A completed Event Safety Management Plan should be drawn up & submitted to enquiries@TCD.ie at least 10 days in advance of the proposed event. This applies for all events outside of the normal teaching/research activities in Schools and Research Institutes, outside of the normal activities of societies and clubs and any event involving members of the public outside the College Community.

Event organisers must adhere to College and HSE guidelines in relation to events. Further information can be found at the following websites:
https://www.tcd.ie/commercial/enquiries-and-events/
https://www.tcd.ie/Junior_Dean/events/
https://www.tcd.ie/Junior_Dean/events/checklist.php.;
https://www2.hse.ie/coronavirus/
https://www.gov.ie/
Events MUST NOT proceed without full written permission from the Junior Dean.
Notes:

College society activities are covered under College insurance. However, all outside service suppliers, hirers, contractors and the like must have adequate insurances* and these must be included with Event Management Plan in order to be presented to the Director of Campus Infrastructure for verification in advance of the event.

Many events including all events in external areas of College require the Permission of the Junior Dean - for such events the Event Management Plan must be agreed in advance by the Head of Safety and/or the Campus Services Manager.

*each and every service provider, contractor, caterer, hiring company etc. should provide evidence of their insurances as set out below:

Public Liability: Not less than €6.5m any one event with a specific indemnity to Trinity College Dublin. Employers Liability: Not less than €13m any one event.
Caterers should also provide evidence of their Products Liability insurance not less than €6.5m
The above should be provided on the headed paper of either an insurance company or insurance broker and should contain also the following information: Name of Insured, Name of Insurer, Business description of insured, Jurisdiction, Territorial Limits, Dates of cover.

TCD Emergency Plan and Procedures 
1. In the event of an emergency, the event organiser should call the Security Service Control Room (dial 1999 on any internal phone) or, use their mobile phone - 01 896 1999) and Security Services will direct the Emergency Services to the required location and assist in the emergency.
2. In the likelihood of an incident outside the event area, TCD will implement the TCD Emergency Plan and Procedures which may result in TCD taking control of the event area. TCD will not be liable for any costs or expense incurred by the event organiser in implementing the TCD Emergency Plan. 

Please ensure all relevant sections on this form are complete with sufficient detail. If there is insufficient planning and due consideration for safety, your event will not be permitted to proceed.
	1. 
	Name of Event

	Intervarsity Competition

	2. 
	Date of event 

	25th & 26th of October 2025

	3. 
	Name of Organising School/Department/Club/Society/Company

	xxx Club

	4. 
	Event Organiser name 
Responsible for management of the event and should be onsite for the duration of the event.

	Ale Casarin

	5. 
	Organiser mobile telephone number (they must be contactable by mobile telephone for the duration of the event).

	+353 080 000 0000

	6. 
	Organiser TCD email address

	exemple@tcd.ie

	7. 
	Outline & Context of event

	This event is a student-led sports competition organised by a Trinity College Dublin sports club. It may involve teams or individual participants from other universities, clubs, or associations. The competition aims to promote student engagement, athletic development, and intercollegiate collaboration. The format will typically include warm-ups, official matches or rounds, and awards or recognition for top performers. Qualified referees or judges will be present to ensure fair play, and appropriate supervision will be in place for the duration of the event. First aid support will be arranged, and all attendees will be briefed on safety procedures and facility guidelines.

	8. 
	Exact Location
For example, if outdoors, Front Square – in front of Exam Hall, in front of Chapel, in Front of Campanile, in front of 1937 Reading Room. Indicate where exactly within this area you will be located.

	The event will take place in the Main Hall, located inside the Sports Centre. The setup will be positioned along court A and court B, leaving space for safe passage around the perimeter.
If the event requires only half of the hall, the dividing curtain will be used to clearly separate the courts.
· If Court A is being used, access will be through the main entrance of the Main Hall, via the staircase or lift.
· If Court B is being used, access will be through the side staircase, located at the end of the corridor on Level 1.
Clear signage will be in place to ensure participants and spectators are aware of the access routes and boundaries. The club will ensure that everyone involved is informed in advance and that proper supervision is provided to avoid any potential conflicts or confusion.


	9. 
	Set up/Access time

	Set up will take place on Friday, 24th October, from 7:00pm to 10:00pm.
Access will be required to both the Main Hall and the Ancillary Hall during this time to allow for full event preparation.


	10. 
	Start time of event

	9am

	11. 
	Finish time of event 
This time frame includes both take-down and evacuation of the hall, ensuring the space is fully cleared and safely vacated by the end time.

	5:30pm
This time frame includes both take-down and evacuation of the hall.

