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[bookmark: _Toc323027607]Plan Production & Control*
Event Name:
Event Date (multiple options):
Event Organiser:

Event Times (start and finish time) from a 24 hrs clock
Build Dates (Multiple dates option from a calendar)
Build Phase (Start Time – Finish Time)

Break Down same again (take event down)
[bookmark: _Toc323027608]Event Outline*
Please provide a summary detailing a full description of all activities taking place at your event. What is the purpose of your event? How will the event impact on the community including any benefits? Event operational date and times? Who is this event aimed at, what type of crowd are you expecting?

(Jane free text box)

[bookmark: _Toc323027609]Plan Aim and Objectives*
This plan is designed to bring all information together in one document. 

Please outline your main objectives e.g:

· 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 maybe implemented

(Jane add options ie Please confirm how many objectives you have)


[bookmark: _Toc323027610]Event Management Structure*
The operational event management team is below;

· Lead organiser
· Security Lead
· Medical Lead
· Safegaurding Lead
· Operations Lead

(Jane: Options ie What are the roles and responsibilities and contact details of the Key Leads for this event).

[bookmark: _Toc323027611]Crowd Management
Please details how you plan to manage the crowd safely.

(Jane: Free text, boxes for each of the crowd management below.)

Crowd Management:

· Arrival – travel arrangements of spectators
· Ingress – how ingress will be effectively managed
· Movement – management of spectator movements inside the ground
· Egress – management of spectator movement at the end of the event
· Dispersal – impact of post-event travel on spectator movement
· Communications during the event.
Stewards:

· Please confirm how many stewards you will have at the event and what their roles and responsibilities would be (Jane – Free text box)
· Security threat assessment to identify level of searching (Yes or No) – if yes there will be a link to GMP and crowd management literature. 
· Available space for bag searches / screening (Yes or No) – if yes please include in site plan.
· Training of staff ie SIA
· Enforcement and application of Conditions of Entry / Ground Regulations / Terms and Conditions (Yes or No) Nicky to link in with Graeme.
· Pre-event communication to spectators (If there is please provide details – Jane- text box)
· Supervision and management of the stewarding provision (Jane free text box - 
· Fire Safety stewards 
· Pit stewards – If applicable 
· Impact of weather conditions on staff welfare – short staffing 
· Availability of resources – any back up staff on call

•	Overview of the ticketing strategy for the event
•	Event details and ticket security features
•	Policy and arrangements for print at home tickets
•	Access and control measures for specific areas / self-contained pens in standing areas
•	Arrangements for accredited persons
•	Ticket manifest identifying how the ticket system corresponds to the safe capacity for the event and any self-contained pens in standing areas
•	Number of tickets held back by the ground (house tickets)
•	Policy and arrangements for selling children’s tickets – policy for unaccompanied children, the upper and lower age limit for unaccompanied children and ratio of adult carers to children
•	Policy and ticketing arrangements for babes in arms
•	Policy and arrangements for selling lost tickets
•	Policy and arrangement for selling returned tickets
•	Policy and arrangements for dealing with double sold seats
•	Policy and arrangements for selling general admission tickets
•	Arrangements for segregation of spectators (where necessary)
•	Policy and arrangements for postponed / cancelled event
•	Policy and arrangements for dealing with seats for restricted views
•	Arrangements for people with special needs
•	Arrangements for dealing with forgeries and unauthorised sellers
[bookmark: _Toc323027612]Emergency Planning 
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.  

Contingency plan
•	Event timings
•	Audience size
•	Audience profile
•	Implications for delayed start / finish
•	Transport route for emergency services
•	Location of rendezvous points
•	Integration with external agencies plans
•	Event specific hazards
•	Loss of key personnel
•	Loss of resources and equipment e.g. utilities, lighting
•	Adverse / extreme weather events
•	Show stopping procedures for the event
•	External hazards

Last mile plan
•	Designated person to co-ordinate agencies and responses in the external environment, provide real time transport information to the safety officer, advise when crowd flows are likely to arrive at entry points, liaise with external agencies
•	Consideration of soft ticket checks, monitoring and controlling the arrival of spectators at entry points to prevent excessive crowd build-up, preparing attendees for search and entry procedures, providing customer service and way finding information, providing early notification to the control point of external issues that may impact upon the event
[bookmark: _Toc323027613]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.


[bookmark: _Toc323027614]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?


[bookmark: _Toc323027615]Transport Management Plan
Include details of engagement with public transport providers if appropriate, e.g. First Bus Company will be consulted…  

•	Coach parking
•	Onsite parking
•	Location and number of drop off and pickup points
•	Park and walk sites
•	Park and ride sites
•	Cycle parks
•	Accessible parking
•	Enhanced public transport provision
•	Temporary event car parking
•	Pedestrian routes from transport hubs
•	Road closures and local diversion routes

Onsite traffic management plan
•	Identification of emergency service rendezvous points
•	Identification and maintenance of emergency vehicle routes
•	Location and number of onsite coach parking facilities
•	Locations and number of disabled car parking spaces
•	Drop off and pick-up points
•	Taxi ranks
•	Segregations arrangements for pedestrians from vehicles and general public from performers /VIP’s
•	Location of productions vehicles and productions equipment compound
•	Access to the site for authorised vehicles required to service the event including access control and vehicle screening
•	Staffing – training of car park staff, PPE and communications


