PROTECT

Event Management Team Use Only  


Any Place Event
Management Plan

NAME OF eVENT
Event Dates XX/XX/XX
Version X.X
This document is intended to be used as a starting point for event planning and delivery. The comments in red are prompts for the event organiser to update or add information (the red type should be used and converted to black or deleted if not relevant). 
This event plan is not exhaustive, but covers most points of consideration at many types of events.  No events are ever the same and this template guide should be used as a starting point. It will need to have additional information added to it to reflect the details of the specific event being delivered.  By having a good plan in place with clear delegation and controls, will undoubtedly help to deliver a successful and well planned event. 
Additional help and guidance can be obtained by contacting the North Norfolk Safety Advisor Group at Safety.AdvisorGroup@north-norfolk.gov.uk or 01263 516172
Date: 
Marking: Protect – refers to operational activity and contact numbers. 
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Distribution list:  

· Master Copy (held at the site office)
· Owner (if required)
· Event Manager

· Assistant Event Manager

· Car Park Manager

· Event Organiser 1

· Event Organiser 2

· Health and Safety Officer

· Emergency Planning Officer

· Other Manager (if required)
Glossary
	AEM
	Assistant Event Manager

	CPM
	Car Park Manager

	EM
	Event Manager

	EMP
	Event Management Plan

	EO
	Event Organiser 

	EPO
	Emergency Planning Officer

	HSO
	Health and Safety Officer

	NNDC
	North Norfolk District Council

	
	


Plan Production and Control
This plan has been produced by XXXXXXXXXXX with assistance from the XXXXXXXX.
Event Outline

Description of event including date and times

Include Crowd profiles e.g. age ranges expected etc.

Plan Aim, Objectives and Scope
This plan is designed to bring together all of the individual organisations & agencies’ plans involved in the event into one document to provide a complete integrated event plan.

Its main objectives are:

· to facilitate the running of a safe and enjoyable event

· to consider and plan for problems that may happen

· define trigger points at which other plans may be implemented
· Provide an interface to other agencies plans ( if required)

Event Management Structure and Contact Details
The operational event management team for the event will be:

· Organising Committee

· Other agencies as involved

The event will be run and coordinated from XXXXXXXXX
The site office will have a radio base station and a PA system?
All on duty staff/volunteers will be wearing logo shirts and Car park Staff, EM and AEM will be wearing high vis jackets with steward identification on them.

All event staff/volunteers action cards are detailed in appendix 5.
Crowd Management

Details of how public/competitors will be managed.
Previous years have indicated that crowd numbers are approximately XXXX persons per day.  This plan will work to the assumption that the maximum crowd levels will be XXXX people per day.
As this is an all-day event the main crowds are expected to ebb and flow throughout the day.  The event opens at 10:30hrs and all required staff/volunteers will be on duty from 09:45hrs. 
Details of the event (Examples below)
	Sat
	

	07.30
	Event Manager on site - last exhibitors arriving 

	09:45
	Exhibitors to clear the site of their vehicles;  EM to check site 

	10:30
	Site open to the public

	16:00
	Site closed to the public

	17:00
	Vehicles allowed on site if safe to do so

	18:30
	Staff/volunteers Evening BBQ

	Sun
	

	08:30
	Toilet service

	09.30
	Site check by EM

	09:45
	Exhibitors to clear the site of their vehicles;  EM to check site 

	10:30
	Site open to the public

	16:00
	Site closed to the public

	16:30
	Vehicles allowed on site if safe to do so


The site will not be opened to the general public until XXXXhrs; any early arrivals will be held by staff/volunteers at the main gate. (if site in in a Specific location)
All in-use vehicles will be moved from the site before the event.  If any on-site vehicle has to be moved in an emergency, while the site is open, this will be carried out under strictly controlled marshalling. (if site in in a Specific location)
Emergency Procedures

If the operational event management team consider that an emergency is to be declared then how will operational command move to the emergency services?  

