
 
 

 

 

 

  

Brief Guide 
Nottingham Malaysian Night 

 

 

A simple guide to the complexity of organising 

Nottingham Malaysian Night. Prepared by 

Fiqry, Secretary, Nottingham Malaysian Night 

2009 

 

 

 



 
 

 

 

NOTTINGHAM MALAYSIAN NIGHT 

 

No Content Pages 

   

1 Preface 4 

2 Aims and Objectives 8 

3 Committee 9 

 - Producers 9 

 - Recruitment 10 

 - Secretary 10 

 - Departments Under Secretary 12 

 - Departments Under Stage Manager 13 

 - Departments Under Protocol Manager 14 

 - Directorial Team 15 

4 Itinerary 16 

 - Friday 16 

 - Saturday 16 

5 Venue 18 

 - Studio 7 18 

 - Toilet Facilities 18 

 - Dressing Rooms 18 

6 Risk Assessment 19 

 - Fire Risk Assessment 19 

 - Areas Being Used 19 

 - Fire Emergencies 19 

 - Emergency Lighting 20 

 - Fire Alarm 20 

 - Fire-fighting Equipment  20 

 - Fire Prevention 21 

 - Evacuation Arrangements 21 

 - Assembly Point 21 

 - Waste Materials 21 

 - Emergency Contingency Plan 21 

 - Medical, Ambulance and First Aid Provision 22 

 - Level of Cover 23 

CONTENTS 



 
 

 

 

NOTTINGHAM MALAYSIAN NIGHT 

 - Manpower 23 

 - Crowd Management 23 

 - Entry and Exit of Audience 23 

 - Admission 23 

 - Late Leavers 24 

 - Safety announcements 24 

 - Security Details 24 

 - Sanitary Facilities  25 

 - Waste and Clearing Up 25 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

NOTTINGHAM MALAYSIAN NIGHT 

Dear NMS members, 

First and foremost I would like to thank all you guys who came to 

support us on the night itself, while savouring the delicious and the all-

time favourite Malaysian food, and enjoying the delightful and comedy-

packed play, put together by our dedicated directors and hardworking 

actors and actresses. 

A sincere thank you to all VIPs for accepting our invitation to spend a 

Saturday evening with Nottingham Malaysian students, I hope that you all had had a great time 

with us. To our sponsors who had support us financially, we would not have succeed in 

organising this event if it wasn‟t for you all, terima kasih dengan setulus ikhlasnya! 

I am very fortunate to have a very committed team working hand-in-hand in organising this 

event; from the top 5 committee, to the props and backstage team, sponsorship and publicity 

team, ticketing team, and the dining team. You all had been very dedicated in finishing all the 

work and rushing all the datelines given on time. To the directors and actors who spend most of 

their evenings in Portland Building practising for the play, your efforts had paid off on the night. 

The play was a success, congats! 

Before closing I would like to personally thank all the seniors who help us with advises and 

lending us a hand with stuffs that we, freshers are not that familiar with, such as sound and 

lighting. As a senior next year, it is our turn to help the new generation of freshers to organise 

next year‟s Malaysian Nite, starting with this guidelines that was compiled to help next year‟s 

committees with administrative problems we had faced this year. 

This year‟s Malaysian Night had given NMS a good and steady reputation, showing that 

Nottingham Malaysian Night is one of the Malaysian Night not to be reckoned with. I hope that 

this event can continue to grow to a larger scale for the following years, and continue to success 

in every year to be as big as Nottingham Games. To the future committees of MNite, all the 

best! 

  

Yours truly, 

Darrick Leom Ming Xian 

Co-Producer 

Nottingham Malaysian Night 2009 
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Dear future MNight Committee, 

In my opinion, it‟s always pleasant to start with a little anecdote. I guess 

I‟ll begin with the journey I went through from committee election all the 

way to the curtain call. In honesty, when Darrick and I became producer 

for Mnight 2009, I didn‟t have a single clue what MNight was about. We 

were never given a proper lowdown before we signed up for anything. 

Well, what I‟ve learnt is that, MNight is not just a showcase of Malaysian 

culture; it‟s about bringing the members of NMS together to achieve one 

common goal, and that is; to put on a breath-taking show that will leave the audience 

bewildered and wanting for more. It‟s about taking the leap into the unknown and pray to God 

you come out the other side a better person. I certainly hope others in the committee felt the 

same way. 