	12. 
	Number of participants/audiences

	Approximately 120 participants and spectators are expected throughout the day. Attendance will be monitored to ensure the total number at any given time remains within the venue’s safety capacity. The organising team will be in direct contact with the Duty Manager and Reception throughout the event to ensure smooth coordination and to promptly address any concerns that may arise.

	13. 
	Number of event staff
The cumulative number of participants and event staff should not exceed capacity for the space.

	There will be 12 event staff members, including organisers, referees, and volunteers. This number is within the limit allowed for the space and ensures adequate supervision and support during the event. The club will provide a list of names of these staff members in advance so that the Sport Centre team is aware of who they are and can assist them as needed.

	14. 
	List Special Guests/VIP(s) in attendance

	Yes, the event will be attended by special guests, including the President of the Sports Union, two former club captains, and a representative from Sport Ireland. Their attendance has been confirmed, and they will be welcomed by the organising team upon arrival.

Or

No special guests or VIPs are expected to attend this event.

	15. 
	Stewarding Arrangements
Who will steward the event?
How many stewards will be on site?
How will stewards manage the attendance and potential overcrowding?

	The event will be stewarded by 6 trained volunteers from the club, who have previous experience with similar events.
They will be stationed at key entry and exit points, as well as along the perimeter of the courts to manage crowd flow and ensure safety.
Stewards will monitor the number of attendees at all times and will liaise directly with the Duty Manager and reception staff to prevent overcrowding or any other safety issues.
They will also assist with guiding spectators, responding to questions, and ensuring all safety signage is respected.

Or

Due to the small size and low expected attendance of this event, no formal stewards will be present.
However, event organisers will remain on-site at all times and will coordinate directly with the Duty Manager to monitor attendance and address any concerns.


	
	
	Y/N/NA 
	Provide additional detail for all

	16. 
	Is Equipment needed?
Please include details of all equipment (including electrical)

	Y or N
	Yes, the following equipment will be needed:
· Power outlet (standard plug point)
· Extension lead
· Microphone for announcements and coordination

Or

No equipment will be needed for this event. All activities will proceed without the use of electrical or technical equipment.

	17. 
	Is Furniture Staging/Set Up needed?
Please indicate what furniture (if any) will be used and the contact details of the suppliers for same. (Please see insurance requirements for suppliers below)

	Y or N
	Yes, the following furniture will be used during the event:
· Approximately 20 chairs for staff and spectators
· 2 benches for participants
· 2 tables (registration and scoring)
All furniture will be arranged in collaboration with the Sport Centre staff. No external suppliers will be involved.

Or

No additional furniture will be required.
The event does not require tables, chairs, or any special setup beyond the existing venue layout.

	18. 
	Is power source needed?
If so, where will power be accessed from? Please note, due to the high concentration of offices, teaching and exams on campus, amplification is only permitted at a low level.

	Y or N
	Yes, a power source is needed.
Power will be accessed from the wall sockets located along the perimeter of the Main Hall. A single extension lead will be used to connect a microphone and low-level amplification system. All equipment will comply with campus guidelines regarding sound levels and electrical safety.

Or

No power source is needed.
The event will run without the use of any electrical equipment or amplification.

	19. 
	Is food being served?
If so, please give details of caterer. Please note, catering must be provided by TCD Catering or a supplier on the TCD preferred suppliers list. All food & beverage services should be in line with government guidelines applicable at the time.

	Y or N
	Yes, food will be served. Catering will be provided by TCD Catering Services. Light refreshments including sandwiches, fruit, and bottled water will be available for participants and event staff. All food and beverage services will follow the current government health and safety guidelines.

Or 

No food will be served. There will be no food or beverage service during the event. Participants will be advised to bring their own snacks if needed.

	20. 
	Is alcohol being served?
No alcohol is to be served before 18.00 and is not permitted outdoors. Please consult TCD Alcohol Policy for further guidelines.

	N
	No alcohol will be served at this event. We are aware that alcohol is not permitted in the Sport Centre under any circumstances and will ensure full compliance with this policy.

	21. 
	Wet weather plan
If your event is due to take place outside, what is your wet weather plan.

	Y or N/A
	In case of wet weather, the club will contact Trinity Sport Union to check the availability of indoor spaces such as the Ancillary Hall or Main Hall. A backup booking will be requested if poor weather is expected in the days prior to the event.

Or 

This event will not take place outdoors, so a wet weather plan is not required.

	22. 
	First Aid arrangements
Indicate what first aid arrangements you have in place and give details of nominated Safety Officer for the event including name and phone number. Please note, Event Officer and Safety Officer cannot be the same person. 

