KEVSAG
Knowsley Events and Venues Safety Advisory Group
Event Management Plan Template
Introduction
This template has been produced to aid event organisers in planning safe events. By using this document as a guide organisers can ensure that various safety aspects have been considered. In each section, guidance notes are included to indicate the issues to be considered. 

The aim of an Event Safety Plan should be to provide information on all aspects of health and safety management, staffing, command structure and communications structures to meet UK legal requirements.  It should be remembered that the headings in the template are by no means exhaustive, and if the organiser considers a part of their event ought to be detailed in the plan, then it should be added. Also note that not all parts of the template may be relevant for every event. There may also be dinstictive elements of the event for which it may be appropriate to complete arrangements for each particular element.

The plan should be completed alongside other guidance, in particular the ‘Event Safety Guide’. 
This document has been drafted based on knowledge of the events industry and relevant legislation including 

•
Health & Safety at Work Act 1974 

•
Regulatory Reform (Fire Safety) Order 2005; 

•
The Licensing act 2003 

•
The Purple Guide (2018); 

•
Guide to Safety at Sports Grounds (5th edition) (2008) ;

•
Temporary Demountable Structures Guidance on Procurement Design and Use (3rd Edition)(2007) 

•
Fire Safety Risk Assessment for Outdoor events and venues (2007) 

•
Other relevant documentation and guidance.
Event Management should not rely on the Merseyside Police, Merseyside Fire and Rescue Service or North West Ambulance Services to provide any major operational input to the normal running of the event. 

On completion of the document, it is recommended that the plan is thoroughly read through, and perhaps checked by a person who has not seen the plan before. In the event of an incident at the event, the event team, and the emergency services will be relying on the plan to know your event as well as the organising team do.

If there are any queries on the use of this plan, please see the list of contacts who may be able to assist you further.
Useful Contacts

Knowsley Council

Environmental Health
Tel: 

0151 443 4712

Email:
environmentalheath@knowsley.gov.uk
Licensing
Tel:

0151 443 2300

Email: 
licensing@knowsley.gov.uk
Emergency Planning

Tel:

0151 443 3756
Email:
emergencyplanning@knowsley.gov.uk
Highways

Tel:

0151 489 6000

Email:
NRSWA.team@knowsley.gov.uk
Building Control

Tel:

0151 443 2352
Email:
bcsubmissions@knowsley.gov.uk
Merseyside Police

Tel:

MSOC.Events@merseyside.police.uk
Merseyside Fire and Rescue Service

Tel: 

0151 296 4920
Email:
eventsinfo@merseyfire.gov.uk
North West Ambulance Service

Email:
resilience.team@nwas.nhs.uk
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	1.  EVENT OVERVIEW


EVENT DESCRIPTION

	Include a brief description of what your event is. Think of it as how you would describe your event to someone who has never been to your event. If there are distinct elements to your event, it may be appropriate to describe and consider arrangements for your event for each of these elements.

	



DATES AND DURATION

	What are the dates and times for your event?

	     



EVENT SCHEDULE 
	Include details of the build up and break down schedule of the event (preparatory / closedown activities), as well as the event itself. You will need to ensure you’ve appropriate resources in place for these periods to protect public and event personel (e.g. fencing, first aid, security)

	     



LOCATION

	Describe the detailed location, including the local authority area in which the event will be located, closest major road(s).

	



ATTENDANCE 

	Include your expected attendance figures. For an all day/multiple day event this should include maximum expected/allowed attendance and the maximum at any one time.

For any buildings to be occupied for the event you should consider any existing occupancy levels and maximum occupancy based on existing exit space, evacuation rates and appropriate evacuation routes.

	     



AUDIENCE PROFILE

	Note that your audience profile will help you when planning for risks and ensures that you put in place control measures and facilities appropriate to the event. For example – if organising a tea dance, it is not likely that you would need to provide baby changing facilities, but should ensure that there are plenty of rest areas available.

Previous history, entertainment type and ticket sales will all help to indicate the audience profile.

	     



LICENSING

	Some events will require either a premises licence or temporary event notice due to having licensable activities – sale of alcohol, late night refreshments or regulated entertainment (entertainment provided to an audience for the purposes of entertaining them e.g. play, sporting event, live/recorded music etc). Contact licensing well in advance of the event for further advice.

Detail any license details here.

	     



	2. EVENT MANAGEMENT


THE EVENT ORGANISERS

	Please detail who the event organisers are. You should also detail any relevant qualifications or experience. 

	



HIERARCHY / TREE OF RESPONSIBILITY

	Give a brief overview of the chain of responsibility for the main roles within the event.  Identify who is responsible for what and give further details in the ‘Roles and Responsibilities’ section below. (If necessary put diagram in appendix)

	     



ROLES AND RESPONSIBILITIES
	Give a brief overview of the chain of responsibility for the main roles within the event.  Identify who is responsible for what and give further details in the ‘Roles and Responsibilities’ section below.