[bookmark: _Toc323027616]Firework & Pyrotechnic Management
If any - details to be provided
•	Plan must give special attention to LPG and pyrotechnics

Live special or visual effects plan

•	Freeze burns to skin or skin irritation
•	Asphyxiation
•	Presence of toxic substances in vapours or smoke
•	Slip, trip and fall risks from vapour reducing visibility / spilt oils / condensation of dry ice
•	Flash or radiated heat
•	Projectiles and other debris
•	Blast effects
•	Noise
•	Unplanned spread of flame
•	Premature firing
•	Misfires
•	Impact of adverse weather conditions
•	Seizure /photosensitive epilepsy triggers
•	Unsuitable transportation, storage and handling of substances / equipment being used

[bookmark: _Toc323027617]Severe Weather & 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.

Wind management plan
•	Maximum wind speed for each structure on site
•	Monitoring of wind speed
•	Threshold for ground management action if wind speed rises
[bookmark: _Toc323027618]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. 

Risk
•	Risk and hazards of the activity and how they impact upon spectators
•	Risks and hazards of the ground and the location of the event
•	Size of the sports ground
•	Size of the audience and profile
•	Risk of disorder or self-harm of audience members
•	Pyrotechnics
•	Duration and time of event
•	Anticipated weather conditions
•	Medical assessment of the number and type of treatments that may arise
•	Response time for external NHS ambulances to attend the ground
•	Travel time / distance to local accident and emergency

Resources
•	Size, location and number of temporary / permanent medical facilities
•	Location and number of paramedic ambulances
•	Number and location of suitably trained crowd doctors, nurses, paramedics, technicians and first aid personnel
•	Triage locations
•	Location and identification of casualty holding and clearing stations

Response
•	Communications – internal and external
•	Incident management
[bookmark: _Toc323027619]Fire Precautions & Equipment
A fire risk assessment has been carried out and the following issues are identified:

_ _ _ _ _ _ _  


[bookmark: _Toc323027620]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.


[bookmark: _Toc323027621]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.


[bookmark: _Toc323027622]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 _ _ _ _ _ _ _

•	Details of service provider and increased waste collection and removal from site

[bookmark: _Toc323027623]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?
[bookmark: _Toc323027624]Catering
What will be provided and how? Eg list vendors and contact details

•	Number and location of food units
•	Safe use and replacement of LPG cylinders
•	Provision of potable water – location and number

[bookmark: _Toc323027625]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.



[bookmark: _Toc323027626]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?

[bookmark: _Toc323027627]
Lost Children Policy
Any lost children will be …..   

Safeguarding Plan
•	Covering the ground management responsibilities under the Children and Young Persons Act 1993, The Children Act 1989 and The Children Act 2004

[bookmark: _Toc323027628]Event Records
•	Revised capacity calculations
•	Design calculations for temporary structures
•	Inspection / installation certificates for temporary structures
•	Installation certificates for any temporary power supply and installation
•	Earth bonding certificates for temporary stands and structures
•	Cleaning and disinfection certificates for temporary portable water supply
•	Site plans
•	Records of steward deployments
•	Records of medical staff deployments
•	Medical treatments
•	Safety related incidents and near misses
•	Control point log
•	Pre-event inspections by the ground management team
•	Ingress flow rates
•	Final attendance break down to each section of the ground
•	Event specific risk assessments
•	Fire safety plan
•	Briefing and debriefing documents
•	Tests and validation of event specific contingency plans

[bookmark: _Toc323027629]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.


[bookmark: _Toc323027630]Appendix 1 – Event Schedule
06:00 Car park signage placed....


17:00 stage live
Running order here

23:00 stage completes




[bookmark: _Toc323027631]Appendix 2 – Stewarding and Security

Contractors’ method statement/plan etc can be inserted here




[bookmark: _Toc323027632]
Appendix 3: Site Plans
Plan of main event area

Plan of car parks and pedestrian routes

Plan of area

Plan of evacuation routes


[bookmark: _Toc323027633]Appendix 4 – Public address Scripts & Media holding statements
Start script

Evacuation script:
“Attention. Please accept our apologies.  Due to issues beyond our control this event has now got to stop early.  Please exit via the nearest gate. These are to the left and right of main area.”

Warning Script re alcohol use
 
End script:
“Thank you for attending…  
[bookmark: _Toc323027634]Appendix 5 – Roles and Responsibilities
Event committee will….

List roles and responsibilities for organisations taking part



[bookmark: _Toc323027635]Appendix 6 – Key Contacts

	Name
	Role
	Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc323027636]Appendix 7 – Risk Assessments
Event organiser
Medical
Fire
Contractors




[bookmark: _Toc323027637]Appendix 8 – Licensing Conditions
Provide these details ie times, licensee and any conditions if appropriate..




[bookmark: _Toc323027638]Appendix 9 - Agency Operational Orders
Police (if attending)

Fire (if attending)

Ambulance (if attending)

[bookmark: _Toc323027639]Appendix 10 – Other References as deemed necessary
CCTV notice of cover and agreed protocol…
Insurance Certificate….. 















