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T he purpose of this guide is to help persons involved in the arrangement of 
events in educational organisations plan a safe event with proactive safety 
and security management (SSM) as their starting point. In this context, 

event refers to a public or private meeting, such as a party, seminar, meeting, confe-
rence, concert, exhibition, promotional event, amusement, contest or performance 
(Assembly Act 530/1999). The event differs from normal teaching and guidance acti-
vities practiced by the educational organisation in terms of, for example, partici-
pants, time of day, space arrangements, catering or performers.

In a large share of Finnish educational organisations, a prosafety atmosphere sup-
porting the development of safety and security is beginning to emerge: schools want 
to do systematic work to enable creation of a safe education and working environ-
ment. It is good to consider the security work conducted by educational organisa-
tions as an entity visible in everything that the organisation does. It is linked with 
management in particular, giving rise to various responsibilities and obligations. In 
addition to knowledge and skills, successful security work also requires the desire 
to enable a safe and comfortable learning and working environment. It requires 
mastering of the up-to-date legislation and understanding of the fact that only a 
genuine, tested ability and readiness to act in any situation is the true guarantee of 
the continuity of operations. (Martikainen & Ranta 2014, 34.) Safety and security also 
have an impact on the image of the event organiser. Failures in this respect have an 
impact on how interested sponsors and participants are in the event and the event 
organiser.

There are challenges associated with the school and higher education institution 
environment that can be solved by means of systematic safety work and by combi-
ning quality management, and safety and security management. Up till now, schools 
and higher education institution have mostly performed safety work using the right 
elements, but still in a fragmented manner. Therefore, the methods of implemen-
ting safety and security manifest themselves through separate safety and security 
instructions or actions. The systematic safety work is only beginning to develop and 
we can only hope that, in the future, it would be built upon the basic tasks of schools 
and higher education institutions, as actions derived from teaching or education 

FOREWORD

and research. Another current challenge is the fact that the responsibility for safety 
work is divided between frag-mented operators. Therefore, the organisations lack a 
clear picture of the aims of safety work and of who is the party with final responsibi-
lity for it. (Martikainen 2016, 146—150; Lanne 2007, 12).

In the first chapter of this guidebook, we take a look at the key concepts related to 
event safety and security. In the second chapter, we get acquainted with proactive 
safety and security management (SSM). At first, we examine the model for organi-
sational safety and security drawn up by the Confederation of Finnish Industries 
(EK). It presents the aspects of safety and security and the key factors linked to them: 
safety and security management, risk management and safety culture. In addition, 
we study the reactive and proactive safety cultures. The third chapter addresses risk 
management, risks, risk assessment and risk treatment. In the fourth chapter, we 
get acquainted with the legislation concerning event safety and security as well as 
licences and notifications required for events. The fifth chapter focuses on the prac-
tical arrangements of a safe event, such as the contingency plan, safety instructions, 
orientation, training and the assessment performed after the event. Appendices to 
the guide provide concrete examples of risks related to events and their causes, con-
sequences, preventive arrangements and preparedness.

Feel free to send comments and feedback on the publication to the authors of 
the guidebook, Soili Martikainen (soili.martikainen@laurea.fi) and Tiina Ranta  
(tiina.ranta@laurea.fi).
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Contingency plan consists of the 
conclusions on the assessments of 
the dangers and risks; the safety 
arrangements of the building 
and the facilities used for the  
operations carried out in the building 
or at the site; the instructions for 
building residents and other persons 
on how to prevent accidents and what 
action to take in accidents and dan-
gerous situations; any other measures 
related to self-preparedness at the 
site (Rescue Services Act 379/2011, 
Government Decree on Rescue Services 
407/2011). The contingency plan is 
part of safety and security planning.

Event is a public or private meeting, 
such as a party, seminar, meeting, 
conference, concert, exhibition, 
promotional event, amusement, 
contest or performance (Assembly 
Act 530/1999). The event differs from 
normal teaching and guidance acti-
vities practiced by the educational 
organisation in terms of, for example, 
participants, time of day, space arran-
gements, catering or performers.

Hazard is the source of harm or a 
risk (SFS-ISO opas 73:2011, 10), such 
as a hazard of fire, a hazard of slip-
ping or a hazard of food poisoning.

Risk is the impact of uncertainty on 
the goals. It is often described as 
a combination of the likelihood of 
occurrence of an incident and the 
severity of its consequences. The risk 

can be positive or negative. (SFS-ISO 
opas 73:2011, 8.) In this guide, we 
examine the negative, unwanted risks. 

Risk assessment is the process 
consisting of the identification of 
risks, risk analysis and the assess
ment of the severity of the risk 
(SFS-ISO opas 73:2011, 11).

Risk management refers to coordi-
nated management and guidance of 
the organisation in relation to risks 
(SFS-ISO opas 73:2011, 8—9).

A risk owner is any individual or party 
bestowed with the responsibility or 
the authority for the management of 
a risk (SFS-ISO opas 73:2011, 14).

Risk treatment is the process of 
modifying risks. It refers to, for 
example, taking, preventing, sharing, 
mitigating, eliminating or preventing 
risks. In risk treatment, one has to 
plan in which order each risk treat-
ment step is taken. Risk treatment 
may change risks or cause new ones, 
which must also be identified, asses-
sed and treated. (SFS-opas 73:2011, 
4; SFS-ISO 31000: 2011, 42—44.)

Safety is the state of being safe, with 
no presence of danger. It means being 
protected from danger or harm and 
not being harmed, damaged or lost, 
and it is an ability to keep or to make 
somebody or something safe.  (Mäkinen 
2007, 56; Kielitoimiston sanakirja 2006, 

1. CORE CONCEPTS

386.) Organisational safety and security 
consists of nine different aspects: 
premises and property security; mana-
gement of misconduct and deviations; 
preparedness and crisis management; 
rescue safety; personnel safety; 
environmental safety; occupational 
safety, production and operational 
safety; and data security (Confederation 
of Finnish Industries 2016).

Safety and security management 
(SSM) consists of the continuous 
and systematic management of the 
organisation with the purpose of 
preventing any incidents that might 
damage people, property, the environ-
ment, data or reputation. It is affected 
by the organisation’s policies, goals 
and processes related to achieving the 
goals. Other factors affecting it include 
the organisation’s structure, roles, 
responsibilities, planning, operations, 
practices, rules and beliefs. (Lanne 
2007, 12; SFS-EN ISO 9000: 2015, 22.)

Safety culture refers to the dynamic 
and adaptable state of an organisation, 
strongly linked with the organisation’s 
capacity and will to understand what 
safe operation of an organisation is 
like and how one acts in a safe way. 

Furthermore, it includes the capa
city and will to understand what kind 
of hazards are associated with an 
organisation’s operations and how 
one can promote safety and secu-
rity, and prevent hazards. (Reiman, 
Pietikäinen & Oedewald 2008, 3.)

Security planning maintains safety 
and security as well as the feeling of 
safety. It is used for reducing distur-
bances, accidents and crimes and any 
damage caused by them (Ministry 
of the Interior & National Council 
for Crime Prevention 2014, 4).

A stakeholder is an individual or a group 
located inside or outside the organisa-
tion, who/that can have an effect on a 
decision/function or who/that can be 
affected by a decision/function or who 
feels that it/he/she can be affected 
by a decision/function (SFS-ISO opas 
73:2011, 10; OHSAS 18001:fi 2007, 16).

Vulnerability refers to the organisa-
tion or function’s internal characte-
ristics that expose it to the source of 
a risk. The vulnerability may lead to 
an incident with unwanted conse-
quences. (SFS-ISO opas 73:2011, 13.)



T his chapter presents the model for organisational safety and security mana-
gement developed by the Confederation of Finnish Industries (EK), which 
highlights the various aspects of safety. Furthermore, it studies the differen-

ces between proactive and reactive safety cultures.

2.1 The aspects of organisational security

In spring 2016, the Confederation of Finnish Industries updated its model of orga-
nisational security in accordance with figure 1. An event is assessed through every 
aspect presented in figure 1. The significance of each aspect differs by event, organi-
sation and function.

The purpose of the model of organisational security is to ensure the event’s conti-
nuity, safety and security, and compliance with requirements. Safety and security 
management is guided by the organisation’s strategy and risk management. Security 
consists of nine different aspects, which can also partly overlap. The development of 
operations and safety culture also plays an important role. At its best, safety work 
consists of an entity formed by all the aspects of security. (Confederation of Finnish 
Industries 2016). 

A typical challenge shared by educational organisations is the coordination between 
the various aspects of security and the balance between how they are prioritised. In 
such a case, the overall picture of safety and security cannot be formed and it beco-
mes fragmented. (Huovila & Ranta 2015; Martikainen 2016, 146—150.) At best, the 
principles that guide the safety work are policies confirmed by the highest mana-
gement from the perspectives of the methods of safety work, level of operations, 
implementation and responsibilities. Included among these principles are the defi-
nition of the safety goals and responsibilities for the work, policies related to risk 
management, safety and secu-rity training and communication, and measuring the 

impact of safety work. (OHSAS 18001:fi 2017, 18.) In a small share of educational orga-
nisations, we can already speak about safety and security management, which accor-
ding to Reiman and Oedewald (2008, 3) refers to the aim to promote well-being by 
means of systematic, goal-oriented and long-term management and programmatic 
development work.

2.2 Reactive and proactive safety culture

According to Ruuhilehto and Vilppola (2000, 22—23), an organisation can have a 
safety culture reacting to what has already happened or it can have a proactive safety 
culture. In a reactive safety culture, people “put out fires”, which means that only 
when an accident happens, the organisation reacts and takes corrective actions. The 
safety activities may be aimed at reducing accidents, but they may lack any actual 
safety goals. Nor does the organisation make any plans related to safety, or if it 
does, they are generally kept at a very general level. Safety instructions are drawn up 
because it is required by law. Some of the instructions are oral, and detailed instruc-
tions are not drawn up until an accident has already happened. In addition, safety 
and security issues are discussed very rarely. People strive to prevent accidents by 

2. PROACTIVE SAFETY AND SECURITY 
MANAGEMENT
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Figure 1. Model of organisational security (Confederation of Finnish Industries 2016)



blaming the circumstances or immediate behaviour of particular individuals. 
Security training is arranged to meet the requirements set by authorities.
 