There are a few important notes that I must pass down to the next pair of producers. Firstly, 

communication is key. Not just between producers, but between all volunteers as well. Without 

it, you guys are akin to individual rafts floating on a vast ocean, washed apart by strong 

currents. Communication is like the rope that keeps you guys stay afloat together. However 

strong the wind or the storm shake you, hold on tight and calmer weather will return. Ok, I got a 

bit carried away with the analogy there. But my point still stands.  

Secondly, plan timelines. It should include tasks of what each committee are responsible for and 

by which date it should be completed by. This is extremely important. Especially concerning 

payment. You must know when certain payments are due to ensure you have cash in hand to 

pay it. This is so you won‟t have to resort to shelling out your own pocket money because of 

inadequate tangible cash. You must also ensure that each committee member knows what their 

responsibilities are back to front. This would save you a lot of hassle of repeating yourself and 

somewhat guarantee smooth sailing. 

Thirdly, always check up on each committee leader and Directors. Make sure they are doing 

their job and they are doing it correctly. Don‟t be afraid to be stern. If things go wrong, your 

heads are on the chopping blocks. Also, don‟t be afraid to consult seniors about any concerns 

you might have. We are here to give you guidance and support. In my experience, I really have 

high praises for all the committee members and volunteers. They were such a pleasure to work 

with and all were determined and hardworking people. MNight 2009 would not be a success 

without them. I believe we gelled together well and that fuelled us to strive forward and put on 

an incredible night! 

Lastly, don‟t forget to have fun! That‟s why you guys are doing this in the first place. Enjoy the 

experience, both good and bad. Accept praise openly and analyse the critiques given. Don‟t be 

thrown off by some discouragement. You can‟t please everyone. Give it your all, it will be even 

more rewarding in the end. I would like thank the Top 5, the Directors, all committee leaders and 

members, cast and crew alike, sponsors, seniors and not forgetting all of Mnight 2009 guests for 

making Nottingham Malaysian Night 2009 such a success. It was an unforgettable night and I 
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was immensely happy that I was a part of it. In hope that this year‟s event and the years to 

come are an even bigger success and put Nottingham on the forefront of the „MUST ATTEND‟ 

MNights in the whole UK! Thank you. 

 

Yours faithfully, 

Amira Zahari 

Co-Producer 

Nottingham Malaysian Night 2009 
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To all NMS members,  

It is my privilege to briefly outline the steps and procedures 

towards organising Nottingham Malaysian Night. We have been 

organising Malaysian Night for so long, to the point that we have a 

legacy that shines across the UK. I feel this is the right time that this 

legacy is properly passed down in the form of writing, so as to serve the 

interest of all the past committee and the new committee stepping in. 

This guideline is based on Malaysian Night 2009 and serves as a guide. 

It is subject to scrutinisation by the incoming Malaysian Night Committee. 

I would like to take this opportunity to offer my sincerest gratitude to Malaysian Students‟ 

Department and officers, officers from London, Nusantara, University of Nottingham, 

International Office, Students‟ Union, Nottingham Malaysian Community, Nottingham Malaysian 

Society, all Malaysian Night committee members, volunteers, actors, casts and university 

representatives. It is with all their help that we have managed to garner our strength, passion 

and determination in showcasing an event that portrays our country‟s beautiful diversity. 

I would also like to personally thank the Directors, Darrick and Amira, the Stage 

Manager, Eu Ling, and the Protocol Manager, Kak Sya, for with their tremendous and outgoing 

effort, we have successfully set a benchmark for next year‟s committee. 

“Oriental || Occidental – A Beautiful Collision” finally closed its curtains for the year 2009. 

Let‟s await 2010 for another spectacular showcase! 

 

 

Yours sincerely, 

 

Mohammad Fiqry Mohamad Fadhlillah 

Secretary 

Nottingham Malaysian Night 2009 
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Nottingham Malaysian Night should strive to fulfil the following aims and objectives: 

 showcase the unique customs and colourful traditions of our country 

 adhere to the beauty of our country‟s cultural diversity 

 promote Malaysia as a centre of musical medley 

 promote University of Nottingham 

 serve as a platform for first years to get to know each other and the seniors 

 prepare first years for future organisation of events 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

AIMS AND OBJECTIVES 
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There are two groups of committee members; production team and directorial team. 

