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Introduction 
 

At Maximillion we take our customers safety very seriously.  To give an insight into what we 

do to make our events as safe as possible we have put together a customer Health & Safety 

information pack.  This includes the following information: 

 

 Company H&S Policy Statement 

 Safety on our events 

 Risk assessments plus an example template 

 Insurance 
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Policy Statement 
Maximillion aims to provide a healthy and safe working environment for all employees, 

including the use of safe premises, plant and equipment, so as to avoid risks to employees, 

subcontractors, clients, visitors and any others who may be affected by its activities.  The 

Company recognises and accepts its responsibilities in connection with the provision of 

adequate safety measures and the prevention of accidents.  

 

The Manual sets out the ways in which the company will adhere to this policy and pay due 

attention to its obligations under the Health & Safety Act 1974 and the Fire Scotland Act 2005.  

The Company intends to achieve compliance with statutory standards as a minimum, with the 

aim of achieving best practice where possible.  Our statement of general policy is:  

 

 to provide adequate control of the health and safety risks arising from our work 

activities 

 to consult with our employees on matters affecting their health and safety and 

communicate this policy 

 to provide and maintain safe equipment and plant (inc offices and out houses) and 

systems of work 

 to provide adequate training, information, instruction and supervision for all 

employees 

 to ensure the safe handling, storage and transport of equipment and substances. 

 to maintain a safe and healthy workplace and environment.  To include access 

to/from, adequate welfare facilities and appropriate health surveillance. 

 to review and revise this policy as necessary 

 

Health and safety is regarded as an integral part of every person’s duties.  Therefore from the 

policy specific responsibilities apply throughout the management process and to employees.   

Thus allowing preventative and protective measures to be properly planned, organised, and 

controlled monitored and reviewed.  Individual responsibilities are illustrated in the 

Introduction page of the Safety Manual and the management procedures are based upon risk 

assessments, which are documented in this manual. 

 

 

Signed:  John Strachan  Dated: May 2009   

 

 

This Policy Statement is required by Section 2(3) of the Health and Safety at Work etc. Act 1974.  

The Manual is the practical implementation of this policy. 
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Safety on events 
 

standard operating procedures 

Each of the different event styles Maximillion operate has a Standard Operating Procedure 

(SOP) file.  The SOP’s are designed to provide all the information necessary for the event 

manager and event team to deliver that particular event, including H&S considerations.   

 

pre event 

Prior to the event the Project Manager will ask the customer if there are any health concerns 

of the group, that we should be aware of.  This information will be passed onto the Event 

Team which in addition to the SOP will provide them with relevant H&S information to plan 

and deliver their event.   

 

on the day of the event 

The event manager (EM) is responsible for the overall H&S of the customers whilst on the 

event.  During the event set up an event safety checksheet is completed and reviewed after 

the event so any safety concerns are immediately addressed.  In addition to this, the event 

manager’s customer brief  covers:  

 Referring to the safety card 

 Listening to your instructors, reading signage 

 That all activities have been risk assessed 

 Safety equipment available 

 Opt out clause/ whether there are any medical conditions the team should be aware 

of 

 Actions on accident 

 First aider: who they are and where first aid can be located 

 Fire assembly point  

 That there is an element of personal responsibility so please look after yourself and 

each other 

 

staff brief : 

 Contact point for hospital  

 Route for ambulance or fire brigade 

 Nominate member of staff to be 2ic should EM be off site/having to deal with 

casualty 

 Remind staff to use the risk assessment when setting up activities and alert the EM if 

they have any concerns with their activity 
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 Refer to the fire risk assessment and alert staff if there is anything off high risk at that 

venue 

 Quality control staff briefs to ensure safety comments are being delivered 

appropriately 

 

activities 

During the activities the instructors will brief the clients on their objective for that task.  This 

brief is a standard laminated sheet that goes out with each activity and includes H&S that 

need to be reiterated to the client.  Training on how to deliver these is given at staff induction 

day and then informally on events by senior members of staff.   

 

action on accident 

Should an accident occur during the event the instructor in charge of the activity of where that 

has happened will either:  

 

 stop all activity on the stand 

 Move team members away from the casualty and assess the situation. 

 Apply 1st aid if qualified. 

 Alert the EM by radio or send a runner to get him/her: 

 The EM will apply 1st aid or assist if necessary and if required, decide on emergency 

services and recovery. 