An emergency service RV point will be established at _ _ _ _ _ _ if practical.  From there the operational commander will task and control the response.  

If any members of staff/volunteers consider that an incident is developing which they cannot control and it could lead to an emergency needing to be declared, this must be communicated to the Event Manager either directly, via the radio, mobile or with the use of a runner.  Remember, if it is a public safety emergency then call 999 in the first instance.  If an emergency incident occurs that is beyond staff/volunteers capability, then the control of the emergency will be handed over to the responding emergency service. (Example text) 
For guidance, an Incident Handing Table is provide at Appendix 6
Security and Evacuation Procedures 
If the operational management team decide that a controlled evacuation of the main event area is required then the following procedure will be followed:

Decision is clearly recorded with the time it was taken and the reason.
In the unlikely event that the Event Manager decides a controlled evacuation is required, and what evacuation point is to be used, staff/volunteers should take the following action:

Decision is clearly recorded and logged with the time it was taken and the reason.

Event organiser to radio and pass over the PA system what evacuation point to be used. 

Staff/volunteers will move members of the public away from the area to the predestined evacuation point by following radio or PA advice. 

The evacuation points are highlighted in red on the site plan (appendix 1.2) and are at the following locations:

Point A - 
Point B – 
Site and Car park security will be provided by EM, AEM and CPM.  These staff/volunteers will be on site from 17:00hs on 7th Sep until 09:00hrs on 10th Sep 2012. (Example text)
Road Traffic Management
Include details of how traffic will be dealt with on site and off site.  
Will a road closure be necessary – they need to be applied for around 8 weeks in advance.
Will there be impacts on the road networks? 

What about car parking?

All in use vehicles will be moved from the site before the event and only strictly controlled marshalling of vehicles will take place once the site is opened. 

The Parking fee will be collected at XXXXXXXXXXXXXXXXX. Warning signs referring to the parking fee will be displayed XXXXXXXXXXXX.  At least 2 members of staff/volunteers should be available to collect the fee.  If a build-up of cars occurs, then additional staff should be deployed and the secondary access gate should be opened.   The Car Parking Manager will ensure that a regular collection of the cash takes place and this money will be stored securely. 
In the event of an emergency, the responding emergency services will dictate what approach road they will use. The EM or EPO will ensure on site stewards clear the access road to allow free and easy access to the site.

Public Transport Management
This is not expected to present an issue as most visitors will arrive by car to collect their free compost.  Bicycles can be walked through the site as normal. (Example text)
Car Parking 

The parking area will be checked before the event by XXXXXXX and any hazard areas will be identified and roped off.  On the day before the event the CPM will ensure that the parking lanes and routes are put into place. (Example text)
Warning and direction signs will also be deployed along XXXXXX and within the car park. (Example text)
The CPM will also ensure that signage and lane control is put into place for the compost collection area. (Example text)
CPM will give all car park staff/volunteers an on the day brief and all critical car park staff will be issued with a dedicated radio that is separate from the on-site radio system. CPM will have car park radio and an on-site radio system. (Example text)
Firework and Pyrotechnic Management

There will be no fireworks or pyrotechnics. (Detail here any fireworks, fires and pyrotechnics, link to risk assessments). 
Public Transport Management

Include details of engagement with public transport providers if appropriate, e.g. Norfolk Green/First Buses/First Capital Connect will be consulted…  

Severe Weather and Event Cancellation

Details of weather that may lead to cancellation of event and how this will be managed, e.g. during summer – thunderstorms etc

Also include flood risk if appropriate, e.g. field liable to flood and create difficulty for traffic leaving the event.  Include any mitigation measures to be provided, e.g.4x4 assistance.

It will be a decision made by the operational management team if the weather creates too great a risk for the event to proceed. Include any trigger points that maybe used.

First Aid

The HSE “Purple” guide has been consulted and the risk is deemed as follows:

Use event guide or get provider to give matrix of provision. 