 

Fig 1: Production Team 

PRODUCERS 

Normally the seats of producers are to be filled by two producers who work hand-in-hand with 

the Directorial Team. Responsibilities include: 

 Being in charge of the entire play 

 Making/approving decisions 

 Taking control of money matters 

 Liaise with Recruitment Manager 

 Liaise with Directorial Team 

 Execute full run‐throughs and rehearsals 

 Set clear objectives for each committee and discuss thoroughly 

 Ensure that all committee leaders meet set targets within deadline 

 Setting a budget which is agreed by all committees 

 Ensure smooth communication between each committee when needed 

 

Producers

Secretary

Publicity
Ticketing / 
Souvenirs

Sponsorship

Stage

Performance
Costume / 
Make-up

Props / 
Backstage

Sound / 
Lighting

Protocol

Dining Security

Logistics
Welcoming / 
Decoration

Recruitment

COMMITTEE 



 
 

 

 

NOTTINGHAM MALAYSIAN NIGHT 

RECRUITMENT 

 Manage welfare of casts and volunteers 

 Recruit volunteers for various departments – promote volunteering to everyone. Set a 

dateline for volunteering. Set maximum number of volunteers 

 Organise volunteers in each department – make sure enough people for each 

department, if too many people in one department, transfer to department that is in need 

of man power etc 

 Ensure all volunteer‟s details are up to date n accurate (full name, hp no, email)  

 Answer any questions from volunteers (job tasks etc)  

 Update all the heads of volunteers allocated in each department 

 Distribute food to volunteers during rehearsals and the play itself 

 Make id tags for volunteers and committee 

 Prepare certificates for volunteers, casts and committee 

 Based on 2009‟s team of volunteers (90 – some people in more than one department)  

o Publicity (5) 

o Sponsorship (3) 

o Ticketing (4) 

o Decoration (7) 

o Souvenirs (1) 

o Performance (6) 

o Costume/Makeup (7) 

o Props / Backstage(25) 

o Sound and Lighting (5)  

o Dining (17)  

o Logistics (4)  

o Welcoming (6)  

o Security (6)  

o Photographer (3) 

 

SECRETARY 

 Responsible for Malaysian Night documentation 

 Room Booking: the NMS Committee would have rooms readily booked for rehearsals 

and meetings. However, in cases where additional rooms are to be booked, redirect your 

browser to University of Nottingham Timetabling Office ( 

http://www.nottingham.ac.uk/timetable/) and email Nicci Boyes, Supervisor, Students‟ 

Union Reception at (nicola.boyes@nottingham.ac.uk) 

 Book meetings with Gemma Chance, Students‟ Union Events Manager 

(gemma.chance@nottingham.ac.uk) to discuss the management of events and 

procedures to be taken 
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 Book meetings with Jules Lediard, Students‟ Union Activities, Health and Safety 

Manager (julia.lediard@nottingham.ac.uk) to liaise matters concerning health and safety 

risks 

 Fill in Event Approval Form and Risk Assessment Form. Discuss this with Gemma 

 Book meetings with Gavin Scott, Environment Manager, University of Nottingham 

Estates Office (gavin.scott@nottingham.ac.uk) to seek approval for the organisation of 

event and for the submission of proposal 

 Fill in a works request form. Discuss this with Gavin and Clifford Hogan-George, 

Cleaning Services Manager, University of Nottingham Estates Office. Clifford can be 

reached at Clifford.Hogan-george@nottingham.ac.uk. Information to be included in the 

works request: 

o Washroom attendants: 2 people from 5pm till 12am 

o Cleaners: 4 people from 10pm till 2am 

o Technician: 1 person from 5pm till 11pm 

o Security Staff: 2 people from 9am till 12am 

o Porter: 1 person from 6pm till 2am 

 Communicate with UKEC (www.ukeconline.com) for publicity purposes 

 Send out invitations to other universities (can be done by accessing websites of 

respective Malaysian Societies or through UKEC. I prefer the former). Liaise with them 

for the election of University Representatives 

 Prepare information pack for universities and University Representatives 

 Prepare minutes of meetings 

 Be in touch with David Skinner, Transport & Logistics Manager 

(david.skinner@nottingham.ac.uk) for the booking of venue for event and practices,  and 

security measures at venue 

 Contact Catherine Philpott, Students‟ Union Communications Coordinator ( 

catherine.philpott@nottingham.ac.uk) for publicity on Students‟ Union Website 

 Initiate discussions with Eddy Whitton, Functions Manager, Nottingham Hospitality (0115 

951 4905) to ease communication with MNight‟s Dining Manager. Obtain Provision of 

Food form 

 In charge of emailing lists. Will need to email volunteers, actors, committee and NMS 

members (liaise with NMS Secretary) 

 Prepare a proposal, details of which can be obtained through this brief guide. Include 

everything about the event, and I do mean everything! 

