PRE-EVENT PLANNING MEETING AGENDA
This operational planning meeting brings together functional leads to coordinate detailed preparations in the weeks immediately before the event.
Meeting Lead: Operations Director
Agenda:
1. Welcome and objectives (Operations Director, 5 mins) – Set the context for the meeting and confirm desired outcomes.
2. Event overview and key dates (Tournament Director, 10 mins) – Remind team of tournament format, schedule, expected attendance, and any special considerations.
3. Risk assessment update (Safety Officer, 15 mins) – Review any new or emerging risks, confirm control measures are in place, and discuss any residual risks requiring attention.
4. Temporary structures update (Structural Engineer, 10 mins) – Status of grandstands, marquees, stages, and towers; certification received; inspection schedule confirmed.
5. Security planning (Security Consultant, 15 mins) – Access control, screening protocols, CCTV coverage, counter-terrorism measures, and liaison with police.
6. Medical provision (Medical Director, 10 mins) – Staffing levels, facility locations, equipment status, ambulance staging, and hospital liaison confirmed.
7. Marshal recruitment and training (Chief Marshal, 10 mins) – Numbers confirmed, training completed, deployment plan finalised, briefing schedule agreed.
8. Transport planning (Transport Consultant, 10 mins) – Park & Ride sites confirmed, bus contracts in place, signage ordered, marshals recruited.
9. Budget update (Finance Director, 5 mins) – Review safety-related expenditure against budget; flag any variances requiring approval.
10. Actions and next steps (Operations Director, 5 mins) – Summarise actions, assign owners and deadlines, confirm next meeting date.