In a proactive safety culture, operations within the key areas and behaviour within 
the organisation are improved by defining criteria for safe practices, by assessing 
behaviours on a regular and continuous basis, and by giving feedback to the organi-
sation on activities related to safety and security. Safety goals are set for every level 
of operations and they are integrated with other goal-setting. In addition, person-
nel are involved in the safety work. Safety instructions are based on the risk assess-
ment of each work task. Both general and detailed work instructions are drawn up 
for safety. Security matters are regularly included on, for example, meeting agen-
das. To prevent accidents, the organisational management system is examined. 
Security training is systematic and it supports the organisation’s own safety goals. 
(International Atomic Energy Agency 2002, 17—19.) The organisation’s safety cul-
ture develops stage by stage in accordance with figure 2. 
 

The second phase of safety culture already strives for a good level of security. At 
this level, the organisation understands that safety is an important goal even in 
the absence of external requirements. The amount of team work increases. Safety 
and security is managed in a similar manner as the other areas of management, 
in other words, targets and goals are set for it. The organisation is willing to learn 
from the experiences of others, particularly about new techniques and best prac-
tices. (International Atomic En-ergy Agency 2002, 18.) The second stage represents a 
proactive safety culture.

The third stage of safety culture is a culture of continuous improvement, with a 
strong emphasis on management style, interaction, training, competence and effi-
ciency. The various departments and functions within the organisation cooperate 
with each other. Problems are anticipated before they occur. Furthermore, there 
is no goal conflict between safety and production. Learning from others is valued. 
(International Atomic Energy Agency 2002, 19.) The third stage also represents a 
proactive safety culture.

Event organisers are expected to have a proactive safety culture, where hazards and 
risks are identified and the organisers react to them before they occur.

The first stage of development of safety culture is based on requirements and regula-
tions. Safety is regarded as a technical matter that can be achieved by following the 
rules and requirements. The organisation also sees safety as requirements posed by 
au-thorities. Therefore, problems are not anticipated, and the organisation reacts to 
each one as it occurs. The interaction and cooperation between various functions 
within the organisation is limited, and units make their decisions on their own. 
The organisation does not listen to others and learn from the experiences of others. 
(International Atomic Energy Agency 2002, 17—18.) The first phase represents a 
reactive safety culture.

CULTURE OF 
CONTINUOUS 
IMPROVEMENT

CULTURE 
AIMING AT HIGH 
LEVEL OF SAFETY

CULTURE BASED ON 
REQUIREMENTS 
AND ORDERS
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Figure 2. Stages of development of safety culture (International Atomic Energy Agency 
2002, 17-19)

The saying “Well planned is half done” 
is well suited to proactive safety and 
security management. Identifying an 
event’s hazards and risks and using them 
as a basis for planning the safety and 
security measures is an essential part of 
proactive safety and security manage-
ment. With the help of anticipation 
and planning, an event organiser can 
coordinate the cooperation between the 
various aspects of safety and prepare for 
both the normal conditions during the 
event and potential disruptions.

Proactive safety and 
security management in a 
nutshell



T his chapter outlines the principles of risk management and two diffe-
rent methods for identifying hazards and risks suited for the use of event 
organisers.

3. RISKS AND RISK MANAGEMENT

3.1 Risk management

All organisations have internal characteristics, vulnerabilities, that expose the orga-
nisation to risks and unwanted incidents (SFS-ISO opas 73:2011, 13). Risk manage-
ment is used for managing and guiding the organisation in relation to risks. Risk 
management is also part of organisation’s decision-making. It is coordinated, situa-
tion-specific, up-to-date activity, which is based on the best possible data available. 
Risk management also supports the continuous improvement of the organisation. 
(SFS-ISO 31000:2011, 22.) 

Risk refers to the impact of uncertainty on the goals. It is often described as a com-
bination of the probability of occurrence of an incident and the severity of its con-
sequences. Even though according to the publication SFS-ISO opas 73 (2011, 8) a 
risk can be either positive or negative, in this guide we only examine the negative, 
unwanted risks. According to the standard OHSAS 18001:fi (2007, 14), acceptable risk 
refers to a level of risk on which the organisation meets both its legal obligations and 
its own safety principles. 

The risk management process is shown in figure 3.

Risk management refers to coordinated management and guidance of the organi-
sation in relation to risks. It is an overall process that covers definition of the ope-
rating environment, risk assessment and risk treatment. Risk assessment includes 
the identification of risks, risk analysis and the assessment of the severity of risks. 
Risk analysis is a process aimed at understanding the nature of a risk and assigning a 
risk rating for it. The purpose of the assessment of the severity of the risk is to define 
whether the risk is acceptable or whether it needs to be mitigated. Risk treatment 
modifies the risk. Communications, sharing of information, monitoring and review 
procedure are essential parts of the risk management process. (SFS-Opas 73:2011, 
8—9, 11, 14—15; SFS-ISO 31000: 2011, 10—20.)

DEFINING THE 
OPERATING 
ENVIRONMENT

RISK ASSESSMENT 
(RISK IDENTIFICATION, 
RISK ANALYSIS, 
ASSESSMENT OF THE 
SEVERITY OF THE RISK)

RISK 
TREATMENT

COMMUNICATIONS AND EXCHANGE OF INFORMATION

MONITORING AND REVIEW
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Figure 3. Risk management process (SFS-ISO 31000: 2011, 10)



3.2 Risk assessment

Risk assessment consists of the identification of risks, risk analysis and the asses-
sment of the severity of the risk. Every person in charge of implementing an event 
must acknowledge and identify the sources of risks related to the upcoming event, 
their areas of impact, incidents, situations, potential changes in circumstances and 
the consequences of risks. The repercussions of risks as well as the cumulative effe-
cts of risks are also taken into consideration. Risk assessment requires up-to-date 
information and involvement of persons familiar with the upcoming event, custo-
mers and the environment. A list of probable risks is drawn up on the basis of all 
identified risks. Risk identification is an important phase, since only identified risks 
can be prepared for. Many tools can be used for risk identification. In this chapter, 
we present the methods of potential problem analysis and ‘What if ’ technique, both 
well suited for event organisers.

Risk analysis is a process aimed at understanding the nature of a risk and assigning 
a risk rating for it. The severity of each risk is assessed so that a decision can be made 
on whether the risk needs to be mitigated and which methods are to be used for the 
pur-pose. The risks of an event are assessed with the help of the likelihood of occur-
rence and the severity of consequences of each risk, based on which the risk rating 
can be calculated. (SFS-ISO 31000: 2011, 40—42.) The likelihood of the occurrence of 
a risk can be assessed with the help of table 1.

The likelihood of the occurrence of a risk is assessed on a scale from 1 to 3, where 1 is 
highly unlikely, 2 unlikely and 3 is likely.

The severity of the consequences of a risk is assessed with the help of table 2.

Table 2. Assessment of the severity of the consequences of a risk

The severity of the consequences of a risk is assessed on a scale from 1 to 3, where 1 is 
slightly harmful, 2 harmful and 3 is very harmful.

The risk rating is assessed with the help of table 3. 

Table 3. Assessment of the risk rating 

The risk rating of an event can be assessed with the help of the likelihood of occur-
rence of an incident and the severity of its consequences. The risk can be insignifi-
cant, slight, moderate, significant or unbearable. The risk rating can be calculated 
using the following formula:

•	 the likelihood of occurrence of an incident x the severity of its consequences; or 
•	 the likelihood of occurrence of an incident x the severity of its consequences     

(if one wants to emphasise the seriousness of the consequences)

The severity of the risk is assessed on the basis of the risk analysis results, and the 
re-sults are compared to the risk criteria. The purpose of the assessment of the seve-
rity of a risk is to define whether the risk is acceptable or whether it needs to be 
mitigated. (SFS-ISO 31000: 2011, 42; SFS-opas 73:2011, 13.) An acceptable risk refers to 
a level of risk on which the organisation meets both its legal obligations and its own 
safety prin-ciples (OHSAS 18001:fi 2007, 14). Accepting a risk is a conscious decision 
to take the risk (SFS-opas 73: 2011, 14).

3.3 Risk treatment

Risk treatment is a risk modification process where different risk treatment methods 
or techniques are used and implemented. This process includes assessing the actual 
risk treatment, examining the residual risk, assessing the risk rating and initiating 
new risk treatment, if necessary. Risk treatment may entail, for example, taking, pre-
venting, sharing, mitigating, eliminating or preventing risks. In risk treatment, one 
must plan in which order each risk treatment step is taken. In addition, one must 
bear in mind that risk treatment may change risks or cause new ones, which must 
also be identified, assessed and processed. (SFS-opas 73: 2011, 14; SFS-ISO 31000: 2011, 
42—44.) For every non-acceptable risk, plans must be made for preventive actions, 
preparatory arrangements, and action to be taken should the risk materialise. An 

2

LIKELIHOOD CHARACTERISTICS OF LIKELIHOOD

1 HIGHLY UNLIKELY EVENT THAT OCCURS SELDOM OR IRREGULARLY

2 UNLIKELY EVENT THAT OCCURS EVERY NOW AND THEN, BUT NOT 
REGULARLY

3 LIKELY EVENT THAT OCCURS OFTEN OR REGULARLY

CONSEQUENCE SEVERITY OF THE CONSEQUENCE

1 SLIGHTLY HARMFUL
THE INCIDENT CAUSES A TEMPORARY ILLNESS OR HARM. 
REQUIRES ABSENCE OF NO MORE THAN 3 DAYS.

2 HARMFUL
THE INCIDENT CAUSES MORE SERIOUS OR LONGER-LASTING 
CONSEQUENCES OR HARM WITH LESS THAN SEVERE 
CONSEQUENCES. REQUIRES ABSENCE OF 3 TO 30 DAYS.

3 very harmful
THE INCIDENT CAUSES PERMANENT OR IRREVERSIBLE 
INJURY. REQUIRES HOSPITALISATION AND ABSENCE OF 
MORE THAN 30 DAYS.

LIKELIHOOD SEVERITY OF THE CONSEQUENCE

SLIGHTLY 
HARMFUL (1) 

HARMFUL (2) VERY HARMFUL (3)

HIGHLY UNLIKELY 
(1)

INSIGNIFICANT 
RISK

MINOR RISK MODERATE RISK

UNLIKELY (2) MINOR RISK MODERATE RISK MAJOR RISK

LIKELY (3) MODERATE RISK MAJOR RISK UNBEARABLE RISK
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Table 1. Assessment of the likelihood of the occurrence of a risk



owner, individual or party bestowed with the responsibility or the authority for the 
management of a risk is assigned for every risk (table 7).

