Event Management and Safety Plan
Event Title:				
Event Date:			
Plan Production and Control
This plan has been produced by ______________________, who on behalf of _______________________, assumes the responsibility of Event Manager and Safety Officer on the day for this event.
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1. Event Outline

Include:
1. Times of the event
2. Where it will take place
3. How many people you expect to attend
4. How many staff and volunteers you will have
5. How will the event be advertised

2. Plan Aims and Objectives

This plan aims to provide a complete event document in order that all of the individual agencies and organisations who will be participating in the event clearly understand both their own roles and how these roles interact with other contributors.
The Plans main objectives are:
· to provide a successful, safe, enjoyable event
· to consider and plan for possible problems
· to identify trigger points for implementation of emergency procedures

3. Event Management Structure

Event Manager: This should be the person responsible for the smooth running of the event, including overseeing health and safety. 
Event Team Members: This should be anyone else involved in the running of the event.

4. Risk Assessment

You will need to provide a detailed risk assessment as an appendix to this document. 

Summary Risk Assessments

You need to circle whether the overarching risk of the event is high/medium or low, firstly in severity (how bad the outcome would be if the risk was not addressed) and the likelihood (how likely the outcome is to happen, if the risks are addressed).

5. Crowd Management

Include:
1. Who the event is open to (adults only, families etc)
2. What number of attendees you are expecting
3. How you will accommodate the attendees in the event space (stewards etc)
4. What infrastructure is in place to manage crowds (barriers etc) 
5. What you will do if the crowd becomes too large

6. Emergency Procedures

For example: If the Event Manager considers there to be an emergency, they will contact emergency services immediately (police, ambulance, and/or fire).

Include what First Aid provision you will have for the event.

7. Evacuation Procedures

If the Event Manager decides that an evacuation of the main event area is required, then they will do the following:

· Stewards and police take positions
· Make an announcement following police consultation
· Note the reason for the evacuation and the time


8. Road Traffic Management

Include:
1. Will there be the need for a Road Closure Order? 
2. Will there be someone assigned to traffic management, supporting people to cross the road? 
3. If this is not needed, please outline why it is not needed. 

9. Fireworks and Pyrotechnics

You do not have to change this section. Fireworks and pyrotechnics are not permitted in Centre Vale Park.

10. Severe Weather and Event Cancellation

Include:
1. Will you check the Met Office weather forecast ahead of the event? (If so when). 
2. Will you check the Environment Agency flood warnings?
3. What would cause the event to be cancelled?
4. How will the event be adjusted, if the weather is not sunny and warm?

11. Flooding Risk

You do not have to change this section, just be aware of what to do in the event of flooding.

12. First Aid

Complete the Medical Risk Assessment Matrix (from the Purple Guide) - see appendix G. This will tell you what First Aid Provision you should have for your event.

You should also include:
1. Whether staff/the event team will be wearing high vis
2. Where the first aid kit will be kept
3. Who is first aid trained and DBS checked 
4. How the first aider will be contacted in the event of a first aid emergency
5. Whether you will be having a dedicated first aid area

All lead volunteers are to attend a briefing prior to the start of their shift. During this briefing all staff will be given details on all Health and Safety aspects and Management Structures as well as a full induction of the site.

A defibrillator can be located at the adjacent Pavilion within Centre Vale Park, or at the Fielden Centre next to the park.

Event Manager will log any incident in the Operations Log.

Major decisions regarding casualty evacuation will be made by the senior medical person on site. In the event of a major incident North West Ambulance Service (NWAS) will take responsibility. However, the Event Manager will remain on site to assist until relieved by the major incident manager from NWAS.

13. Fire Precautions and Equipment

Include: 
1. Where fire equipment is located 	Comment by Community: TTC will provide this information
2. What actions would be taken to prevent fires
3. What actions would be taken in the event of a fire
4. Yorkshire Fire and Rescue have been notified of all events and will be offered copies of event plans and risk assessments should they want to review them.

14. Safeguarding

Our Safeguarding lead is: ____________________________

We confirm that we have a safeguarding policy.

15. Communications

Please add any additional information you feel might be relevant to this section. 

16. Media

Include:
1. How the local community will be made aware of this event
2. How will you let people know if the event is changed/cancelled?

17. Waste Management

Include: 
1. What waste collection provision there will be – bins etc.
2. Whether the event area will be inspected before and after the event and large litter items will be removed. 
3. Concession holders will be responsible for the removal of their own waste and are reminded of this before, during and after the event.
4. All waste has to be removed from site at the end of the event. This is the hirers responsibility.

18. Toilets

There are public toilets (including accessible toilets) located near the Southern entrance to Centre Vale Park.  
Please also indicate whether you will be providing additional portable toilets for the event. 

19. Catering

Include:
1. Will bottled water will be available to First Aid staff?
2. What refreshments will be provided?
3. How will these refreshments be managed? 
4. What rubbish collection will be available for event team and attendees? 

20. Lighting

Include:
1. Whether existing lighting within the park would be sufficient to meet the needs of the public
2. Whether additional lighting will be needed
3. Whether the additional lighting would be erected and dismantled by qualitied personnel. 

21. Noise Management

Include:
1. What hours the event is taking place (including entrance and exit times)
2. The impact on close residential neighbours
3. Whether announcements will need to be made

22. Lost Children

Include:
1. Who will care for lost children?
2. Where the ‘Lost Children’ point will be and how it will be signposted
3. Who is DBS checked?
4. How you will reunite children with their parent/carer?
5. Do not give out personal details of any lost child. 

23. Health and Safety Policy

We set standards and monitor the activities to minimise the risk present to employees, other people on site and to the public. We confirm that we have a Health and Safety Policy.