 The EM will decide whether to send the casualty to hospital and whether to stop the 

event all together. 

 If hospitalisation is required the EM will nominate a member of staff to take the 

casualty. 

 The EM will phone an ambulance if necessary and arrange a LandRover to pick up 

the paramedics if they can’t get the ambulance to the casualty. 

 Complete the follow up section as detailed below.  
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action on fire 

Should a fire breakout during the event the Event Manager would follow either the venue’s fire 

safety procedure, which would be obtained on arrival at the venue, or the Maximillion Event 

Fire Procedure. This is: 

 

 If safe, use the fire extinguishers, which are situated in any of the Maximillion 

vehicles and any of the marquees or easy ups.. 

 If necessary, phone 999 and ask for the fire service.  Supply them with following 

information:  name, mobile telephone number, address if appropriate, grid 

reference if available and the extent and nature of the fire. 

 Congregate at the fire point, which should be designated by the event manager 

and made clear and obvious to everyone from the start. 

 Ensure that everyone is out from any covered areas and away from the source of 

the fire and do a head count. 

 If possible send someone to the nearest main road to show the fire engine where 

to go. 

 

 

follow up 

If an accident occurs on an event the post event procedure is as follows: 

 

 Complete Accident and Incident Report Form 

 Return to Director of Operations (DofO) 

 Contact made with the injured customer 2 days after the event – either the event 

manager or the DofO would complete this (Ops Manager to co-ordinate) 

 Ops Manager to pass on information to Account Manager (AM) so they can also 

follow up at the post event call stage with the event contact 

 Copy of accident report form sent to H&S Executive (if complies with RIDDOR).   

 Ops Manager to report accidents on a bimonthly basis to BAHIS Insurance 

 Review risk assessment and undertake an investigation if necessary 
 

If a fire occurs on an event the post event procedure is as follows: 

 

 Complete Fire Report Form 

 Return to Director of Operations 

 Reported to insurers 

 Review risk assessment and undertake an investigation if necessary 
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Our risk assessments 
 

An assessment of risk is nothing more than a careful examination of what, in the workplace, 

could cause harm to people. This then allows the Company to take the necessary action to 

remove or reduce the risk as far as is reasonably practicable.  

 

terms used 

“Hazard” means anything that can cause harm (e.g. chemicals, electricity, working from 

ladders etc) 

“Risk” is the potential that someone will be harmed by the hazard. 

 

 

the assessment 

There is an annual training session on Health & Safety in Maximillion’s training programme.  

This provides a general overview of H&S, the company’s policy and how to complete risk 

assessments.  In addition to this all “in house” courses have a specific area of the syllabus 

dedicated to H&S concerns within the activities and skills being taught.  As such all event staff 

are capable of formally assessing potential hazards.  Whilst specific risk assessments are 

carried out and published by the Operations Manager, all staff are capable of assessing new 

venues and appraising familiar activities for risk and its avoidance by following the procedure 

below: 

 

1. Look for the hazards 

2. Decide who might be harmed 

3. Evaluate the risks arising from the hazards and decide whether existing precautions 

are adequate or more should be done. 

4. Take appropriate action to avoid the hazards identified thereby reducing risk. 

5. Record the findings. 

 

For each activity we operate a copy of the risk assessment goes out with the event paperwork 

for the instructor’s reference.  These are designed in such a way that variable hazards can be 

noted and then recorded by the Operations Manager.  An example risk assessment can be 

seen below. 

 

Risk assessments are formally reviewed on an annual basis or when the work activity 

changes, whichever is soonest.   
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Insurance 
 

Maximillion has full liability insurance in respect of the clients, public and employees. The 

extent of these policies is summarised below.  

 

Combined insurance 

Insurers – Royal and Sun Alliance and DPM @ Lloyds 

 

 All risks physical loss or damage – full cover 

 Loss of revenue – full cover 

 Employees Liability - £10 million 

 Third Party Public and Products Liability - £5 million 

 

A copy of our policy is available on request. 

 

Personal accident options 

At Maximillion we try to meet everyone’s needs.  Therefore in addition to our Public Liability 

Insurance detailed above our Insurers offer Personal Accident insurance at an additional 

premium.  Should you wish further details on this please let us know and we will provide you 

with our insurer’s details as due to operating regulations we are unable to organise this 

directly for you. 

 