3.4 Potential problem analysis 

Potential problem analysis is a hazard and risk identification method. The abbrevia-
tion PPA is also used for the method. It allows identification of problems of different 
types and levels. It is performed in small groups the members of which are well fami-
liar with the object, function or task being examined. The PPA begins with selection 
and delimitation of the object of examination. No problem types are excluded from 
the scope of analysis in advance. The requirement for implementing the analysis 
is that the organisational management gives its support and grants the resources 
needed for performing the analysis. The goal is to find the key problem areas of the 
subject, function or work task, and causes of accidents related to the key hazards. 
(Finnish Risk Management Association 2016a.) PPA, complemented with a risk ana-
lysis, assessment of the severity of the risk and risk treatment is presented in table 4 
with the help of five stages.

Table 4. PPA, complemented with a risk analysis, assessment of the severity of the 
risk and risk treatment (Finnish Risk Management Association 2016a; 2016b; SFS-ISO 
31000: 2011, 10)

stage Tasks

stage 1:
preparation

•	 During stage 1, the group leader gets prepared 
for the PPA. He or she gets acquainted with the 
existing materials, invites the participants to 
the small group and draws up a tailored list of 
key words for the meeting.

•	 At first, the small group decides in which exact 
terms the chosen subject is to be examined and 
which persons the subject concerns, and it also 
lays potential delimitations on the subject. 

•	 Depending on the extent and complexity of the 
chosen subject, it can be divided into smaller 
parts, to be studied separately.

stage 2: 
silent brain-
storming

•	 Everyone writes down the hazards he or she 
has identified on a Post-it note using full 
sentences and attaches the notes to a plastic 
sleeve (figure 4).

•	 During the first round, each participant writes 
up to three notes and hands over the plastic 
sleeve with the Post-it notes to the person 
sitting on his or her left side.

•	 During the next rounds, people usually write 
one more note per round. 

•	 The plastic sleeves with the notes continue to 
go around between the participants. 

•	 Reading the notes written by other 
participants usually helps in finding new 
hazards. 

•	 When the writing of notes begins to slow down, 
the group leader activates the participants by 
presenting key words. 

•	 When no new notes are written, the silent 
brainstorming session ends.

stage 3: 
brainstorming 
in the form of 
discussion

•	 The Post-it notes are transferred onto a flip 
board.

•	 The group goes through the notes together, 
making sure that all group members understand 
the notes in the same way.

•	 If necessary, the text on the notes can be 
complemented for increased clarity. 

•	 If someone comes up with new hazards, new 
notes may also be added. 

•	 The members group all notes addressing the 
same hazard together. 

•	 If two or more notes have the same content, 
these are placed on top of each other. None of 
the notes are thrown away.

•	 The group ensures one more time that the notes 
grouped together are connected with each 
other and address the same hazard.

•	 The group checks if one hazard is a cause 
or consequence of another, and groups the 
hazards on the flip board based on this 
information. 

•	 Each hazard is written down on the flip board 
above the Post-it notes grouped together 
(figure 5).

stage 4: Risk 
analysis, 
assessment of the 
severity of the risk 
and risk treatment

•	 A risk analysis is made and each risk is assigned 
a risk rating. This way hazards are converted 
into risks.

•	 The severity of the risks is assessed by defining 
whether the risks are acceptable or whether 
they need to be treated. If necessary, risks are 
treated by suggesting and agreeing on ways to 
manage them.

•	 Ownership is assigned for each risk and 
schedules for potential corrective measures 
are planned.

•	 The results are written down on a form.

stage 5: reporting •	 A good final report contains at least the 
following parts:
•	 Introduction 
•	 Goals and definitions 
•	 Potential assumptions and their 

justifications 
•	 The description of the subject examined and 

the participants
•	 Initial data and its sources 
•	 The risk assessment tools and techniques 

used, including assumptions and 
verification of accuracy/sufficiency

•	 Results
•	 Conclusions and recommendations
•	 Summary
•	 Risk register

18 	 19Martikainen & Ranta A Safe Event

ppa, complemented with a risk analysis, assessment of the 
severity of the risk and risk treatment



Figure 4. Silent brainstorming

Figure 4 shows a silent PPA brainstorming session in process. The silent PPA brains-
torming session can be implemented using Post-it notes. The notes are attached to a 
plastic sleeve to keep the adhesive clean. In figure 5, the Post-it notes are transferred 
onto a flip board during brainstorming in the form of discussion. Each hazard is 
written down on the flip board above the Post-it notes grouped together. The risk 
rating is assigned separately for each note.

Figure 5. Hazards derived as a result of brainstorming in the form of discussion

3.5 The what-if technique

The what-if technique is a hazard and risk identification method. It is a systematic 
team work-based method in compliance with standard SFS-EN 31010: 2011 appendix 
B.9. At the meeting, the group leader presents phrases and prompt words that help 
par-ticipants identify risks. With the team, the group leader examines how devia-
tions in behaviour and normal operations affect the system, organisation or met-
hod. (SFS-EN 31010:2011, 70—74.)

The system, method, situation, circumstance and/or a change thereof, such as a cust 
omer participating in the event, performer at the event, event organiser, stage, audi-
torium or parking place, is carefully defined before the examination begins. The pre-
parations must be done carefully to ensure that the working group can use its time 
efficiently. The group leader must establish the external and internal operating envi-
ronment with the help of discussions, documents, plans and drawings. The group 
leader also draws up a list of prompt words and phrases. The group participating 
in the identification of hazard and risk assessment is required to have experience 
and expertise, but its members do not need to make much preparations in advance. 
The group leader must be experienced and competent. Some risks may remain 
unidentified if the group members are not experienced enough or if the working 
method used is not comprehensive. For example, the working group should have 
representatives from all stakeholder groups that are familiar with the subject under 
examination. If the hazards are exam-ined at the upper level of the organisation only, 
any complex, detailed or interconnect-ed problems may not come up at all. (SFS-EN 
31010:2011, 70—74.)

The group leader encourages the participant to bring up and discuss any known 
hazards, former events and experiences, known and existing management met-
hods, protection methods and the legal requirements and limitations. The partici-
pants discuss presenting ‘What if ’ style questions, such as “What would happen 
if...” “Could someone or something...”, “Has anyone or anything ever...”. (SFS-EN 
31010:2011, 70—74.)

For example, the following type of questions can be presented:
•	 What if sounding the alarm fails?
•	 What if there is no electricity?
•	 What if person X is not present?
•	 What if ventilation cannot be shut down?
•	 What if we lack information X?
•	 What if there are no keys?
•	 What if the door is left open?
•	 What if there is no mobile phone available?
•	 What if the information system does not function?
•	 What if there are dignitaries present?
•	 What would happen if the announcement system did not function?
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The risks are compiled into a summary and the group considers together manage-
ment methods for them. The risks, their causes and consequences, and the mana-
gement methods are written down. The group considers whether the management 
methods are sufficient and efficient enough. If they are found insufficient, the group 
will define additional management methods. The discussion advances with the help 
of ‘What if ’ ques-tions. The group leader uses a list of prompts to follow the dis-
cussion and suggest new subject areas and event alternatives. (SFS-EN 31010:2011, 
70—74.)

This method can be applied extensively to all kinds of systems, situations, circum-
stances, organisations and functions. It is relatively fast, and as a result of a group 
effort, the biggest hazards and risks can be brought up rapidly. It can be used for 
identifying opportunities for improving processes and systems, and it can be gene-
rally employed for defining measures with high potential of success. The method 
produces a risk register, and with minor additional effort, a risk treatment plan. If 
necessary, the qualitative hazards and risks identified using the method can also be 
used for the purposes of quantitative further study. (SFS-EN 31010:2011, 70—74.)
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Risk management means coordinated 
management and guidance in relation 
to risks. The identification of risks, risk 
analysis and the assessment of the 
severity of the risk are key functions in 
safety and security management, since 
an unidentified risk cannot be managed. 
Risk assessment requires up-to-date 
information and persons familiar with the 
event, customers and the environment. 
Communications, sharing of information, 
monitoring and review are also essential 
parts of the risk management process.

Risks and risk 
management in a 
nutshell



Events are governed by versatile legislation. Table 5 gives examples of legislation 
re-lated to event safety in terms of general safety and security, fire and evacuation 
safe-ty, and occupational health and safety.

4. LEGISLATION CONCERNING EVENTS, 
LICENCES AND NOTIFICATIONS 

Table 5. Examples of legislation related to event safety

The police and rescue authorities require that the event organiser make plans for 
event safety (Assembly Act 530/1999). The event organiser may need several licen-
ces and permits from various authorities. The event organiser may also be obliged 
to notify such authorities as the police, rescue authorities, the municipality or the 
Centre for Economic Development, Transport and the Environment of the upco-
ming event. Table 6 shows some examples of the licencing and notification obliga-
tions related to events.
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Examples of legislation related to event safety

Safety aspect Legislation

Right to personal 
safety 

•	 Act on Universities of Applied Sciences 
(932/2014)

•	 Assembly Act (530/1999) 
•	 Adult Vocational Education and Training 

Act (631/1998) 
•	 Vocational Education and Training Act 

(630/1998)
•	 Security Stewards Act (533/1999); as of 1 

January 2017, Private Security Services Act 
(1085/2015)  

•	 Basic Education Act (628/1998)
•	 The Constitution of Finland (731/1999)
•	 Road Traffic Decree (182/1982) 
•	 Road Traffic Act (267/1981)
•	 Universities Act (558/2009) 
•	 Environmental Protection Act (527/2014)

Fire and evacuation 
safety

•	 E1 The National Building Code of Finland. 
Fire safety of buildings. Regulations and 
guidelines 2011

•	 Waste Act (646/2011)
•	 Rescue Act (379/2011)
•	 Ministry of the Interior Decree on the 

Marking and Lighting of Escape Routes 
(805/2005)

•	 Government Decree on Rescue Services 
(407/2011) 

•	 Government Decree on the Monitoring of 
the Handling and Storage of Dangerous 
Chemicals (855/2012)

Occupational health 
and safety

•	 Young Workers’ Act (998/1993) 
•	 Occupational Safety and Health Act 

(738/2002)
•	 Government Decree on Work Especially 

Harmful and Hazardous to young Workers 
(475/2006)

•	 Government Decree on Protecting Workers 
from Haz-ards Caused by Noise (85/2006)