Medical cover will be provided by _ _ _ _ _ _ include details and numbers. 
Fire Precautions and Equipment

A fire risk assessment has been carried out and the following issues are identified:

_ _ _ _ _ _ _  
A fire risk assessment has been carried out and all requirements detailed within this will be met.
Fire points will be located in XXXXXX where required and in addition fire points will be located on the site as detailed on the site plan and will be as detailed in the risk assessment. (Example text)
If an event occurs which is beyond the capabilities of the on-site staff/volunteers and equipment, then support from the Fire and Rescue Service should be obtained by calling 999. (Example text)
Communications

Provide details of systems in use if any and range of coverage.

At larger events you may need to consider interference issues.  Include details of mobile phone coverage and in particular if certain networks are known not to function in area.

Media

Consideration should be given to any media statements planned for event and who will deal with any enquiries or permission to take pictures etc at the event.
Waste Management

Details of how waste will be managed, e.g. numbers of litter bins and how recyclable material will be processed.

After the event at _ _ _ _ _ _ the area will be cleared by _ _ _ _ _ _ _
Toilets
Public toilets are located at _ _ _ _ _ _
_ _ _ number of portaloos for men will be provided at _ _ _ _ _ _
_ _ _ number of portaloos for women will be provide at _ _ _ _ _ _
Disabled toilet facilities …….

Who will be responsible for maintenance/delivery/collection?
Catering
What will be provided and how? Eg list vendors and contact details
:
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


All caterers will provide their own equipment and comply with all relevant legislation. (Example text)
Lighting

Consider this if event will be in darkness at any point

The event will start in daylight and the sunset time is predicted at _ _ _ _ _ _  

Lighting for crowd safety will be via _ _ _ _ _ _
Consider whether the route to car park will be lit, Stewards will carry torches, etc.
Noise Management Policy

Consideration needs to be given to any amplified sound equipment and how it is managed:

What sort of music is being played?

What volume levels are anticipated?

The stage itself will face towards _ _ _ _ _ _and the nearest residents are _ _ _  metres from the stage.  
There are no residents in front of the speakers...

How will the levels be monitored?  Who will adjust it?

Lost Children Policy

Any lost children will be …..   

Camping Area

Camping area will be …..   

Event Insurance

Insurance will be provided by and covers…..

.
Equality Impact Statement

Consider the needs of all members of society that may attend your event, e.g. non English speakers, those with disabilities, etc.
Disabled parking is provided as shown on the site map.

Health and Safety and Risk Assessments

The Health and Safety standard for the event will be in accordance with the current legislation.

Risk assessments for the event and high risk exhibitors are shown in appendix 3. The day to day responsibility of H&S on site will rest with the EM, AEM and the event Management Team.  Any issue that arise beyond their capability will be reported to the HSO for help and guidance. (Example text)
Safe Guarding Event Participants 

For events that have participants such as cycle, triathlon and running races, it is important that the risk assessments should consider how the event organisers are going to manage the participants that take part in events.  Consider what if the get lost or do not complete the event.  How are the participants booked in and out?  What is the procedure and checks to follow if this happens?  
	


Appendix 1 - Site Plans

Main Event Area Plan
Insert site plans here
Appendix 1 - Site Plans Continued
Appendix 2 – Key Contacts
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	Role
	Contact details

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 3 – Risk Assessments

This Event Management Plan forms an overall generic Risk Assessment. However, all specific Risk Assessments should be displayed here.

Examples of some that maybe required are:
Medical

Fire

Contractors
Exhibitors

Caterers 

Slips, Trips and falls

Working at Heights (ladders, Staging)

Lost Children

Electrical

Use of Generators 

Manual handling

Structures (Marquess and Tents)

Car Parking

Fuel

Lone Working 

Money Handling

Welfare

Security

Camping 

Appendix 4 – Small Event Licence

 A copy of the Small Event Licence can be seen in the master copy of the EMP.