 In charge of maintaining YahooGroup 
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DEPARTMENTS UNDER SECRETARY 

 

PUBLICITY 

 Liaising with NMS for publicity on NMS website 

 Setting up and maintaining Facebook account with frequent updates 

 Be in contact with International Office and SU for publicity purposes 

 Designing and printing of; programme booklet, tickets, posters and flyers 

 Distribution of flyers and posters 

 Preparing videos 

 Photo and video documentation 

 Setting up and maintaining website 

 Ensure publicity is not confined to University Park. Branch out to other campuses and 

universities. 

 Promotional tactics to boost ticket sales 

 

SPONSORSHIP 

 Once target is set, target previous sponsors 

 Find new prospective sponsors 

 Sponsors to be included in programme booklet, TV at KMC Reception, slideshow 

presentation before the show, other ways should be considered as well) 

 Update sponsors with progress 

 Liaise with Welcoming team for official invitation to sponsors 

 Ensure sponsors are mentioned where appropriate during the event 

 

TICKETING / SOUVENIRS 

 Liaise with Publicity to maximise early ticket sales 

 Find representatives from other universities, societies to sell tickets to 

 Set up ticket booth at strategic places around each campus 

 Collect tickets from audience at entrance 

 Ensure only ticket holders get inside 

 Prepare souvenirs for guests 
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DEPARTMENTS UNDER STAGE MANAGER 

 

PROPS/BACKSTAGE 

 Coordination of volunteers and actors on stage 

 Stage set up and prop making( must be fire-retardant) 

 Liaising with the Directorial Team as the Backstage team must recognise actors involved 

and have knowledge of the script 

 

PERFORMANCES 

 Find appropriate performances for the dinner or show 

 Schedule their rehearsal time 

 Finding sponsors for lucky draw items or purchase the lucky draw items 

 Wrap and present prizes during show 

 

COSTUME / MAKE UP 

 Buy or borrow make up for all cast 

 Find costumes for each cast member (To be listed down so it wont be lost and forgotten) 

 Liaise with Directorial Team to coordinate each costume and respective costume 

changes 

 Liaise with other societies or Nusantara for costumes if needed 

 

SOUND/LIGHTING 

 Liaise with TechPA for sound and lighting equipments 

 Liaise with Directorial Team to coordinate sound and lighting 
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DEPARTMENTS UNDER PROTOCOL MANAGER 

 

PROTOCOL 

 Food and dining arrangements for volunteers, actors, audience and VIPs 

 Formally invite VIPs 

 Protocol of entire event including emcees, dress code for volunteers and guests 

 Ensure cleanliness of venue 

 Preparing coat racks for guests and setting up VIP room and prayer room 

 

DINING 

 Preparation and serving of food during dinner and refreshments during intermission 

 

WELCOMING / DECORATION 

 Usher all guests to appropriate places 

 Block off all restricted areas (including dressing room access to Studio 7) with 

appropriate method (screens, barriers etc) 

 Must know the venue well 

 VIP ushers to stay with VIPs at all times 

 Mark all designated areas (toilets, parking etc) 

 Decoration and setting of the entire venue, including seating and dining areas for 

audience and VIPs 

 

SECURITY 

 Security team must consist of 10 people 

 Abide instructions given by KMC Security Guard 

 Traffic control duty, ensure guests and VIPs park in the right place 

 Ensure guests do not go to restricted areas (including dressing room access to Studio 7) 

 

LOGISTIC 

 Transportation of items, volunteers (cars) and guests (bus). 