Table 6. Examples of licences, permits and notifications related to events

Examples of licences, permits and notifications related to events

subject key content

Notice of public event 
to the police

The notice of event must be submitted to the 
police at least five days before the event will 
take place if arranging the event requires 
measures for the maintenance of public order 
and security, or prevention of harm caused to 
third parties or the environment, and/or any 
special traffic arrangements.
The five-day deadline means that at this point 
at the latest the police must have access to full 
information about the event.
The notice must be filed if the organiser 
considers the event to require the presence of a 
security steward or a traffic steward operating 
on a public road. (Notice of public event 2016)

Notification on 
temporary traffic 
arrangements to the 
municipality

Notification on temporary traffic arrangements 
must be submitted to the municipality at least 
seven days before the event.
(Road Traffic Act 267/1981 and Road Traffic 
Decree 182/1982)

Notice of a firework 
display to the 
police and rescue 
authorities

The local police and the rescue services must 
be notified of any plans to arrange a firework 
display at least 14 days before the event is held. 
Notice of a firework display must be given even 
if the firework display is to be part of some 
other public event.
(Notice of a firework display 2016)

Notice of the use of 
pyrotechnics to the 
police and rescue 
authorities

The local police and the rescue authorities must 
be notified of any plans to use pyrotechnics at 
least seven days before the planned use.
(Notice of the use of pyrotechnics 2016)

Notification of 
private occasions to 
police where alcohol 
is served

According to the Alcohol Act (1143/1994), 
drinking of alcoholic beverages is allowed in a 
private, closed occasion if the arranger of the 
occasion has notified the police of the matter.  
The duty to notify only applies to the serving 
of alcohol at the occasion. A special licence is 
required for selling alcohol.
This also applies to indirect selling, such as 
occasions where the price of a dinner voucher 
includes alcohol served with the food.
No notification is required for occasions held 
in private venues (such as private residences) 
or private functions held in a restaurant, café 
or other similar place where food and re-
freshments can be purchased.
(Notification of private occasions where 
alcohol is served 2016)

Subject key content

Notification 
of temporary 
accommodation to fire 
authorities

The party arranging temporary accommodation 
must notify rescue services of temporary 
accommodation at least 14 days before the 
temporary accommodation is planned to begin.
Temporary accommodation refers to short-
term accommodation in premises that have not 
been approved for accommodation purposes in 
the presently valid building permit. Temporary 
accommodation in such premises is possible 
if the rescue authorities have approved the 
premises for use as temporary accommodation.
The duration of temporary accommodation must 
not exceed seven days. Accommodation recurring 
on a weekly basis is not considered temporary 
accommodation.
(Temporary accommodation 2016).

Notification of noise 
to the Centre for 
Economic Development, 
Transport and the 
Environment

Notification of noise on the use of amplifiers 
and fireworks must be submitted at least 30 days 
before the event will be held. 
(Environmental Protection Act 527/2014)
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Events are governed by extensive and 
versatile legislation. Event organiser 
may need several permits or licences 
or it may be obliged to notify various 
authorities of the upcoming event. The 
organisers should get acquainted with 
the legislation, and the licences and noti-
fications needed as soon as the planning 
of the event begins. If the organiser is 
in any way uncertain about whether a 
licence is needed or not, it should contact 
the relevant authority at as early a stage 
as possible. 

Legislation concerning 
events, licences and 
notifications in a nutshell



T his chapter highlights what kind of security planning, instructions, orienta-
tion and training are needed for an event and how the contingency plan for 
an event is drawn up. In addition, we outline how to implement a post-event 

assessment.

5.1 Initiating security planning 

The most certain way of ensuring a successful event is when the event organisers 
and other parties responsible for the event perceive security planning as one of the 
key elements of success at the very beginning of event planning. A safe event is every 
participant’s right and, at the same time, the event organiser’s duty. Therefore, it is 
important that a security organisation is created for the event at the early stages of 
planning. Its composition should be considered from the perspectives of both res-
ponsibilities and duties. 

The target group of the event

The event organiser should focus on the venue of the event and its particular nature 
from the very early stages of planning. The target group affects directly the secu-
rity arrangements needed and the safety requirements. If there are any such groups 
as children in day care or elderly people attending the event, very special attention 
needs to be paid to the responsibilities related to the arrangements. The target group 
of the event is always an important factor affecting safety.

Estimate of the number of participants

An estimate of the number of participants – both target figure and expected atten-
dance – is needed already in the early stages of planning. Having the estimate alone 
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sets the process in motion in terms of defining the necessary security arrangements, 
let alone other needs related to organising the event. One can expect more parti-
cipants to arrive at a free-access event with, for example, a popular band playing 
than such an event as “the open day” at the campus with no popular speakers or 
performers.

It is important to examine any regulations applicable to the venue of the event at 
the very beginning of planning. One key factor is the estimate of the number of 
participants. This does not include the guests only, but also those in charge of the 
arrangements. In the everyday university life, the organising party may consist of a 
large group of students, which is also apparent in the number of participants. The 
maximum capacity of the venue is defined in the building permit. It is affected by 
the building’s fire rating, floor area and the width of escape routes. As a rule, the 
maximum capacity for outdoor events is calculated such that there is 1m2 of free 
space per person, excluding the area occupied by the stage, and the toilet and sto-
rage facilities. The width of usable escape routes may limit the maximum capacity. 
The maximum capacity given in the building permit for the event location or the 
maximum capacity calculated for an outdoor event must be adhered to. The num-
ber of people on location must be monitored throughout the event by counting the 
number of people entering and leaving the event and by monitoring the movements 
of people within the event area. If the maximum capacity for the event area has been 
reached, other people seeking to enter must be denied access.

Maintenance of order

Maintenance of order is one of the key elements of a successful and safe event. The 
Security Stewards Act (533/1999) and the Private Security Services Act (1085/2015) 
are important guidelines to observe when beginning to plan an event. When secu-
rity stewards need to be assigned is prescribed by law (1085/2015, Section 26). As a 
rule, event safety is about the right of the organiser of a public meeting or event to 
assign security stewards to a public meeting or event referred to in the Assembly Act 
(530/1999). This, on the other hand, is affected by what kind of an event is in ques-
tions in terms of the nature and target group of the event, and the number of par-
ticipants. It is important that the organisers get acquainted with the requirements 
concerning security stewards through, for example, the police website already when 
planning the event.

Some schools and higher education institutions have decided to procure the main-
tenance of order from companies selling security services with no exceptions. This 
procedure can be recommended for various reasons: in such a case, the maintenance 
of order is performed by professionals who not only have the training required for 
the task, but also sufficient competence to act both under normal conditions and in 
the event of potential incidents.

First-aid capacity

First-aid capacity is an important part of the security arrangements of an event. It 
is advisable to start planning it already when the decision to arrange an event has 
been made. The purpose of first-aid capacity is to ensure that anyone who has been 
injured or taken suddenly ill can receive first aid already at the event venue. Another 
goal is to ensure that in case of emergency the call to the emergency centre is made 
correctly and units sent by the authority are appropriately guided to the scene of the 
accident. (Contingency plan for public events 2016)

Safe evacuation

If necessary, people have to be able to evacuate the building or the public event area 
in case of fire or another emergency. The escape routes (exits) must be fit for use 
and unobstructed and they must open easily in the direction for evacuation should 
an emergency situation arise. The building or the event area must have at least two 
separate, appropriately located escape routes the combined minimum width of 
which is calculated in accordance with the size of the area or the number of people 
attending the event. In general, the escape routes must be at least 1,200 mm wide. If 
the number of people on the premises is up to 60, one of the escape routes may be 
900 mm wide. The combined minimum width of the escape routes is 1,200 mm for 
the first 120 people, and the width is increased by 400 mm for every subsequent 60 
people. The overhead clearance of an exit must be at least 2,100 mm. The passage to 
the escape route must not exceed 45 metres. In public events, the escape routes and 
the passageways planned for accessing them must be marked and lit.

Emergency access roads

Emergency access road is an access way for emergency vehicles, which makes it pos-
sible for rescue services to operate in emergency situations. It is the event organi-
ser’s duty to keep the emergency access roads serviceable and free of obstructions 
throughout the event. The emergency access roads must also be appropriately mar-
ked. Vehicles may not be parked on emergency access roads, nor may other obstacles 
be placed on them. An emergency access road may not be located on a lawn. The 
width on a straight stretch of an emergency access road must be at least 3.5 metres 
and the carry-ing capacity 32,000 kg. The minimum width of an ambulance route is 
3.0 metres. (Con-tingency plan for public events 2016)

Fire compartmentation

During a public event, the fire compartmentation of a building must not be  
weakened. The fire doors must be kept closed and barred shut. Potential wires and 
cables drawn from one fire compartment to another must be installed in such a way 
that they do not wedge fire doors open. The appropriateness of fire compartmen-
tation must be checked before the event and at regular intervals during the event. 
(Contingency plan for public events 2016)
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5.2 Contingency plan for an event

A contingency plan is an action plan drawn up for a specific venue for cases of emer-
gency. A separate contingency plan must be drawn up for every event, and it cannot 
be a copy of a plan drawn up for an earlier event. For the contingency plan, the orga-
nisers must establish

1.	 any foreseeable hazardous situations and their consequences
2.	 measures for preventing hazardous situations
3.	 provision of evacuation routes and emergency shelters, and organisation of fire 

fighting and rescue tasks
4.	 availability and reservation of safety personnel and their training, and provi-

ding other members of the staff or residents with orientation to the plan
5.	 availability of required materials, such as first-aid extinguishing equipment, 

rescue equipment and clearing equipment, as well as personal protective equip-
ment based on anticipated hazardous situations

6.	 provision of instructions for different accident and hazardous situations anti-
cipated on the basis of stage 1

7.	 how the content of the plan is communicated to the parties concerned. (Rescue 
Services Act 379/2011, Government decree on Rescue Services 407/2011, Palo- ja 
pelastussanasto 2006, 98.)

The purpose of a contingency plan drawn up in accordance with figure 7 is to 
guide the personnel and students participating in the arrangement of events to act 
safely and responsibly. The plan also seeks to clarify the different responsibilities 
and duties relating to safety. The contingency plan presented above is based on a 
template drawn up by the Central Uusimaa Rescue Department (The contingency 
plan template for public events 2016). Appendix 6 provides detailed information on 
the safety arrangements for events.