24. Equality Impact Statement

Consider:
1. Accessibility provisions, including wheelchair access, digital and printed information being in accessible formats, signage
2. Affordability, concessions and options to remove financial barriers
3. Representation of speakers/performers are diverse
4. Communication around the event uses inclusive language and imagery
5. Reasonable adjustments, where possible, such as BSL interpretation, quiet spaces and dietary requirements



Appendix A: Event Timetable

Fill this out with specific times that each member of the team will arrive on site, and plan out all elements of the event.

For example:
09:30		Event Manager to arrive at the Bandstand
09:45		Event team to litter pick
10:00		Signage to be erected
































Appendix B: Events Map

If your event will go beyond the Bandstand and the allocated audience area, please indicate it on the map. Please note however, that Todmorden Town Council Premises License only covers the Bandstand and audience area, so you will need to get permission from Calderdale Council to expand your event.

Appendix D: Public Address scripts

Feel free to amend these so that they work with your event:

Safety Announcement 1 
In case of emergency a First Aid and Help Point has been located xxxxx (announcer points out the location of this by pointing to it)

We’ve had a great day so far, so parents, if you have young children with you please take extra care to ensure they don’t wander off in all the excitement. Any lost children that we find will be taken to the Information Point until the parents come to collect them. 

It’s going to be busy event, but please, for your own safety, stay within the entertainment area and don’t climb on the street furniture or the trees to get a better view.

It has been a terrific day so far and we thank you all for your co-operation.

Safety Announcement 2 
Before we get to the next part of the show, Parents please take extra care to make sure your little ones don’t get lost in the crowd. All lost children will be taken to the Information Point (presenter to point out the location of this).
The First Aid Point is located besides Lost Children at the Information Point.
Now let’s bring on the bands. Enjoy!!
Enjoy the show
Closing Script
Wasn’t that great! Well that’s it folks. Thank you for coming and joining in the fun. If you’ve arranged to meet up with friends or parents at the meeting point then that’s located at the Information Point, there (point). Have a safe journey home,

Evacuation Script
Used by the event manager to begin evacuation once the police have identified a major incident which requires the event to stop

Ladies and gentlemen this is a police public safety announcement
Due to circumstances beyond our control will you please vacate the area by WALKING to your nearest exit as quickly and quietly as possible. 

The stewards will direct you to the nearest exit route. 
Please DO NOT RUN and be aware of small children around you.

Thank you.
 

Appendix E: Roles and Responsibilities
Roles and responsibilities for the organisations and team members involved in the event. This can cover different elements such as health and safety, first aid, lost children, event production, gazebos, policing of public areas, concessions/refreshments supervision, fire safety etc. 

Example:
	Activity
	Organisation
	Key Contact

	Health and Safety
	Bandstand Productions Limited
	Emma Smith

	Concessions Supervision
	Bandstand Productions Limited
	 Abigail Jones



Appendix F: Key Contacts

Use this table to fill in the phone numbers and details of the event team, acts/bands, concessions etc – anyone involved in the event that might need to be contacted on the day of the event.

Appendix G: Purple Guide Matrix

For each section, mark in the ‘scored’ column the number corresponding to your event. 

For example – If it’s a brass band, the closest would be a ‘pop/rock concert’ so in that row you would put the number indicated (a 5). The table will then add up the scores at the end, and it will give you guidance on what first aid provision is needed, as shown in the table below.



Appendix H: Event safety check List

Safety Inspection Checklist
(before and after the event)

Walk through safety inspections should be carried out immediately before and after the event. More than one inspection may be needed during the event. Using this form, note all defects and also the remedial action taken.

Please amend this list to suit your event, adding any additional hazards that need inspection. 



Appendix I: Emergency/Evacuation Procedure incident log

The incident log will need to filled in should there be any incident at your event. For example:
· Slips, trips, and falls
· Near-miss events
· Property or equipment damage
· Safety violations or breaches
· Environmental spills or hazards

You should take care to log why the incident happened (or nearly happened) – both the direct cause and other contributing factors. 

Appendix J: Accident Log

The accident log should record any accident, from a minor cut to a more serious injury. 

Appendix K: Risk Assessment
The risk assessment form should be filled out for all perceived risks.
The risk rating should be calculated using the following severity and likelihood scales:
	Severity Rating 
	Likelihood 

	1 – Minor Injury 
2 – First Aid Needed 
3 – Three Day Injury 
4 – Serious Disability 
5 – Death 
	1 – Very Unlikely 
2 – Less Likely Than Not 
3 – 50:50 
4 – More Likely Than Not 
5 – Almost Inevitable. 



For example for the hazard ‘fall from heights’ the risk rating is medium – the severity would be 5 (serious death), but the likelihood would be 2 (less likely than not). So 5x2=10 (out of a possible 25).
Example:
	Hazard
Describe the thing that may cause harm.
	Effect
What kind of harm could be caused?
	Risk Rating
High, medium or low (likelihood x severity of consequences)
	Control
What should happen to reduce the risk?
	Responsibility
Who will ensure the control is carried out?
	Residual Risk Rating
The level of risk after control has been applied

	Lifting heavy equipment
	· Back injury
· Dropping equipment
	Medium
	· Anyone responsible for moving equipment should be given training in how to do so safely.
· A trolley will be made available.
· Steel toe caps should be worn.
· Equipment should only be moved if absolutely necessary. 
	Event Manager
	Low

	Electrical Safety
	· Electrocution
	Medium
	· All cabling to be to British Standard quality. All loose cables to be protected when positioned in public areas. 
· All electrical installation to be to British Standard and to be checked and tested by a qualified electrician in accordance with BS 7909: 1998. 
· Power supply to be in a designated area to which the public / untrained crew will have no access.
	Event Manager
	Low