 Ensure bookings has been placed on respective vehicle 

 Create schedule for volunteer and guest transportation 
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Fig 2: Directorial Team 

DIRECTORIAL TEAM 

Director and script writer(s) to be auditioned and chosen by NMS Committee before summer 

break. All other posts may be filled in by any member including first years. The whole directorial 

team will be in charge of the play. In charge of calling for auditions (liaise with Producers and 

Secretary. Auditions should start before winter break) 
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FRIDAY 

0900  Sound & Lighting: Set up 

1000  Sound & Lighting: Run through with Directors 

 Props: Set up 

1100  Backstage: Run through scene changes & timing 

 Photographer 

 Cast  arrives 

1400  Recruitment : Distribute lunch 

1500  Decoration: Clear out KMC Restaurant 

 Performance: Prepare stage & lucky draw prizes 

 Performers: Rehearse 

 Costume/Make up : Organise costumes 

 Sound &Lighting : Set up Performance equipments 

 Emcee : Run through events 

1530  FULL REHEARSAL 

1800  Leave KMC 

 

SATURDAY 

0900  Logistic: Shuttle volunteers 

 Decoration: Set up KMC Restaurant & VIP Room 

 Costume/Make up: Rehearsal 

 Props: Complete all props 

 Sound & Lighting: Rehearsal 

 Backstage: Rehearsal 

 Photographer 

 Recruitment: Ensure all listed volunteers are present 

 Directors & ALL cast: Rehearse 

1030  FULL REHEARSAL 

1200  Dining: Briefing, set up KMC Restaurant & VIP room 

 Recruitment: Distribute lunch 

1300  FULL REHEARSAL 

1400  Performance: Set up & rehearsal 

1500  Ticketing: Set up booth 

 Souvenirs: Set up booth, prepare souvenirs & booklet 

1600  Welcoming: Briefing, set up signs 

 Security: Briefing 

 Dining: Food arrives 

 Photographer 

ITINERARY 
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 Cameraman 

 Recruitment: Distribute dinner 

1730  Clear stage 

1800  Logistic: Shuttle guests 

 Security: Traffic control 

 Welcoming: Usher guests to KMC Restaurant 

 Dining: Serve food 

 Performance: magic show, singing, band 

1830  Welcoming: Usher VIP to VIP room 

 Violin performance 

1930  Welcoming: Usher guests to Studio 7 

 Publicity: Slides from projector 

1945  Welcoming: Usher VIP to Studio 7 

2000  Opening by MC 

 Negaraku 

 Speech by NMS President and VIP 

 Play begins 

2115  Intermission 

 Drinks for guests 

2130  Lucky draw 

 Performance: magic show 

2145  Play resumes 

2230  Play ends 

2300  All guests leave 

 Logistic: Shuttle guests 

 Volunteers: Clean up KMC 

2315  Volunteers leave KMC 

 Logistic: Shuttle volunteers 
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Venues to be booked are Studio 7, Hardwick Room, Cafe and Restaurant at King‟s Meadow 

Campus, University of Nottingham. 

 

STUDIO 7 

 

Fig 3: Studio 7 layout 

TOILET FACILITIES 

There are 5 toilets that guests can use. 3 toilets for female guests and 2 toilets will be provided 

for male guests. The toilet in the dressing room should be used by cast and crew only. 

 

DRESSING ROOMS 

The dressing rooms can be used by the cast during the play. Props can also be stored in this 

area. Entrance to the dressing room must be guarded during the play. Only cast and crew are 

allowed in this area 

 

 

VENUE 
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FIRE RISK ASSESSMENT 

 

 

  

AREAS BEING USED 

The areas of use at King‟s Meadow Campus for the event are Studio 7 and KMC Restaurant. 

 

FIRE EMERGENCIES 

 The studio is on the ground floor and the capacity of the studio is 600 people. We are 

expecting a turnout of 300-350 guests. 

 The fire exits are shown on figure 2 and figure 3. 

 There will be fire wardens at ALL times manning these fire exits. 

 In case guests are trapped on the ground floor of Studio 7, there are 4 extra fire exits on 

the 1st floor, which are accessible via 4 stairways near the 4 ground floor fire exits inside 

the studio. 

 Studio 7 is fire proof when all fire exits are closed. 

 There are 9 final exit points available from the building. 

 All exits are suitable and sufficient in size. 

 Exits are distributed so people can turn their back on any fire. 

Fig 4: Studio 7 Fire Exits Fig 5 : KMC Restaurant Fire Exits 

RISK ASSESSMENT 



 
 

 

 

NOTTINGHAM MALAYSIAN NIGHT 

 All exits and exit routes are clearly indicated. 