First, the organisers write down the name, date and time of the event and its exact 
address on figure 7. Next, they specify who is the organiser-in-charge for the event, 
its business ID, and the contact person for the organiser and his or her contact infor-
mation. The name and contact information of the safety official for the event is also 
given in the plan. Then, a description of the security staff for the event is provided: 
the number, placement and tasks of security stewards and other security staff. Any 
special features of the event organiser and security staff are also described. Next, 
the organiser describes the target group or customers of the event, whether they 
are adults, children, elderly or physically impaired. In the plan, the organisers also 
estimate the number of participants, which consists of the number of customers 
and personnel present at the event at the same time.

Next, they give a detailed description of the course of events and the programme, 
as well as potential special features of the event. The plan lists the matters that 
make the event itself somehow special, out of the ordinary. Regarding the event, 

Name the even (exact name)

Write down the date and time of the 
event

Write down the location and address 
of the event

Register the organiser-in-charge for 
the event and its business ID	

Register the contact person for the 
event organiser and his or her contact 
information

	
Name the event organiser

Name the safety official for the event 
and his or her contact information

As regards the security staff of the 
event, describe the number, place-
ment and tasks of security stewards 
and other security staff

Describe any special features of the 
event organiser and security staff

	
Specify the target group and/or cus-
tomers of the event	

Make an estimate on the number of 
people expected to be present at the 
event at the same time; include both 
customers and staff	

Describe in detail the way the event 
is expected to proceed and the pro-
gramme of the event

 	
Describe any potential special 
features of the event, such as liquid 
gases, flammable liquids, open fire, 
pyrotechnics, fireworks, fire displays, 
extreme sports, temporary accommo-
dation and camping

	
Describe potential special features 
of the event location, such as cliffs/
rocks, climbable structures, water 
bodies, major traffic routes, isolated 
location, darkness, organising the 
event in open terrain, challenging 
access and island location

	
Furthermore, describe the security 
management of the training orga-
nisation with contact information, 
such as: the headmaster/president, 
chief of security, deputy to the chief of 
security, caretaker/facilities super
intendent

	
Estimate the risks and describe risk 
treatment (see table 8)	

Complement the contingency plan 
with appendices
•	 Floor plan
•	 Checklist for event safe-ty 

(appendix 7)
•	 If necessary, a first-aid plan 

and, for example, a fire display 
notification and notice of the use 
of pyrotechnics

information required for contingency plan for an event

Figure 7. Information required for the contingency for an event
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matters that need to be considered include the use of liquid gas, or the possibility 
to use different inflammable fluids or open fire, and such questions as whether the 
artist booked for the event uses pyrotechnics in his or her performance, or whether 
fireworks or some fire display are part of the event. Additional special features that 
need to be taken account of in advance include inclusion of some extreme sports 
in the event programme or accommodation on school or university premises. The 
potential special features of the event venue itself also have an impact on what kind 
of safety solutions are required. It is clear that in an outdoor event such features 
as the surrounding terrain, cliffs/rocks, water bodies, busy traffic routes, isolated 
location, darkness, challenging access, island location or some other factors deri-
ving from the environment, must be identified al-ready in the planning stages. Next, 
the plan names the security management of the training organisation with contact 
information.

The event programme is often complemented as the planning goes forward. If any 
changes are made to the event in the planning stages, they should also always be 
examined with regard to security tasks. Risk assessment is extended to any factors 
and processes related to the event, from planning to the end of the event.

By participating in the implementation of a public event, every person involved also 
commits him- or herself to adhering to the contingency plan and to ensuring on his 
or her part the maintenance of common safety. Each member of the school and uni-
versity community is responsible for the safety of his or her own work. Supervisors 
are responsible for keeping the study and work environment safe in all conditions. 
Furthermore, every member of the school and university community is obliged to 
report any safety incidents which they may observe.

Any person in charge of carrying out the event must be aware of what dangers and 
risks are present, what they might be caused by, and what their possible consequen-
ces would be. Every event has its own, typical risks and they cannot be prepared for 
before people have identified them together. For every non-acceptable risk observed, 
plans must be made for preventive actions, preparatory arrangements, and action to 
be taken should the risk materialise.

With respect to safety, it is important that the risks of each event are assessed separa-
tely. The risks cannot be a copied from an event held earlier. The risks of an event are 
assessed using, for example, a potential problem analysis (PPA) method described 
in this guidebook or with the help of the what-if technique. The assessment of risk 
rating is presented in table 3. After this, information concerning the risks is filled 
in in the contingency plan as presented in table 7. You begin filling in the table by 
adding the unbearable risks first. After that you move on to significant risks, then to 
moderate risks and finally to minor risks.

RISK Risk description

Causes

Consequences

Preventive arrangements

Preparedness

Risk owner

Table 7. Information concerning the risks of an event

On the event location, keep an eye on the following matters in particular:

1.	 Identify dangers of tripping, slipping or falling, such as electrical leads running 
across passageways and uneven or slippery structures/terrain/floors.

2.	 Prevent movement within danger areas and remedy the problem as the situa-
tion allows.

3.	 Watch out for any dangers from falling objects such as snow, ice, trees and tree 
branches and temporary structures. Prevent movement within danger areas 
and remedy the problem as the situation allows.

4.	 Prevent members of the public from accessing or coming into contact with 
dangerous objects or areas, such as grills and other hot objects, storage or usage 
areas for liquid gas and flammable liquids, and generator units.

5.	 Monitor customers’ behaviour and physical condition and take preemptive 
action.

Table 7 outlines risks of an event from the viewpoints of an accident, sudden  
illness, overcrowding, disruptive behaviour, a challenging customer situation and 
fire. The causes, consequences, preventive arrangements, preparedness and risk 
owner are written down separately for every risk. Each risk is described in a separate 
table. The risk, such as slipping, is written on the table under “risk description”. All 
concrete causes of a risk are entered under “causes”. All actual consequences of the 
risk in question are written under “consequences”. The measures already taken or to 
be taken before the event to prevent the risk from materialising are written under 
“preventive arrangements”. The section “preparedness” describes what action will 
be taken during the event should the risk begin to materialise. The name/s of the 
person/s, who is/are in charge of managing the risk in question is/are written down 
under “risk owner”.

Appendices 1 to 5 give examples of risks related to events with respect to accidents, 
attacks of illness, overcrowding, disruptive behaviour, encountering a challenging 
customer situation and fire.
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5.3 Safety instructions

Concise safety instructions are drawn up specifically for every event. The simpler the 
matters are expressed in the instructions, the better. The instructions should be so 
brief that they can be understood at a single glance. The starting point for drawing 
up the instructions is that they correspond to the risk assessment made. The pur-
pose of the instructions is to serve as a “quick aid” in situations where decisions need 
to be made fast and where contact information of, for example, important stakehol-
ders with a view to the arrangement of the event is needed. Concise instructions also 
serve well as content material for security orientation. 

For every event, instructions are needed for both preventive measures and actions in 
emergency situations. Attachments to the contingency plan include the floor plan, 
the map of the event area, the checklist of event safety (appendix 7), and, if necessary, 
the first-aid plan, fire display notification and notice of the use of pyrotechnics.

5.3.1 Instructions for prevention of accidents

The responsibility for the prevention of accidents lies with the event organiser, who 
is tasked with ensuring the safety of working practices and tools, drawing up ope-
rating instructions and providing staff orientation. The best operating instructions 
include the kind of descriptions the school or university has drawn up and writ-
ten itself in the middle of its everyday operations. The more concisely written the 
instructions, the better they function both as part of orientation and in emergency 
situations, if needed.

Examples of risks related to accidents are outlined in appendix 1. 
	
5.3.2 Instructions in the event of a sudden illness or accident

1.	 Call the event’s first-aid provider to the location by telephoning xxxx. Act 
in accordance with the instructions he or she provides. If the first-aid provider 
cannot come immediately, act according to the following instructions:

2.	 Find out what has happened. Can the affected individual be revived?
Try bringing him or her round by speaking to him or her and shaking him or 
her. If the person does not revive,

call the emergency number 112.
You can also shout for help and request those present to call the emergency 
number 112. Follow the instructions given by the emergency centre.

3.	 Turn the person onto his or her back and find out if he or she is breathing 
normally. Open his or her airway.
Tilt the person’s head by lifting the tip of the chin with one hand and pressing 
the forehead with the other. Observe, listen to, and feel for any breathing. 
Assess whether the breathing is normal, abnormal, or absent. If you are unsure, 
act as if breathing was not normal.

Breathing is normal.
Turn the individual to his or her side. Check that his or her airway is clear and 
that he or she is breathing normally. Continue to monitor his or her breathing 
until pro-fessional help arrives. 

Breathing is not normal or is absent entirely. 
Begin resuscitation

4.	 Begin CPR. 
Place the base of your palm in the middle of the person’s sternum and place 
your other hand over the first one. Your fingers should be interlocked. With 
your arms straight, press straight down 30 times hard enough so that the ster-
num drops 5–6 cm each time. Allow the chest to rise back to its normal position 
between each compression. The average rate of compressions should be 100 
times a minute, and should not exceed 120. Count the compressions out loud.

5.	 Breathe 2 times.
Open the airway. Place your mouth tightly over the person’s mouth and close 
his or her nostrils with your fingers. Calmly breathe air into the person’s lungs. 
While giv-ing the breath, check that the person’s chest rises (moves). Repeat the 
breathing. The length of each breath should be 5 seconds.

6.	 Continue resuscitation without pausing using the same rhythm 30:2  
(30 compressions and 2 breaths) until the person regains consciousness (moves, 
opens his or her eyes and breathes normally), or until either a professional hel-
per gives you permission to stop or you are unable to continue.

Instructions for chest pain
1.	 Lay the individual to rest in a half-sitting position.
2.	 If nitroglycerin does not help or it is not available, give the patient a half 

tablet of Disperin.
3.	 Call the emergency number 112 and inform them about a person with chest 

pain. 
4.	 Calm down the person and observe his or her condition. 
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Instructions for fainting
1.	 Lay the person on his or her back.
2.	 Lift his or her legs up. 
3.	 Let the person rest for as long as necessary.

Instructions for an epileptic seizure
1.	 Do not try to prevent the seizures.
2.	 Provide protection so that the person will not hurt him- or herself.
3.	 Do not put anything in the person’s mouth.
4.	 If the person does not recover, call the emergency number 112.
5.	 Let the person rest after the seizure.
6.	 Place an unconscious person on his or her side to ensure that he or she can 

breathe.

Instructions for abdominal pain
1.	 Let the person stay in a position he or she finds comfortable, but usually 

keeping knees bent is the best position.
2.	 Do not give the person anything to eat or drink. 
3.	 If the person begins to show symptoms of shock, give him or her first aid 

according to the instructions for shock.
4.	 Take the patient to seek medical care.