	Y or N
	First aid support will be provided on site throughout the event. The club has arranged for a certified First Aider to be present during all activities. The nominated Safety Officer for the event is Sarah Murphy, who will oversee all health and safety procedures.
Safety Officer: Sarah Murphy — 087 000 0000
Event Officer: James Nolan — 087 000 0000

Or 

This event is not high-risk and will not require specific first aid arrangements. However, all participants will be informed that in case of emergency, the Sport Centre front desk staff and Duty Manager are trained to respond. No separate Safety Officer is being nominated as this is a small internal meeting with no physical activity involved.

	23. 
	Toilet/Changing facilities

	Y
	The designated changing rooms are located on the first floor of the Sports Centre. All participants will be instructed to use these facilities and to store their belongings in the lockers available on the same floor.
We will also notify all attendees in advance to bring their own padlock to ensure their personal items are safely secured during the competition.

	24. 
	Facilities for disabled
If the venue is not on the ground floor, will an emergency evacuation plan be required for any participants with mobility difficulties?

For a useful guide outlining areas that need to be considered when organizing Accessible events please see: 
https://www.tcd.ie/disability/physical-access/event.php

	Y or N
	The event will take place on the third floor of the Sports Centre. Participants with mobility difficulties will be able to access the venue via the elevator.
In case the goods lift is required, the club will liaise directly with the Duty Manager to ensure safe and supervised access.
An emergency evacuation plan will be in place, and designated club staff will be assigned to assist any participant who might require support.
We have also reviewed Trinity’s Accessible Events Guide to ensure all accessibility needs are considered.

Or

The venue is fully accessible and located on the ground floor. No participants with mobility difficulties are expected to attend, so no additional arrangements are required at this time.

	25. 
	TCD Emergency Plan and Procedures 
Confirm event organiser is familiar with the TCD Emergency Plan and Procedures 
Security Services - Estates & Facilities - Trinity College Dublin (tcd.ie) and
understands that in the event of an emergency, it takes precedence over this event plan.

	Y
	Yes, the event organiser has reviewed the TCD Emergency Plan and Procedures available on the Security Services - Estates & Facilities webpage and fully understands that, in the event of an emergency, Trinity’s emergency protocols will take precedence over this event plan.

	26. 
	Insurances in place
Please attach. See details in NOTES above relating to insurance.

	Y or N
	We are in the process of collecting the required insurance documentation from participating teams. Once received, all relevant documents will be attached accordingly. We understand that submission of these documents is mandatory for event approval.

Or 

There will be no external teams or service providers participating in this event. All individuals involved are current members of the club and are fully covered under the College’s insurance policy.

	27. 
	Equality, Diversity and Inclusion
Have the organisers taken care to ensure that the College Equality policy is reflected in planning of the event? 

Policy - Equality - Trinity College Dublin (tcd.ie)


	Y or N/A
	Yes, the organisers have taken steps to ensure that the College Equality Policy is reflected in the event planning. The event is open and inclusive to all students regardless of gender, race, age, ability, or background, and we are committed to fostering an environment of respect and equal opportunity.

or 

 No specific actions have been taken at this stage to incorporate the College Equality Policy into the event planning. However, we acknowledge its importance and are open to receiving guidance to ensure compliance moving forward.

	28. 
	Any special requirements

	Y
	We will require parking access for a van that will be delivering and collecting equipment on the day of set-up and take-down. The vehicle will need access to the loading area near the Sports Centre.
We understand that the driver's name, contact details, and vehicle registration must be submitted at least 4 working days prior to the event. These details will be provided within the required timeframe to ensure smooth coordination.

	29. 
	Risk Assessment completed 

	
	Please complete APPENDIX 1 below






APPENDIX 1: Event Risk Assessment
	Event Title
	Date of Risk Assessment
	Carried out by

	
	
	



	Hazard*
	Who may be harmed
	Controls in place
Safety Measures to reduce/ eliminate risk
	Risk Assessment
(H/M/L)
	Additional precautions required
	Person responsible

	Trip Hazard from cables

	
	
	
	
	

	Overcrowding/Crowd control

	
	
	
	
	

	Fire Prevention and evacuation procedures 

	
	
	
	
	

	Lighting/Sound equipment

	
	
	
	
	

	Injury from equipment
	
	
	
	
	



H = High, M = Medium, L= Low
*Some sample hazards to consider
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Fire Prevention
Hazardous Substances
Evacuation during emergencies 
Overcrowding / Crowd control
Compressed gases
College Emergency Procedures
Food Handling
Fire Safety / Evacuation procedures
Hot work/Naked Flame/Candles
Safety announcements
Vehicles/Traffic Management
Communication with College Authorities
Additional access and egress needs of / children / elderly / disabled
Stages/Structures/Drapes/stage furniture
Electrical Risks/Generators
Lighting/Sound equipment
Working at Height
Audience Seating
Working near water
Security/theft
Illness/Injury
Confined Spaces
Noise
Heavy Loads/Manual Handling
Lone working
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