 All escape routes are adequately lit. 

 

EMERGENCY LIGHTING 

 Emergency lighting is present throughout the site and lights up all exit routes. 

 Emergency lighting will be tested prior to the event. 

 

FIRE ALARM 

 There is a fully automatic fire alarm system to BS5839 throughout the building with a 

direct link to the University Security office on main campus that will be responsible for 

calling the emergency services. 

 The smoke detection system in the studio will be isolated for the duration of the event 

and the alarm will be raised using the manual call points at the exit doors managed by 

Security personnel. 

 Means to raise the alarm in the event of a fire are provided by various break-glass alarm 

points sited throughout the venue. 

 A continuous sounding alarm will sound in the need to evacuate. At the same time, the 

power will be cut to the lighting system. 

 The alarm control point will be in the permanently manned guardhouse located at the 

main entrance to the site. 

 The fire brigade will be called as per University Security protocol. 

 

FIRE-FIGHTING EQUIPMENT  

 There is adequate fire fighting equipment strategically sited around the building tested 

and maintained by a contractor. Only trained staff will be allowed to use an extinguisher. 

 Fire extinguishers are located at various points around the venue suitable to the location 

and source of any possible fire 

 Extinguishers will be made available to Security staff, however made unavailable to 

abuse so far as is reasonably practicable. 
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 Hose reels are located in conspicuous locations and always accessible 

 

FIRE PREVENTION 

 No smoking will be permitted in the venue, except in the designated smoking area. Signs 

and an announcement to inform the audience of this will be made available. 

 All curtains and drapes should be of durable or inherently flame retardant fabric. 

 The electrical equipment within the studio has been tested and maintained to current 

codes of practice, all unnecessary circuits are isolated. 

 The level of risk is low for this event, there will be no pyrotechnics allowed. 

 

EVACUATION ARRANGEMENTS 

 The power to the sound and lighting system is wired via an interface to the fire alarm. In 

the event of an alarm actuation the sound system will cease and evacuation will be 

immediate via the nearest available exits, security stewards will be briefed and the 

assembly point will be in the hatched area adjacent to the gatehouse.  

 Detailed evacuation plans will be made and suitable training given to all designated 

parties likely to be involved in the evacuation of the building 

 

ASSEMBLY POINT 

 In the course of an evacuation, the main assembly point will be sited in the main car park 

adjacent to the gatehouse. 

 

WASTE MATERIALS 

 Waste materials and other combustibles will not be allowed to build up and will be 

disposed of in suitable waste containers located outside the building 

 Items of high risk, eg. gas cylinders will be stored according to specific legislative 

requirements. 

 

EMERGENCY CONTINGENCY PLAN 

The standard Fire Action/Evacuation procedures for the building will outline the fire procedures 

to be followed 
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If you hear the fire alarm (continuous electronic alarm): 

 Direct the public to the nearest exit. 

 Assist any disabled persons, persons requiring assistance 

 Ensure area is clear before proceeding to the Assembly point: Main Car Park 

 Report to Event Safety Coordinator that area has been cleared 

 

If a fire is discovered: 

 Tell all persons near you to move away. 

 Raise the alarm by operating the nearest fire-alarm call point. 

 The Fire Brigade will be called automatically. 

 Turn off any electrical equipment near by, if safe to do so. 

 Extinguish the fire, using a suitable fire extinguisher, if safe to do so 

 Evacuate the public as above. 

 Should a fire be extinguished before the alarm is raised, the Event Safety Coordinator 

must be informed. 

 DO NOT RE-ENTER the building until the Fire Brigade, or supervisor in charge, have 

given permission to do so 

 

MEDICAL, AMBULANCE AND FIRST AID PROVISION 

In previous years, thankfully there have been no such past incidents. However, in the 

eventuality of something of such happening, we have assigned 3 volunteers who are proficient 

in First Aid to be on stand by.  

 

In the event of a medical emergency: 

 Inform the medical staff present at earliest opportunity 

 The medical staff will have full authority in this case to decide how best to deal with the 

situation. 

 Where appropriate, medical help will be given in situ, however a medical room is 

available to where casualties can be transported. 

 In the event of a serious medical emergency, an ambulance will be called to the scene. 
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LEVEL OF COVER 

Our event is a low risk event with no alcohol or dancing involved. Furthermore, based on similar 

events held in the past years, there were NO injuries or casualties. Therefore, we will be 

providing a minimum of 3 first aiders. 