Instructions for diabetic shock
1.	 If the person is conscious, give him or her something sugary to eat or 

drink. 
2.	 If the person does not come around soon, take him or her
3.	 to seek medical care or call the emergency number 112.
4.	 If the person is unconscious, turn him or her on his or her side and call the 

emergency number 112.

Instructions for heat stroke and sun stroke
It is important to cool the person down and alleviate dehydration.

1.	 Guide the person immediately to a shady place and help him or her remove 
any unnecessary clothing.

2.	 Pour or sprinkle cold water on the person’s skin and head area or wrap him 
or her in cool cloths. Place the cloths particularly in head, neck and pelvic 
areas. 

3.	 Enhance cooling with the help of a fan or by fanning him or her with some-
thing, such as clothes. 

4.	 Give the person cold water to drink. 

Call the emergency number if the person shows serious symptoms, such as severe 
exhaustion, confusion, visual disturbances or he or she faints.

Examples of risks related to attacks of illness are outlined in appendix 1. 

5.3.3 Instructions for prevention of overcrowding

Begin by identifying the risks related to overcrowding. Based on the risks, you can 
make decisions on which steps to take.

Instructions for preventing overcrowding

Every member of the event staff must comply with the following instructions and 
keep watch to ensure that members of the public also comply with them. The event 
organiser must be notified of any situations that might compromise safety and the 
relevant measures taken. Notification is to be made to person xx at number xx. In 
addition, every person participating in safety operations is required to submit a 
report to the system at the organisation’s disposal on any safety incidents which 
they have either observed themselves or received information about.

In the event of overcrowding
Report the overcrowding IMMEDIATELY to the person at number xx and act accor-
ding to the following instructions.

1.	 Try to calm down the members of the public.
2.	 Direct the public away from the overcrowded area.
3.	 Prepare for evacuating the event location.
4.	 If the event location has to be evacuated, either entirely or in part, direct 

the public to use the closest escape route, provided that it is safe to do so.

Examples of risks related to overcrowding are outlined in appendix 2.

5.3.4 Instructions for prevention of disruptive behaviour

Every member of the event staff must comply with the following instructions and 
keep watch to ensure that members of the public also comply with them. The event 
organiser must be notified of any situations that might compromise safety and the 
relevant measures taken. Notification is to be made to person xx at number xx. In 
addition, every person participating in safety operations is required to submit a 
report to the system at the organisation’s disposal on any safety incidents which 
they have either observed themselves or received information about.

1.	 Keep an eye on the condition of members of the public and watch out for 
any signs of the beginnings of disruptive behaviour. Intervene pre-empti-
vely in any situations arising.

2.	 Check at the entrance points that members of the public do not have any 
banned objects or substances with them.

3.	 Monitor adherence to alcohol laws in accordance with the instructions 
you have received.

Examples of risks related to disruptive behaviour are outlined in appendix 3.
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5.3.5 Instructions for challenging customer service situations

1.	 Show that you are willing to be of service. 
2.	 You can always ask: ”Can I be of help?”
3.	 If the individual appears to be agitated, try yourself to remain calm. In 

situations where the person’s goal is to be provocative, seek to be flexible 
and compliant. Recognise the other’s persons desire for conflict and seek 
to avoid it. Insisting on being right serves nobody’s interests.

4.	 Listen calmly to what the person has to say and try not to interrupt him 
or her.

5.	 Keep eye contact with the person and follow what he or she is doing. 
However, do not stare at him or her.

6.	 Try to understand the person’s expectations and needs. If you are not your-
self able to help, try to direct the person towards someone who will be able 
to provide immediate help for his or her situation.

7.	 Speak calmly. Avoid all kinds of agitated movements. Seek to behave in a 
manner which is both relaxed and assertive.

8.	 Never embarrass the other person. Give the person the opportunity to back 
down without publicly losing face.

9.	 If it seems to you that the situation is not under your control and the other 
person is still trying to be provocative, request help from someone else 
present. 

10.	 If the person does not leave the location and the situation continues to 
be threatening, call the emergency number 112. Contact should be made 
with the emergency centre as soon as the situation begins to feel at all 
threatening.

11.	 Give the address and describe the situation.
12.	 Do not end the call until you are told to do so.
13.	 Prepare to back out as soon as you detect in the situation the slightest 

threat.
14.	 Go through all the above options before the event and agree on a joint line 

of action.
15.	 Remember that in a conflict-sensitive customer service situation you can 

in the end only influence your own behaviour. Recognise the situations in 
which you can get provoked.

16.	 Report every abnormal situation as agreed.

5.3.6 Instructions for prevention of fire

Everyone must comply with the following instructions and keep watch to ensure 
that members of the public also comply with them. The event organiser must be 
notified of any situations that might compromise safety and the relevant measures 
taken. Notification is to be made to person xx at number xx. In addition, every per-
son participating in safety operations is required to submit a report to the system at 
the organisation’s disposal on any safety incidents which they have either observed 
themselves or received information about.

Check the following matters:

1.	 All electrical devices and installations are in working order. Broken or  
faulty electrical devices or leads must not be used.

2.	 In outdoor spaces, only electrical appliances and leads designated for out-
door conditions are used.

3.	 Smoking only takes place in the designated smoking areas and the ash
trays used are made from non-flammable material.

4.	 There are no objects located on the escape routes and all escape routes and 
passageways are unobstructed.

5.	 First-aid extinguishing equipment is available, can be easily accessed and 
is appropriately marked.

6.	 The fire doors are closed and barred shut.
7.	 Emergency access roads are unobstructed.

In the event of fire

Rescue and alert
•	 Keep your calm. Act calmly and carefully, but also quickly. 
•	 Rescue and warn those in immediate danger. Do not, however, put your 

own life at risk.

Extinguish
•	 Try to extinguish the fire or limit its spread using the extinguishing equip-

ment while it is still possible to bring the fire under control.
•	 Do not extinguish oil fires with water, as oil fires expand explosively with 

the addition of even a small amount of water.
•	 Do not inhale smoke fumes. Only approach the fire once you have the 

extinguishing equipment ready for use.
•	 If it is not possible to safely extinguish the fire, try to limit its spread by 

closing the door. Do not put your own health at risk. If the door leading to 
the room where the fire is located is closed and the door handle or the door 
itself is hot, do not open the door.

Ring for help by calling the emergency number 112. 
•	 Remember! Smoke kills. So, do not stay in a space that is on fire. Never 

evacuate via a smoke-filled room.

Limit the spread of the fire by closing the doors, windows and ventilation.

Direct rescue personnel to the location of the fire. 

The order of the actions taken may vary according to the situation!
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EMERGENCY NUMBER 112
1.	 Call the emergency number yourself if you are able to do so
2.	 Say what has happened
3.	 Give the exact address and municipality
4.	 Answer any questions asked
5.	 Follow the instructions given
6.	 Do not end the call until you are told to do so.

Direct rescue personnel to the location of the fire. Call again if the situation changes.

Examples of risks related to fire are outlined in appendix 4.

5.4 Safety orientation

One of the most important safety tasks before an event is to make everyone in 
charge of the event familiar with the correct, safe way of action with the help of the 
contingency plan. Handing out the contingency plan to the persons involved and 
hoping that they would read it is not the proper way of providing safety orientation. 
Orientation has been successful when everyone who has a work role in the event 
knows how to act correctly during the event. The contingency plan also describes 
how the event staff is provided orientation to meet the requirements described above. 
Safety orientation can be provided in connection with other kind of orientation. 

Examples of risks related to safety orientation are outlined in appendix 5.

5.5 Exercises before the event

In a large or otherwise challenging public event, many surprising things can happen. 
A tried and proved method to prepare for what is coming is to arrange an exercise 
in the event area or premises. Only these exercise situations will show how the plan-
ning has succeeded, since matters described on paper may appear quite different 
on the actual event location. For example, carrying out communications smoothly 
in a way that supports the other activities at the actual event is a relatively challen-
ging task for many non-professionals. There may be people involved who have never 
attended similar events before. Therefore, it is important to practice the situations 
that may come up in any possible way.

5.6 Post-event assessment

Improving operations and learning from earlier mistakes requires, first and fore-
most, a confidential atmosphere. Encouraging employees to openly record and 
share any safety observations and incidents is useful both during the event and 
afterwards. When those involved dare and, more importantly, want to share their 
observations concerning nearmiss situations, it is possible to find ways to act even 
more safely, responsibly and proactively the next time around. Gathering feedback 
from the event’s participants, exhibitors and staff afterwards is a good method for 
finding out which things worked well and which could be improved.
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The event organiser must do 
security planning for an event, 
consisting of safety instructions, 
orientation and exercises carried 
out for the event. In addition, it 
is usually necessary to draw up a 
contingency plan for the event. It is 
planned separately for every event, 
and it cannot be a copy of a plan 
drawn up for an earlier event.

Security planning of an 
event in a nutshell 
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Tripping on an ill-placed electrical lead

falling in stairs

traffic accident on the event location

Risk traffic accident on the event location

causes People failing to obey the traffic regulations 
on event location
A driver speeding and neglecting the safety of 
others near a pedestrian crossing

consequences potential personal injury
potential traffic jam

preventive 
arrangements

Informing the guests about the traffic hazards 
on the event location
Marking dangerous areas
Arranging traffic guidance and supervision
Planning traffic arrangements to avoid any 
hazards

preparedness Getting prepared for traffic guidance
Providing the necessary first-aid equipment and 
materials
Getting prepared for giving first-aid on 
location
If an accident occurs, the first-aid providers 
can be called to the scene without delay
Calling the emergency centre, if necessary

Risk owner xxx
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APPENDICES
APPENDIX 1: RISKS RELATED TO ACCIDENTS AND 
SUDDEN ILLNESS
Accidents can be caused by such things as tripping, falling, slipping, unevenness of 
the floor structures at event location, dropping objects, toppling structures, getting 
stuck in a lift and traffic accidents. Below, information on risks relating to tripping, 
falling, slipping, getting stuck in a lift and traffic accident on the event location.

At an event, sudden illness may be caused by, for example, food poisoning, dehyd-
ration, heat stroke or perhaps the person’s pre-existing condition. The attack of an 
illness may manifest itself as chest pain, fainting, abdominal pain, acute difficulty 
to breathe, convulsions etc.  

