer Information sessions onsite prior to event Information available online and socials FOBI COVID safety plan available to all participants End to end communication and support 
	text52: Management knowledge of current Public Health Directions, compliance requirements for events, UTAS and venue requirements COVID safety officer  - point of contact for queries and support, administer FOBI COVID-19 safety plan during bump in/out and throughout eventCurrent Public Health Directions and COVID safe procedures explained during onsite participant information session held prior to event Current Public Health Directions and COVID safe procedures explained during onsite volunteer training sessions Requirement of participation in FOBI that all participants attend an information session Additional training sessions scheduled to ensure all volunteers attend and agree to the terms of participation before engagementCOVID safety officer, volunteer coordinator and team leaders to attend COVID safe specific trainingDedicated COVID safe page on FOBI websiteRegular COVID safe messaging on social mediaFOBI COVID safety plan available to all participants COVID safe requirements communicated to all participants when registering including links to local and current guidelines, for example https://worksafe.tas.gov.au/topics/Health-and-Safety/safety-alerts/coronavirusSupport to all participants during event planning stage regarding FOBI COVID safe plan, terms of participation, and information on FOBI safety controlsAll participant to complete a risk assessments including agreeing to comply with FOBI COVID-19 safety controls
	text53: Signage, printed collateral, conditions of entry through ticketing process and available on the day, email reminder, social media
	text54: Signage, printed collateral, conditions of entry through ticketing process and available on the day, email reminder, social media
	text55: Signage, printed collateral, conditions of entry through ticketing process and available on the day, email reminder, social media, announcements, volunteers, display screens
	text56: Knowledge of current Public Health DirectionsTicketingCommunication channels including email, website, and social media Information and support Signage 
	text57: Knowledge of current Public Health DirectionsFOBI COVID-19 safety controls on ticketing site and  links to information Purchaser must agree to the conditions of entry when purchasing tickets online Conditions of entry printed on tickets and reiterated on email confirmationsMessaging via text message discouraging visitors from attending if feeling unwell, have been in close contact with a person who has COVID-19, have been tested for COVID-19 and/or has been instructed to quarantine or self-isolateRefunds offered for those who choose not to attend because they are unwellDedicated COVID safe page on FOBI website including FOBI COVID safe plan Regular COVID safe messaging on social mediaSafety controls and procedures, site maps indicating sanitizing stations and important contacts will be displayed for staff and volunteers to refer to Density cap displayed at entrance including up to date count of total number of visitors on site displayed on digital screen at entranceVenue signage at entrance and throughout venue communicating FOBI COVID safe precautions and controlsCOVID safe signage displayed at venue including advising visitors not to enter if feeling unwell, have been in close contact with a person who has COVID-19, have been tested for COVID-19 and/or has been instructed to quarantine or self-isolatePhysical distancing hardware such as floor markers, bollards, signage and posters installed at entry and egress points, throughout venue, and in individual zones Verbal reinforcement of COVID safe controls in place when checking in to venueLocations of sanitizing stations printed on site map within FOBI programCOVID safe collateral handed to each individual or family groupVisitors must agree to the conditions of entry when checking in 
	text58: Jenni Klaus, UTAS (host organization), Luminous events as manager, COVID safety officer, volunteer manager, volunteers, venue management, participant contacts 
	text59: Oversight by Luminous Events, compulsory training for all stakeholders and COVID safe officer 
	text60: Volunteers and COVID safe officer overseen by Luminous Events
	text61: Density limits, signage, crowd control, communications, volunteers
	text62: Hierarchy of managementHost organization requirements Volunteers and training  