 

MANPOWER 

 2 medically trained personnel will be present (pending on confirmation from Student 

Activities and Health and Safety Manager) 

 A treatment room will be allocated, the existing Occupational Health suite located on the 

ground floor. 

 Staff will be given a key to lock this area if there is a need to leave 

 In the event of medical emergency requiring hospital treatment transportation will be 

available and three personnel will remain on site 

 

CROWD MANAGEMENT 

The safety and enjoyment of the event will depend largely on the effective management of those 

attending. We have sufficient security members to control the crowd. 

 

ENTRY AND EXIT OF AUDIENCE 

Before the audience enters the venue, checks will be conducted of all fire and emergency 

facilities and that: 

 All exits are unlocked 

 Escape routes are clear 

 Emergency lighting works 

 Fire-fighting equipment and alarms are in full working order 

 

ADMISSION 

The event is an all ticket event- no ticket, no admission. Ticket sales will be available on the 

night. There is only one entrance point to the venue controlled by two stewards. 
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LATE LEAVERS 

The event will finish at 11:00 pm. At the end of the event, a sweep of the venue from the left 

hand side of the Studio to the furthermost exit will move the remainder of the audience out of 

the venue. All audience members are expected to have left the venue by 12:00 am. 

 

SAFETY ANNOUNCEMENTS 

Before the serving of refreshments starts, a safety announcement will be made to inform the 

audience about the location of exits, the identification of stewards and security and the 

procedures for evacuation. The arrangements for smoking will also be announced. 

 

SECURITY DETAILS 

We will be assembling a team of 10 volunteers to double as stewards and as security. As this a 

formal event and no alcohol will be served on the night, we expect minimal disturbances and the 

main duty of security would be to usher our guests and to prevent them from wandering to 

restricted areas. 

 

Manning: 

 Out of the 10, 6 of these volunteers will act as fire wardens to man the 4 fire exits 

located within the studio. Four of them will have to be manning the doors at all times and 

the two will act as a relief. 

 Remaining 4 volunteers will be assigned throughout the building. Two will be assigned to 

the main entrance/reception. One will be stationed at the backstage. And another one 

will watch the stairs leading up to the second floor. 

 The University Security staff present on site will support security (pending on 

confirmation from Student Activities and Health and Safety Manager). 

 

Conduct: 

 All security volunteers must concentrate on their duties. 

 They must not leave their place without permission 

 They must remain calm and courteous towards all members of the audience 

 

Duties and Competencies: 
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 Understanding their general responsibilities towards the health and safety of the 

audience, other staff and themselves 

 Being familiar with the layout of the venue and be able to assist the audience by giving 

information about the available facilities 

 Staffing entrances, exits and other strategic points 

 Controlling or directing the audience who are entering or leaving the event 

 Recognise crowd conditions to ensure the safe dispersal of audience and the prevention 

of overcrowding 

 Assisting in the safe operation of the event by keeping gangways and exits clear at all 

times and preventing standing on seats and furniture 

 Investigating any disturbances or incidents 

 Ensuring that combustible material does not accumulate 

 Responding to emergencies (such as early stages of a fire), raising the alarm and taking 

the necessary immediate action 

 Being familiar with the arrangements for evacuating the audience and undertaking 

specific duties in an emergency 

 Communicating with the Event Safety Coordinator in the event of an emergency 

  

SANITARY FACILITIES  

Adequate sanitary provision for the event is available and will be clearly signed from all parts of 

the venue.  

A toilet attendant (pending on confirmation from Student Activities and Health and Safety 

Manager) will be on duty from 6.00pm to 11.00pm to regularly maintain, repair and service 

toilets to ensure that they are kept safe, clean and hygienic. 

 

WASTE AND CLEARING UP 

Waste Disposal 

The Contactors that we will be using for the event will be responsible for their own waste.  

 

Clear up 

TecPA will remove their equipment and clear up the area used by them on the same night after 

the event is over. 
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We would be assembling a cleaning up team to clear up all litter and to restore the studio and 

the immediate surroundings to its original condition. The restaurant will be cleared up 

immediately after the intermission. 

The areas that will need cleaning are the restaurant, the corridors, Studio 7, the backstage area, 

the dressing rooms and the toilets. 


