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Form 696 

 
PROMOTION / EVENT RISK ASSESSMENT 

 
THIS FORM MUST BE COMPLETED BY THE LICENSEE IN CONSULTATION WITH THE PROMOTER 

 
Name of premises:       

Address:       

 
Completing this document with enable police to give you appropriate support and advice to ensure a safe event. 
Full, honest disclosure forms part of the risk assessment and will not in itself jeopardise the event. Full co-
operation is regarded as demonstrating positive and effective venue management. 
 

PLEASE COMPLETE ALL SECTIONS. 
 

PROMOTER / PROMOTION DETAILS 
Event / Promotion Name       

Event Date (dd.mm.yyyy)       

Music style to be played / performed 
(e.g. Bashment, R’n’B, Garage) 

      

Start Time (HH:mm)       Finishing Time (HH:mm)       

Promoter’s Full Name (include any 
other names used) 

      

Date of Birth (dd.mm.yyyy)       

Address       

Contact Telephone Numbers Landline       Mobile       

Email Address       

Contact Name (if different)       

Contact Telephone Numbers Landline       Mobile       

Contact Email Address       

Position held in Company       

Is the event…? (check relevant box) Private        Public    

If private, how are the invitations 
being distributed? 

      

If private, who can attend? (e.g. 
people named on a mailing list, 
company employees, etc.) 

      

If public, how is the event being 
publicised? 

      

How are tickets being sold?       

Will tickets be sold on the door? Yes        No    

What are the expected numbers?       

What is the age range?       

Will those attending be…? Predominantly male    Predominantly female    Mixed    

Is there a particular ethnic group 
attending? 

Yes        No    If ‘Yes’, please state group:       

Advertisements (when, where and 
how) 
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Dress code       

Do you intend to use…? In-house security    Other security    

If other, please provide the name of 
the company 

      

Contact Name of Security Company       

Contact Nos. of Security Company Landline       Mobile       
 
Please list the last 3 venues (including addresses and dates) where this promotion has been held: 
1.       

2.       

3.       

 
Has the promoter run events at your venue before?     Yes      No  
 
If ‘Yes’, please give details below of numbers attending, security arrangements used, problems (if any) identified both 
inside and outside the venue and any additional security measures you implemented in light of any of those issues. 
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Please list below ALL ARTISTES, THE ACTS / SOUND SYSTEMS / OTHER PROMOTERS performing. (DJs. MCs, etc. 
– show full name and aliases, address, date of birth, contact numbers.) Please use a separate sheet if necessary. 
 
 

      

 
PLEASE NOTE 
 
Police and /or Local Authority Officers may visit the event. If it is found that there are acts performing or appearing of 
whom previous notification has not been given (see list on previous pages) and on whom, therefore, it has not been 
possible to conduct a proper risk assessment, this may jeopardise any future events either by the promoter or at the 
venue. 
 
Have the proposed acts / sound systems appeared at your venue before – either alone or with others? 
     Yes      No  
 
If ‘Yes’, please give details below of the numbers of persons attending, security arrangements used, problems (if any) 
identified both inside and outside the venue and any additional security measures you intend to implement in light of any 
of those issues. 
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Do you have other knowledge of the acts or crowds attending that would need special considerations to be made to limit 
crime and disorder (e.g. problems at previous venues, the make up of the patrons, whether they are local or are expected 
to travel from long distances to the event, etc.)? 
     Yes      No  
 
If ‘Yes’, please give details of such matters below. 
 
 

      

 
Show any information you may have from any other source relating to events within the past 12 months by the promoters 
or sound systems show above – positive and negative comments are beneficial. 
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Please give your personal assessment of any potential risks associated with this event in the box below. You should also 
show the control measures to be employed with regard to the identified risk and security deployments below. We will 
compare this with a police assessment to ensure appropriate advice and resources are provided. Your assessment 
should be your professional opinion based on your knowledge and experience. We are aware that the nature of some 
events will cause them to pose more or less risk than others. This assessment process is to allow us to properly and fairly 
manage risk and prevent the need for late and extreme action. Given sufficient information and notice, police and 
licensees can work together to provide safe and secure venues offering a wide range of public entertainment to the whole 
community. 
 