	text63: Hierarchy of management to implement and monitor FOBI safety plan: Meredith Wilson (Event manager, Luminous Events) - oversee the FOBI COVID-19 safety plan, make information available, train participants prior to the event Jenni Klaus (Director, UTAS) - distribute, collate, and oversee participant risk assessments and agreements of compliance with FOBI safety controls  COVID safety officer  - point of contact for queries and support, administer FOBI COVID-19 safety plan during bump in/out and throughout eventVolunteer coordinator - to attend COVID safe specific training and coordinate all volunteers to ensure safety controls are applied and risks mitigated Volunteer team leaders - to attend COVID safe specific training and lead their volunteers to ensure safety controls are applied and risks mitigated Tom McDevitt (Venue Manager) - oversee the venue COVID-19 safety plan Point of contact for each participating organizationFOBI is overseen, supported and hosted by University of Tasmania, which has a complete plan of controls and requirements, that must be adhered to by event management FOBI is supported by a team of 80 volunteers who will help administer the FOBI safety controls, overseesn by a hierarchy of management who will train and support themAll volunteers attend a training session prior to engagement. Additional training session are held to ensure all volunteers can attendEach volunteer will be assigned and trained in a specific role and according to a roster distributed to all volunteers
	text64: COVID procedures, floor markings, crowd management, capacity numbers, volunteer and staff information  
	text65: Signage plan Physical distancing Density audio announcements and updated digital displaysStaff and volunteers Venue signage Resources 
	text66: Signage plan including messaging, display locations on site plan, content, quantity required, monitoring and spares Signage to include words, pictures and multi-language Signage to be appropriate and relevant for the zone, audience and context including signage specifically for bump in/out timesPlan to update or produce additional signage if required during the event Physical distancing signage such as floor markers and posters installed at entry and egress points, throughout venue, and in individual zones Announcements (Megaphone) at entry to inform when sessions are full Density cap displayed at entrance including up to date count of total number of visitors on site displayed on digital screen at entranceCOVID safe controls and procedures displayed in volunteer and staff gathering areasCOVID safe signage displayed at venue including advising visitors not to enter if feeling unwell, have been in close contact with a person who has COVID-19, have been tested for COVID-19 and/or has been instructed to quarantine or self-isolatePhysical distancing hardware such as floor markers, bollards, signage and posters installed at entry and egress points, throughout venue, and in individual zones Signage reinforcing COVID safe hygiene practices throughout the venue such as hand washing, avoiding touching face, nose and mouthSignage templates available from: www.australia.gov.au/covidsafe-resourceshttps://www.utas.edu.au/__data/assets/pdf_file/0019/1433341/Notice-Capcity-Sign-A4-Interactive.pdf
	text67: Emergency procedures provided by venue included egress and gathering pointsVenue COVID safety planEmergency wardens appointed by venue to administer emergency incidentsFirst aid provider present on both days of the festivalDocumentation
	text68: FOBI will follow the Princes Wharf 1 emergency and evacuation planVenue evacuation point on Salamanca Lawns has ample room to allow for observance of social distancing FOBI management, COVID Officer, volunteer leaders trained by venue in emergency procedures and three wardens identified Established procedures for monitoring, managing non-compliance and reporting incidentsFOBI risk assessment to include Pre-planning for such an incident with separate plan to be developed. This will include a run through prior to the event. Training for all staff, participants and volunteers exhibitors on emergency procedures Accessible first aid supplies and St Johns Ambulance onsite for both days of the festival Documentation will include: signage, exhibitors and volunteers signing a legal contract to agree to the FOBI safety controls, website detailing COVID related issues AND emergency procedure (also included in exhibitor info packet), risk management document
	text69: All measures detailed above are going through the following processes:-Review at a high level in the UTAS strategy team to review risk and thoroughly vet this plan-Adherence to all government and University guidelines have been considered while preparing this plan-Worksafe Tasmania has advised the development of this plan-Major partners such as TasNetworks will need access to our COVID plan and all participating organisations will as well - they too will have done rigorous risk and COVID planning. We believe this process will eliminate any gaps that could exist in our COVID Plan. 
	text70: The process includes, but is not limited to: -monitoring any changes to COVID community transmissions and government rules around events and gatherings-regular meetings between UTAS and Luminous Events at a high level-constant adjustments of plan, in consultation with Worksafe Tasmania as needed-communication of any changes to that plan once it has been distributed to all stakeholders will be swift and comprehensive including, but not limited to, a link at the top of the FOBI website to current and official government advice, updates to the COVID safety plan on the website, email communication to stakeholders, phone call follow-ups to any non-response, distribution via paid social media. 
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