	Event Management Plan  
Safety related 

	


Introduction 

As an Event Organiser you are responsible for:

· Ensuring the overall safety at your event as far as reasonably practicable. 

· Ensuring that health and safety arrangements are in place to control risks.
· Ensuring the competence of staff at your event to undertake their roles safely.
· Checking all insurance documents, risk assessments and methods of work for contractors, stall holders, caterers etc (these documents may also be requested by Spelthorne Borough Council).
· The Health, Safety and Welfare of all members of staff, contractors and members of the public attending your event.
The event planning information contained on this form is designed to allow Spelthorne Borough Council to understand your event and how it is going to be managed regarding Safety, Health, and Welfare.
Event Details 

	Is this a new event? If not, please state previous experience 


	


Risk assessment 
Please complete an event specific risk assessment including a fire risk assessment. A risk assessment template has been produced which can be tailored to suit your event. 
Site Management 
1. Crowd Control 

	Please provide details on how you will manage the crowd at your event. 

Please note: the role of stewards is covered in section 2 so there is no need to complete the role of stewards in this section

	Is your event ticketed? If yes, what arrangements are in place for this?

	

	How will you manage capacity at your event?

	

	How will you manage the access and egress of the crowd?

	


2. Steward and Marshal Management 

	Please provide details of the arrangements you have made for stewards at your event

	What are the roles and responsibilities of your stewards?

	

	Where will they be positioned and why?

	


	Who are your stewards? How will they be identified? (We do not require names)

	

	How will your stewards be trained?

	

	When will your stewards be briefed?

Please provide a copy of the information that will be given to Stewards (briefing document)

	

	How will the event team and the stewards (including traffic stewards) communicate with each other on the day of the event? 

	


3. Fencing and/or barriers

	Please tell us if you plan to use any fencing and or barriers at your event including the type and their location. Please ensure that you check any safety documentation of contractors that you hire.

	


4. Electricity, Water, Gas Supply and Generators
	Please tell us if you plan to use electricity, water, gas supply or other flammable liquids at your event. If so, please tell us where these will be sourced and the processes in place to manage these. 

Please tell us if you plan to use any generators at your event. If so, please tell us where these will be sourced and the processes in place to manage these, including the storage and management of fuel and other flammable liquids. 
Please ensure that you check any safety documentation of contractors that you hire.

	


5. Temporary Structures
	Please list any temporary structures that you will have at your event and where they will be located e.g. gazebos, marquees, staging
Please ensure that you check any safety documentation of contractors that you hire.

	


6. Musical Entertainment
	Please tell us what entertainment you have arranged for your event i.e. Live music with amplification and how you manage noise disturbance and potential complaints.

Please ensure that you check any safety documentation of contractors that you hire.

	


7. Attractions
	Please provide details of any attractions that will be at your event e.g., inflatable’s, funfair/children’s rides, fireworks

For these attractions, please attach a copy of the provider’s current public liability insurance, risk assessment and method statement. For rides we will also need the name of each ride and their corresponding ADIPS number (Amusement Device Inspection Protection Scheme)

	Name of organisation 
	Attraction Name 
	ADIPS number if applicable

	
	
	

	
	
	

	
	
	

	
	
	


8. Communication 
	Please provide details of how you will communicate with members of the public on the day of the event in the case of an emergency. 

It is advisable to have emergency messages scripted before the event for use on the day 

	Designated Site Tel No
	

	Will radio be used?
	

	If so, is there a dedicated frequency?
	

	Is there a PA system?
	

	Is it capable to be silenced in an emergency?
	

	


Welfare 

1. Toilet / Washing facilities 
	Please provide details of sanitary arrangements, including number, ratio of male to female and disabled, location, maintenance. Please bear in mind the opening times of public facilities. 



	


2. Lost children 
	Please provide details of how you would deal with a lost or found child or vulnerable person at your event. 
Please include the following:

What is your procedure? Who is the designated person in charge of this? Is the person DBS checked? Where is the rendezvous point?

How will announcements be made?

	


Emergency 
1. Emergency Plan 

	Please provide details of your emergency plan for the event 

	It is your responsibility under Health and Safety, and the practice of a Risk Assessment, to consider the ‘what if’s’ at your event (i.e., contingency planning).

What are your contingency plans for situations, such as:
Need for evacuation, fire, power failure, collapse of a temporary structure, road traffic collision, medical emergency, fatality, adverse weather conditions, key location becomes unavailable, cancellation prior to or during?

This is not an exhaustive list, and the specific nature of your event will suggest others. 

	

	Who will report this to the emergency services?

	

	What systems do you have in place to contact the local emergency services?

	

	Who will liaise with the emergency services when they get to the site?

	

	What entrance/access point should the emergency services use that is safe and can be kept clear of crowds for them to get to the incident?  

	

	Who will be responsible for crowd control during an incident?  

	

	If required, how would you evacuate your event? What steps would you take? 

	

	How will you communicate the evacuation instruction to your audience?

	

	Please provide details of any emergency signage that will be used at your event (i.e. emergency exit signs)

	


2. First Aid 
	Please provide details of the medical provider and resources that you have arranged to be at your event including their location (i.e., number of first aiders, doctors, ambulances etc.)


	


3. Fire Safety

	Please ensure that you have considered aspects related to fire safety at your event and provide detail here. 
Please ensure that you check any safety documentation of contractors that you hire.

	


4. Incident Reporting and Investigation
	Please provide details of the system you have in place for reporting and recording accidents and incidents at your event 
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