 

      

 
Show the Control Measure(s) to be employed 

Risk: Aggression leading 
to public disorder 

Control: 
      

Risk: Weapons and / or 
drugs coming into the 
venue with customers 

Control: 
      

Risk: Drug dealing inside 
and outside the venue 

Control: 
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Risk: Performers and / or 
entourage bringing drugs 
and / or weapons into the 
venue 

Control (suggested):  
• All performers and members of the entourage must undergo a search every time they enter the venue. 
• There will be no exceptions. 
Control: 
      

Risk: Lack of crowd 
control / disorderly 
queuing 

Control (suggested):  
• Barriers will be used to ensure that the queue is directed away from the . . . . . . .  The queue should be 

monitored constantly and personnel positioned outside the venue must keep in radio contact with the Head 
of Security to advise on any issues of concern. 

• There will be no guest list for the show. 
Control: 
      

Risk: Underage patrons 
arriving expecting 
admission 

Control (suggested):  
• This is an over 18s show. ID must be shown if requested. Failure to produce positive ID will result in 

admission being refused. This policy to be communicated during staff brief. 
Control: 
      

Risk: Excessive 
consumption of 
ALCOHOL leading to 
drunkenness and public 
disorder 

Control (suggested):  
• Brief all staff and security to look out for people who may have had too much to drink and / or have taken 

drugs. Bar staff to be extra vigilant about serving people who appear to be intoxicated. Security to be extra 
vigilant for customers becoming irate or overly excitable. 

• Medic will be on duty. 
Control: 
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Security Detail and Deployment 
 
Please note that all door supervisors used at this event MUST be registered with the Security Industry Authority (SIA). If 
any door supervisors used are unregistered both that person and the employer may be prosecuted and fined. 
 
Customer Access       

Number of door supervisors Male:       Female:       

Door Supervisors – based on near capacity attendance levels 

Front of House       

Stage       

Internal Exit 2       

Internal Exit 3       

Internal Exit 4       

Other Internal Exits       

Searching  - number of D/Ss Male:       Female:       

Ticket Collector       

Front Door       

Queue       

Camera Operator       

Total Security Staff       

Performer / Artiste Security (show 
company name & contact numbers) 

      
 

Suggested Pre-Opening Checks (please check the relevant boxes to confirm these WILL take place) 

• Radios charged  

• Metal detector batteries operational  

• Megaphone – located at front of house / operational  

• Camcorder – located at front of house / operational  

• Capacity monitoring device (e.g. Clickers) – located at front of house / operational  

• Pre-opening checklist completed  

• Staff briefing to be held at        
 
When complete please e-mail this whole document to: 
 

your Borough Licensing Unit 
 

and to: 
 

Clubs Focus Desk 
Clubs and Vice Unit 

020 7321 8203 
ClubsFocusDesk-CO14@met.police.uk 

 
It is essential that the following items are supplied to police at least 14 days in advance of the proposed event in order 
for a proper risk assessment to be carried out: 
 

(i) A fully completed MPS Entertainment Venue Risk Assessment 
 

(ii) A copy of any promotional flyer / advert / ticket 
 
If the above are not supplied in sufficient time prior to the event it will not be possible for a proper risk assessment to 
be undertaken and the event may be subject to cancellation. 
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I have read this document and understood its significance. 
 
Signed ………………………………………………………………………………………………………………………………………………………………………………... (Promoter) 
 
 ………………………………………………………………………………………………………………………………………………………………………………... (Licensee) 
 
 ………………………………………………………………………………………………………………………………………………………………………………... (Head of Security) 
 
Date ………………………………………………………………………………………………………………………………………………………………………………...  
 
 
Received at the Clubs Focus Desk, Clubs and Vice Unit by: 
 
Name and rank (print) …………………………………………………………………………………………………………………………………………………..  
 
Signed ………………………………………………………………………………………………………………………………………………………………………………...  
 
Date ………………………………………………………………………………………………………………………………………………………………………………...  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Retention period: 6 years 
MP 1130/05 