RiSK Tripping on an ill-placed electrical lead

CAUSES Electrical leads or cables have been drawn to the 
location or premises in a careless and dangerous 
manner
Unprotected electrical leads or cables have been 
placed on a busy route designated for passage

CONSEQUENCES Personal injury
Cancellation or temporary interruption of the 
event
An electrical lead or cable coming detached may 
interrupt an essential measure for the event 
Harm to reputation

PREVENTIVE 
ARRANGEMENTS

Protecting cables and leads located in passageways 
and exit routes.
Delimiting and marking dangerous areas.
Ensuring safe positioning of electrical leads and 
cables.
Checking that those participating in the event as 
exhibitors have com-plied with the instructions on 
safe positioning of electrical leads and ca-bles
Monitoring customers’ behaviour and physical 
condition and taking pre-emptive action

PREPAREDNESS Reserving a sufficient number of first-aid 
proficient staff
Acquiring a sufficient amount of first-aid 
equipment and materials
Clearly marking the first-aid point
Training the event staff to act in the event of an 
accident
Planning an operating model and using it to train 
the staff to raise the alarm and guide people in the 
right direction.
Calling the emergency centre, if necessary

RISK OWNER xxx

Risk falling in stairs

cauces overcrowding
haste
carelessness 
wet stairs

consequences sprain
strain
fractures

preventive 
arrangements

Monitoring customers’ behaviour and physical 
condition and taking pre-emptive action

preparedness Providing the necessary first-aid equipment and 
materials
Getting prepared for giving first-aid on 
location
Calling the emergency centre, if necessary

Risk owner xxx



lift getting stuck

risk lift getting stuck

causes lift malfunction
power failure
too many people in the lift

consequences personal injury
harm to reputation 
potential damage to real property and movables 
in the event of panic/ malfunction

preventive 
arrangements

arranging readiness to provice first aid
getting prepared to guide people in using the 
lifts

preparedness If the risk materialises, informing the 
caretaker/facilities superintendent and calling 
the lift maintenance 

Risk owner xxx

food poisoning	

Risk food poisoning

causes spoiled food

consequenses Cancellation or temporary interruption of the 
event
Harm to reputation

Preventive 
arrangements

Self-monitoring plan and complying with it
Good hand hygiene
Using high-quality food ingredients
Using separate utensils for raw and cooked 
foods
Careful washing of dishes and food preparation 
equipment
Cooking meats well
Rapid cooling down of food
Keeping the food refrigerated
Unbroken cool chain
Monitoring the temperatures in accordance 
with the self-monitoring plan 

Preparedness Planning an operating model and using it to 
train staff to perform self-monitoring at the 
event, and to report and manage food poisoning 
situations
Temperature monitoring and appropriate 
transport/storage equipment

Risk owner xxx

overcrowding	

Appendix 2. Risks related to overcrowding 

Overcrowding may be caused by such reasons as a threat, high level of interest 
towards the event, a large quantity of people arriving or leaving simultaneously, 
excessive numbers allowed into the event location, deficient exit routes, an aggres-
sive individual participating in the event, and lack of guidance and signposting for 
the public.

Examples of risks related to overcrowding are shown in the table below.

Risk overcrowding

causes A large quantity of people arriving or leaving 
simultaneously

Consequences Cancellation or temporary interruption of the 
event
Personal injury
Damage to property
Harm to reputation

Preventive 
arrangements

Setting the maximum capacity for the event 
beforehand and adhering to the maximum 
capacity for the area/facilities
Planning and marking the escape routes 
appropriately
Planning the programme order such as to avoid 
crowding
Reserving a sufficient number of staff
Training the staff on prevention of 
overcrowding
Performing continuous surveillance and 
monitoring the crowd movements on the event 
location, and addressing any problems pre-
emptively
Having megaphones or comprehensive 
loudspeaker systems available for issuing 
instructions to the public
Instructing members of the public and 
guiding them using both signs and public 
announcements

preparedness Keeping the escape routes clear and easy to open
Marking the escape routes in an appropriate 
manner
Reacting immediately in the event of an 
accident, informing the public and giving 
instructions on what to do
Providing the necessary first-aid equipment and 
materials
Getting prepared for giving first-aid on 
location
Calling the emergency centre, if necessary

Risk owner xxx
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Appendix 3. Risks related to disruptive 
behaviour
The reasons for disruptive behaviour may include an aggressively behaving custo-
mer, an intoxicated customer or a violently behaving customer.

Examples of risks related to disruptive behaviour are shown in the table below.

aggressively behaving customer

Risk Aggressively behaving customer

causes Disappointment
Irritation
Illness

consequences Cancellation or temporary interruption of the 
event
Personal injury
Damage to property
Harm to reputation

Preventive 
arrangements

Planning the course of events and event area 
carefully
Reserving a sufficient number of staff to secure 
smooth running of the event 
Training the people in charge to prevent 
disruptive behaviour
Performing continuous surveillance on the 
event location and keeping the threshold to 
intervene in any beginning disruption low

preparedness Reserving a sufficient number of people in 
charge to ensure event security 
Planning an operating model and using it to 
train the people in charge to call assistance 
and guide it in the right direction

Risk owner xxx

Risk A person acting violently disturbs the event

causes A person under the influence of intoxicants appears 
on the event location

Consequences Cancellation or temporary interruption of the 
event
Personal injury
Damage to property
Appearance of an aggressive person on the site 
may cause fear, which may lead to panic

Preventive 
arrangements

Continuous training of the staff organising events

Preparedness Calling the emergency centre if the situation 
becomes threatening and the uninvited individual 
refuses to leave

Risk owner xxx

A person acting violently disturbs the event

Appendix 4. Risks related to fire

A fire can be caused by such reasons as defective electrical device, smoking or 
vandalism.

Examples of risks related to fire are shown in the table below.

fire

Risk fire

causes defective electrical device

consequences Cancellation or temporary interruption of the 
event
Personal injury
Damage to property
Harm to reputation

Preventive 
arrangements

Inspecting electrical devices and installations 
before use and removing any defective devices 
from use
Performing continuous surveillance on the 
event location
Training the event staff on fire prevention and 
first-aid extinguishing

Preparedness Reserving enough first-aid extinguishing 
equipment, and placing and marking the 
equipment appropriately
Keeping the escape routes clear
Monitoring that they remain that way 
throughout the event
Keeping the fire doors closed and barred shut, 
but ensuring that they are safe to use in case of 
emergency
Keeping the emergency access roads clear
Calling the emergency centre, if necessary

Risk owner xxx
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Neglecting the provision of safety orientation

Appendix 5. Risks related to safety 
orientation

Risks related to safety orientation may include neglecting the provision of safety 
orientation or providing insufficient instructions to exhibitors

Examples of risks related to safety orientation are shown in the table below.

Risk Neglecting the provision of safety orientation

causes Necessary safety instructions have not been 
drawn up and distributed, and no relevant 
orientation has been provided
Responsibilities have not been identified or 
assigned. People do not know how to act in an 
emergency

consequences Personal injury
Damage to property
Harm to reputation 
If people do not know how to take correct 
action on the event location in case of an 
accident, this may cause further accidents

Preventive 
arrangements

Planning, implementing and distributing safety 
instructions to those participating in the event 
in advance

preparedness Monitoring that those participating in the 
event comply with the instructions

Risk owner xxx

Provision of insufficient safety instructions to exhibitors

Risk Provision of insufficient safety instructions to 
exhibitors

causes Bad planning of event arrangements
Insufficient provision of information

consequences Personal injury
Damage to property
Harm to reputation 
If the instructions provided to exhibitors have 
remained insufficient or they have been totally 
neglected, at worst, the action they take in an 
accident situation may compromise the safety 
of the whole audience.

Preventive 
arrangements

Planning, implementing and distributing safety 
instructions to exhibitors in advance

preparedness Monitoring the exhibitors’ actions before the 
event and during it

Risk owner xxx

Appendix 6. Detailed safety arrangements

Every event has its own detailed safety arrangements that depend on the nature of 
the event. The most important issue is that the event organiser identifies the special 
features of the event and the need for safety arrangements warranted by them and 
writes them down in a contingency plan. If the nature of the event is such that, for 
example, no liquid gas is handled there, then this point is excluded from the plan. 
Examples of potential detailed safety arrangements are shown in the table below.

safety 
arrangements

necessary measures check with authoritiesq

Fire extin-
guishing 
equipment 
(portable fire 
extinguisher, 
fire blanket, 
hose reel and 
stirrup pump)

Reserve a sufficient amount of appropriate 
fire extinguishing equipment to assembly 
facilities and public events
Ensure that the fire extinguishing 
equipment has been appropriately placed 
Ensure that access to the fire extinguishing 
equipment remains unobstructed 
throughout the event
Mark the locations of fire extinguishing 
equipment on the floor plan of the event 
location
Tell the event staff where the fire 
extinguishing equipment is located

The organiser is responsible 
for studying the Instruc
tions provided by rescue 
services on special 
requirements (location, 
quality) concerning fire 
extinguishers

Automatic 
fire detection 
system

If the event venue has been equipped with an 
automatic fire detection system, and devices 
and products used during the event produce 
smoke, the organiser must inform the 
property owner or tenant about this. The 
parties must collaboratively find out what 
are the practical arrangements related to 
the fire detection system in such a case.
Any arrangements requiring disconnec-
tion of the fire detection system have to be 
agreed with the property owner or tenant. 
The system can be disconnected only by a 
person assigned to manage the fire de-
tection system, and in such a case fire watch 
needs to be arranged to the loca-tion. A fire 
watchman needs to be assigned to supervise 
the premises where the system has been 
disconnected. He or she must not have any 
other tasks to perform at the same time. 
Exception to the rule are any fire detection 
systems installed on a voluntary basis. In 
such a case, the fire watch arrangements 
are defined by the property owner or 
tenant. 
Draw up a description of having the au-
tomatic fire detection system disconnected 
and include it in the contingency plan.

Detailed safety arrangements
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SAFETY 
ARRANGEMENTS

NECESSARY MEASURES CHECK WITH AUTHORITIES

LIQUID GAS It is not allowed to store any more liquid 
gas on the event location and public events 
than is needed in any given situation.
The amounts stored on location need to be 
kept as small as possible. 
In case of a large outdoor event, energy 
sources other than liquid gas should be 
used for preparation of food as the situa-
tion allows.
In the contingency plan, the organiser must 
state the amount of liquid gas to be stored 
and explain why it needs to be used.
In the contingency plan, the organiser 
must also define the risks caused by liquid 
gas, the relevant safety arrangements and 
the instructions derived from them for 
prevention of accidents and hazardous 
situations, as well as instructions in case 
of emergency.

