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LETTERS AND MINUTES
INCIDENT REPORTS

DISASTER MANAGEMENT
EMS FIRE SAFETY
ENVIRONMENTAL HEALTH PLAN
JHB METRO POLICE DEPARTMENT PLAN
JHB WATER

CERTIFICATES OF APPROVAL 
RISK ASSESSEMENT
DAY PROGRAM

CITY OF JOBURG

OVERVIEW
FLOOR PLANS / SITE PLANS /GAS PLANS / ROAD MAPS
EMERGENCY NUMBERS

CHECKLIST FOR EVENTS

CONTENT

CITY POWER
EMS MEDICAL PLAN OR MEDICAL SERVICES

JOBURG ROAD AGENCY
PIKITUP/VENUE CLEANERS
METROBUS

JOBURG DEVELOPMENT AGENCY

PLEASE NOTE THE CHECKLIST ORGANISER IS TO SUPPLY FULL OPERATIONAL PLANS IRRESPECTIVE OF 

WHETHER IT IS CITY DEPARTMENT ASSISTING OR PRIVATE SERVICE PROVIDER.                                                                                                                      

SECURITY COMPANY

ALSO CHECKLIST IS PROVIDED TO ASSIST AND THEREFORE WE DO NOT WANT YES OR NO ANSWERS.  FULL 

OPERATIONAL PLANS NEED TO BE ADDRESSED FOR EACH ITEM.



PROVIDE FULL OPERATIONAL PLANS AND RELAVENT DOCUMENTS WITH CHECKLIST

YES NO

CITY OF JOBURG

CHECKLIST FOR EVENTS

COMMENTSITEM FUNCTION

NAME OF EVENT: 

DATE:                                                                            TIME:  

VENUE:                                                                CONTACT PERSON:

CONTACT No:(Cell)                                                 (Work)

High

Medium

Low

EMS - Fire Safety

Environmental Health

-Noise Control

-Food

APPROVAL

Classification 

Status

City Parks/Sports & Recreation

-Book Venue

Johannesburg Metro Police 
-To comply with Gatherings Act 

-Road Closures

-Landing of Helicopters

-Sign indemnity Form

SAPS

-Liquor Licence

APPLICATIONS 

Events office

Disarster Management                        

All Role Players

JMPD

-Parking Arrangements

-Manpower

-Tow Trucks

-Other JMPD Assistance

-Helicopter Landing Permission

Joburg Road Agency

-Road closures

NOTIFY



YES NO COMMENTSITEM FUNCTION

EMS Fire Safety Inspection:

-Marquee Tents/Stages

-Fire Fighting Equipment (Extinguishers,

  Hosereels etc)

-Signage 

-Evacuation Routes

-Fire Retardation & Drappings

-Plan Layout & Site Plan

ENGINEERS REPORTS & CERTIFICATES to be 

handed over to Fire Safety:

-Marquee Tents

-Stages

-Electricity

-Buildings

-Other.....

Enviromental Health

-Noise Control

-Food Traders License

JRA

-Road Closures

-Signage

APPROVAL

CONTINUE

Occupancy Certificate

Permission Letter attached from Venue

Estimated numbers attendeding

Ticket Event

Non ticket or Open event

VIP's

Standing, Seating or Both

VENUE

SAPS

-Liquor License

City Parks

-Use of facilities / Venue

PUBLIC LIABILITY

INSURANCE

Amount:  R

DATE OF

PRESENTATION

Book a date to present an overview at 

the City JOC.

-Event Layout

-Evacuation Plan

-Fire Equipment

-Full detailed plan of overflow 

FLOOR

PLAN



YES NOITEM FUNCTION COMMENTS

TICKETING Cut off Dates

PROGRAM Outlay of Program

JRA
-Wayleaf

-Barriers / Cones

-Signage

-Noise

-Hygiene: Toilets etc

-Number of Toilets &

-Maintenance

-Food (Catering)

ENVIRONMENTAL

HEALTH

-Back-up Power available

-Need Generators if so Full Service 

History

-Power Failure-Standby

CITY POWER

-Communication - Eagle

-Two-way Radios

-Medical - Response Cars

-Ambulance

-Medics on Bikes

-Fire Engines

EMS - FIRE 

OPERATIONAL

-Clean Up

-Bins or Black bags

-Assistance or Clean up plan from service 

PIKITUP

-Sufficient Water

-Need water sachets
JHB WATER

MARY FITZGERALD SQUARE:

'-Permission Granted

-Sufficient Water

-Sufficient Power

-Availability of Medical Facilities

-Drainage

-PIKITUP Assistance

JDA

-Need Busses

-Identification of busses / Colour codes

-Luxury coaches or Normal busses

-Parking Arrangements

-PDP Licenses

-Public Liability

METRO BUS



YES NO

EXTERNAL VIP's
-Was the Mayor invited

-Was the City Manager invited

-Other Council VIP's

ITEM FUNCTION COMMENTS

-Was the Mayor invited

-Was the City Manager invited

-Other Council VIP's

COUNCIL VIP's

ADDITIONAL

PARKING
-Provision for overflow of vehicles and 

   Busses

-Full JOC/VOC

-Mini JOC/VOC

-Appoint a JOC/VOC Commander

-Attendance register

-Incident reports to be completed on the

 day of Event

JOC/VOC

-City

- Private Medical Service Contracted

-First Aid Organization

-Other

-Copy of the Operational plan to be

  submitted to EMS

MEDICAL

-SAPS National

-SAPS Provincial

-SAPS Local

-Protection Units

SAPS

INVOLVEMENT

OHASA -INSPECTION (Council property only)

-LOST CHILDREN TENT

-Identification of children - Name Tags

-Responsible person to look after lost 

 Children

-After Event Shelter

CHILDREN

-Security Plan

-Hazards

-Level of Training

-Evacuation Routes

-Assembly Points

-Marshalls

SECURITY

NOTIFICATION
-Were Businesses and Communities

  informed of the Event taking place?



YES NO

Low

Med

High

Low

Med

High

Organizer to attach copy of how risk assessment was carried out

ITEM FUNCTION COMMENTS

MINUTES

OF

MEETINGS

-Copies required for City JOC % 

Disaster Management's file.

-DATE

-Disaster Management

-Event Office

-Venue JOC/VOC

-SAPS

SUBMISSION OF

FILES TO:

-PLEASE TAKE NOTE THAT THIS DOCUMENT IS ONLY A GUIDELINE FOR EVENT PLANNING PURPOSES.

-EVENT FILES TO BE COMPLETED IN FULL ACCORDING TO THE TABLE OF CONTENTS.

EVALUATION

DEBRIEFING DATE

Organizer Risk Classification of Event - 

City Risk Classification of Event - 