Appendix 5 – Staff/volunteers Action Cards

All employees/Volunteers: (Example text)
· Sign in on arrival at the site office and sign out on leaving the site

· Undertake work activities in accordance with instructions given by the event manager or members of the event management team

· Ensure that you know the relevant procedures laid out in the Event management plan 
· Become familiar with the location of St Johns Ambulance and First Aiders

· Be aware of the location of the fire extinguishers

· Ensure that all personal protective equipment issues to you is worn/used as required and stored safely

· Work in a safe manner at all times

· Report defects found in equipment immediately to the event manager.

· Report all injuries, accidents or incidents during the event to one of the event organisers located at the site office

· Dress appropriately for the weather conditions and environment

· Do not misuse anything which is provided for your health and safety and welfare

· Do not use or maintain equipment unless you have been trained to do so

· Do not undertake manual handling activities such as moving compost sacks unless you have received manual handling training for the task

· Do not use personal electronic equipment

Event Manager/Assistant Event Manager: (Example text)
· Ensure that the fire extinguishers have been position at suitable intervals throughout the site and within the marquees

· Arrange safe delivery and storage of materials and equipment to the site

· Obtain risk assessments and method statements (if appropriate) from the marquee hire company

· Ensure that risk assessments are obtained from exhibitors undertaking activities with a significant level of risk

· Ensure certification is received from competent persons relating to the electrical safety of the hired equipment

· Ensure that the generators are cordoned off from the public

· Ensure that exhibitors are instructed on the safe movement of vehicles throughout the site during set up and take down operations

· Monitor health and safety throughout the site, over the course of the weekend, taking action where appropriate

· Be contactable by radio at all times

Event Organisers(Example text)
· Be available to answer queries

· One organiser to be stationed within the site office at all times

· Be contactable by radio at all times

Emergency Planning Officer(Example text)
· Ensure familiarity with the emergency evacuation plan

· Be the point of contact with any attending emergency services

· Ensure that emergency service can get a unobstructed route into 

· Be contactable by radio at all times

NNDC First Aiders(Example text)
· Ensure first aid box is located in site office

· Be contactable by radio at all times

Car Park Managers(Example text)
· Ensure that all stewards have been trained in car parking and traffic control for the event

· Ensure that all stewards have been provided and wear their high visibility jackets at all times

Health and Safety Officer(Example text)
· Ensure suitable and sufficient risk assessments have been carried out

· Be on site to assist and offer advice for any H&S situation

Appendix 6 – Incident Handling Table
	WHO
	WHEN
	WHAT

	Staff/volunteers in or near incident
	Immediately
	Announce evacuation of structure or area and dispersal away from incident.



	Nearby Stewards
	Immediately
	Protect perimeter of incident.  Move public to safety (up towards hall if possible).  Inform Emergency Planning Officer by radio/mobile XXXXXXXXXX.

Inform event manager by radio or mobile

XXXXXXXXXXX.

Fire trained staff to address fire if safe to do so.



	Emergency Planning Officer
	Immediately or on receiving message
	Relocate to site office.  Alert all stewards/staff by radio and/or PA, if necessary.  Prepare to make safety announcements from site office.  Standby to call emergency services.



	Event Manger
	Immediately on become aware of incident
	Move to incident site.  Make contact with Emergency Planning Officer by radio and keep updated.  Receive onsite updates from staff/stewards.  Assess situation.  If site evacuation required alert Emergency Planning Officer for appropriate announcements to be made.  If emergency services inform EPO or dial 999 if appropriate.



	Site Staff/

volunteers
	On instruction
	Remain in location to assist public not affected.  Report to site office if instructed by PA system. 



	First Aiders / St Johns
	On instruction
	Stand by.



	Car park Manager
	On instruction
	Stand by to direct emergency vehicles and liaise with EPO to ensure that emergency service get unobstructed access to the event site.



Appendix 7 – Other References as deemed necessary

CCTV notice of cover and agreed protocol…

Insurance Certificate….. 
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