The organiser is responsible 
for mapping in advance 
how much liquid gas will 
be needed during the event 
in total and negotiating 
about this with the rescue 
authorities well before the 
event is set to begin. 

If more than 200 kg of liquid 
gas is handled or stored at a 
public event, the operations 
are subject to notification.

FLAMMABLE 
LIQUIDS

It is not allowed to store more than the 
amount of flammable liquids considered 
necessary for performing the necessary 
operations in assembly rooms and other 
similar facilities and in public events. 
The amounts stored on location need to be 
kept as small as possible.
Flammable liquids, aerosols and flam-
mable gases must be stored separately from 
ignition sources primarily in a separate 
storage space or room forming a fire 
technical compartment of its own, or in a 
service room or similar space separate from 
other operations.
It must be ensured that flammable liquids 
cannot heat up and cause a danger. 
In the contingency plan, the organiser must 
define the amount of flammable liquids and 
explain why they are needed.
The organiser must also describe poten-
tial risks caused by flammable liquids, 
the relevant safety arrangements and 
the instructions derived from them for 
prevention of accidents, as well as in-
structions on actions in case of an acci-
dent or emergency.
The locations of the flammable liquid usage 
points and storage locations are marked on 
the floor plan of the event location.

If any flammable liquids are 
handled or stored at the 
event, the organiser must get 
acquainted with the relevant 
instructions and regulations 
available on the rescue 
services website. 

The organiser is responsible 
for mapping in advance how 
much flammable liquids will 
be needed during the event 
in total and negotiating 
about this with the rescue 
authorities well before the 
event is set to begin. 

If the amount of chemicals 
to be handled or stored 
at a public event exceeds 
the criteria defined in 
the Government Decree on 
the Control of Handling 
and Storage of Dangerous 
Chemicals (855/2012, 
section 5), their handling 
and storage is subject to 
notification.

SAFETY 
ARRANGEMENTS

NECESSARY MEASURES CHECK WITH AUTHORITIES

FIRST AID The event organiser is also obliged to re-
serve a sufficient first-aid capacity for the 
event, depending on its nature. 
The number of first-aid proficient staff is 
set in proportion to the number of people 
attending the event, the risks in-volved, and 
the size of the event location. 
In the number, orientation and training of 
first-aid proficient staff, special atten-
tion needs to be paid to the specific risks 
possibly related to the event. Such risks may 
include weather conditions, extreme sports, 
motor racing, difficult terrain conditions, 
major traffic routes, isolated location, or 
island or water body location. 
The amount and quality of first-aid 
equipment also needs to be scaled in ac-
cordance with the nature of the event.
Events with 200-2,000 attendants do not 
require a separate first-aid plan, but the 
first-aid capacity is described in the con-
tingency plan.
The contingency or first-aid plan must 
indicate the party responsible for and/or 
managing the first-aid capacity and what 
preparations have been made for giving first 
aid. 
For events with 200-2,000 attendants a 
first-aid provider, who has passed at least 
the first-aid course EA 1 or similar, must be 
assigned. Other first-aid staff must have 
sufficient first-aid proficiency.
The location of the first-aid point is marked 
on the floor plan of the event location.

Tutustu ensiapusuunni
telman tarkempaan sisältöön 
pelastuslaitoksen ohjeista.

Ensiapuvalmiuden minimi
vaatimusten riittävyys 
arvioidaan alueen 
pelastusviranomaisen 
sekä alueen ensihoidon 
vastuulääkärin toimesta ta-
pauskohtaisesti tapahtuman 
luonteen mukaan. 

EMERGENCY 
ACCESS ROAD

As regards emergency access roads and 
other access routes, the parties respon-
sible for guiding the rescue services to the 
site are recorded in the contingency plan. 

More information on the 
dimensioning and marking 
of emergency access roads 
is available in the local 
instructions on emergency 
access roads. 

EVACUATION 
ARRANGEMENT

As regards evacuation arrangements, the 
combined width of escape routes (in mil-
limetres) required by the amount of people 
in an outdoor event is recorded in the 
escape plan.
The evacuation arrangements are marked on 
the floor plan of the event location. 

For more information, see E1 
The National Building Code of 
Finland, Evacuation in case of 
fire; Ministry of the Interior 
Decree on the Marking and 
Lighting of Escape Routes 
(805/2005) 

Furnishings 
and decora-
tions (e.g. 
curtains, 
cushioned 
seats, rugs, 
banners and 
fabrics used 
for props)

The furnishings and decorations used 
must not pose a fire hazard or the dan-ger 
of fire spreading, so, they need to have a 
flammability rating of 1 (fire-resistant SL1 
or equivalent).

Examine the requirements 
related to furnishings 
and decorations from the 
instructions and regulations 
provided by the rescue 
services.
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SAFETY 
ARRANGEMENTS

NECESSARY MEASURES CHECK WITH AUTHORITIES

Temporary 
structures 
(movable 
seating, tents, 
stages)

There are detailed regulations concerning 
tents (e.g. maximum number of people, tent 
fabric flammability rating, escape routes, 
signs for exits, fastening and placement of 
tents, and emergency access roads)

Temporary 
electrical 
installations

Temporary electrical installations require 
special care from event organisers already 
in the planning stages of the event. 
Electrical installations must be carried out 
by companies and persons with the required 
qualifications.
Any leads or cables placed on passageways or 
escape routes must be protected using, for 
example, cable channels or rubber mats, or 
by burying them or lifting them up.
In outdoor spaces, no other electrical 
appliances and leads than those intended 
for outdoor conditions must be used.
Electrical appliances must be protected 
from rain and humidity.
An installation certificate must be prepared 
for temporary electrical installations, and 
this must be kept available for viewing on 
the event location.
Mark the locations of generator units on 
the floor plan of the event location.

Jos käytät tapahtumassa 
aggregaatteja, perehdy 
pelastuslaitoksen antamiin 
ohjeisiin.

Fire displays 
and 
pyrotechnics

Fire displays and pyrotechnics need to be 
taken into account when making a risk 
assessment.
Attach the notification submitted to rescue 
authorities to the contingency plan. 

If there are plans to carry 
out a fire display or use 
pyrotechnic special effects 
at the event, file a separate 
notification with the local 
rescue authorities.

Appendix 7. Checklist for event safety

The subject to be observed 
and checked	

No 
measures 
required

Not 
applicable 
to the 
event

Needs to be 
repaired/
completed 
and the 
person in 
charge for 
this

By 
which
date

A contingency plan has 
been drawn up for the 
event and it has been 
submitted to the rescue 
services at least 14 days 
before the beginning of 
the event.

The contingency plan has 
been sent to the head of 
safety or security, or 
person in charge of safety 
and security at least 21 
days before the event.

The required authori
sations from, for example, 
the Regional State 
Administrative Agency, 
the police or the Centre 
for Economic Develop-
ment, Transport and 
Environment have been 
taken notice of and they 
are in order.

The rescue authorities 
have been notified of 
a fire display or other 
similar performance at 
least 14 days before the 
event.	

The rescue authorities 
have been notified of the 
use of pyrotechnic special 
effects at least seven days 
before they will be used. 

Note. If there are plans to 
carry out a fire display or 
use pyrotechnic special 
effects at the event, file 
a separate notification 
with the local rescue 
authorities. When you 
have done this, attach the 
notification as part of the 
contingency plan.	
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The subject to be observed 
and checked	

No 
measures 
required

Not 
applicable 
to the 
event

Needs to be 
repaired/
completed 
and the 
person in 
charge for 
this

By 
which
date

The police have been 
notified of the plans for a 
firework display at least 
seven days before the 
show.	

The rescue services have 
been notified about 
temporary accommoda-
tion sufficiently early.

The event staff have been 
provided orientation to 
the contingency plan and 
the staff know how to act 
accordingly.	

A sufficient amount of fire 
extinguishing equipment 
has been reserved for 
the event. There is un
obstructed access to the 
equipment and its location 
is clearly marked with 
signs to those attending 
the event.	

The risks of the event 
have been assessed, and 
sufficient first-aid capa
city has been reserved on 
the basis of identified 
risks.	

The maximum capacity for 
the location or premises 
has been estimated 
and informed to those 
involved, and monitoring 
has been arranged on when 
it is reached.	

The emergency access 
roads are appropriately 
marked. They will be kept 
free of obstructions 
throughout the event.

The subject to be observed 
and checked	

No 
measures 
required

Not 
applicable 
to the 
event

Needs to be 
repaired/
completed 
and the 
person in 
charge for 
this

By 
which
date

The organisers of the 
event are aware of the 
regulations and instruc-
tions concerning the 
flammable liquids and 
liquid gas to be used or 
stored at the event, and 
they will be complied with 
in every respect.		

The applicable regulations 
and guidelines regarding 
temporary electrical 
installations made for 
the event will be complied 
with.			 

The regulations and 
guidelines regarding 
temporary structures 
built for the event have 
been observed. Potential 
instructions provided by 
the manufacturer are also 
known and complied with.	

Escape routes have been 
planned in advance and 
access to them is 
unobstructed.

The event organiser is 
aware of the locations 
of fire doors. They will 
be kept closed and barred 
shut, and they must not 
be wedged open. However, 
in case of emergency 
unobstructed and safe 
passage through them will 
be ensured.	

Sufficient inspections 
relating to furnishings 
and decorations have been 
performed – they have a 
flammability rating of 
1 (fire-resistant SL1 or 
equivalent).	
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Today, schools and universities function actively as event organisers, and it 
has been a pleasure to see how versatile and varied events are on the offer to all 
of us. This guidebook was generated by the need to offer a safe and, therefore, 
a successful event experience to everyone attending such events. Safety and 
security also have an effect on the image of the event organiser. Failures in 
this respect have an impact on how interested sponsors and participants are 
on the event and the event organiser. Therefore, the purpose of this guide is to 
provide event organisers at schools and universities with a solid foundation 
on which they can build other planning of the event. When safety and security 
have been taken into account in the very first stages of event planning and in-
cluded in the relevant plans and actions to be taken, at the final stretches, you 
can focus on other important work for ensuring a successful event.  

Safety and security of events is regulated by versatile legislation the obliga-
tions of which we have also wanted to describe in this guidebook. But first 
and foremost, we want that, through risk identification, assessment and 
treatment, risks are made the starting point for creating a safe and comfor-
table event. The standard saying within the security business, “one can only 
prepare for identified risks”, also applies to events.

Soili Martikainen & Tiina Ranta
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