	Give details of the main roles
	Brief explanation of the responsibilities

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Add additional as required.

CONTACTS 

	Provide a full list of contacts with contact numbers so the user this plan needs to get in touch with anyone involved in your event, they will look here.  

	Name
	Event Role
	Contact Number

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Add additional as required.

EVENT CONTROL

	Please note the location of event control and the times it will be running.  

(Event control is where event management will run an event from and communications are logged.  Should you have event management roaming on site rather than a fixed event control point, please note how they will be identifiable and contactable in the event of an incident on site.) 

	     



	3. CROWD MANAGEMENT


SECURITY/STEWARDING ARRANGEMENTS
	Provide details of any security/stewards including:

· Details of provider/company/volunteers

· Numbers to be provided (including different levels of provision at different times during the event, if appropriate)

· Method they can be identified

· Duties e.g. searching at entrances, badge checking, rapid response, crowd monitoring, emergency evacuation, control and direct the public as required, monitoring fire equipment etc.

· Communication methods

· Reference to the nature and format of pre-event briefings e.g. how all stewards are made aware of emergency arrangements and the arrangements for their own health and safety

· Ensure the competency of any contractor providing the arrangements



	     



BARRIERS

	Provide details of where fencelines/barriers are to be used including:

· Type of barriers to be used

· Company supplying and installing them

· Number to be used.

It may be useful to details where barriers are to be used on a site plan.

	     



ENTRANCE / EXIT POINTS

	Enter details of how the public enter or exit the site. If your event has complex entrance/exit arrangements e.g. separate entrances for ticket or cash sales, pre-sold entrance points or is an enclosed area please add more detail to this section. HINT: maps or diagrams may help make things clear.

	     



MANAGEMENT OF ATTENDEE NUMBERS

	Provide details here of how the number of attendees at the event are to be monitored and controlled e.g.

· Ticketed event

· Monitored entrances and exits

	     



CCTV
	You should enter details of any CCTV availability for the event. This should include details of the provider, who is responsible for operating the CCTV and the level and quality of coverage.  There may be Data Protection requirements if CCTV is in use, e.g. the provision of warning notices.

	     



POLICE

	Police resources are no longer routinely deployed to events. You should notify  the police with your plans so that thay can risk-assess your event. Ultimately, your event should be organised in such a way that in can operate without the need for police presence. You should include here details of:

· General notification to the local police force of the event and potential impact

· Any agreed police presence on site during the event 

	     



	4. COMMUNICATIONS


PUBLICITY
	How will your event be advertised/marketed to the public? What information will you provide in advance? 

	     



STAFF BRIEFINGS
	Provide dates of when event personnel will be given briefings for the event (this briefing should include general event information as well as information in what to do during an emergency/incident). This should be done prior to the event.    

	     



METHODS OF COMMUNCATIONS

	What systems of communication will be used during the event and how will they be utilised?  

	Type
	Used (please check)
	How and who will they be used to communicate with (i.e. staff/public etc)

	PA System
	 FORMCHECKBOX 

	     

	Radios
	 FORMCHECKBOX 

	     


	Mobile telephone (please test your site for any blackspots)
	 FORMCHECKBOX 

	     

	Telephone (landline)
	 FORMCHECKBOX 

	     

	Loud Hailers (include locations)
	 FORMCHECKBOX 

	     

	Social Media (which types)
	 FORMCHECKBOX 

	     

	OTHER (please name)
	 FORMCHECKBOX 

	     

	     
	 FORMCHECKBOX 

	     


BACKUP
	You should include details of any backup communications you have in place in the event of your primary communications methods becoming unavailable

	     



SIGNAGE AND PUBLIC INFORMATION

	Provide details of any signage or public information facilities being used to direct persons round the site, provide important information e.g. welfare facilities, first aid points, lost children etc and restrict the public from certain areas if required.

	     



Please note in relation to posters advertising your event, Knowsley has a strict fly-posting policy. Generally, fly posting is not permitted on the public highway, street furniture or Council-owned land and property.  Posters may be placed on private land with the landowners permission unless they are deemed to be offensive in nature or content; and/or it is located in such a way that it causes a road safety concern. Contact Environmental Health for further information

	5.  TRAFFIC MANAGEMENT


	The traffic management of an event is the responsibility of the event organiser. You should plan to safely hold your event without traffic management support on the day from the police or other agencies; however, you should liaise with the Highways department, the local police and any stewarding company involved in managing the road, to write a traffic management and parking plan for the event which aims to promote safe attendance at the event and minimises disruption to the community.

You should enter details of any Special Event Temporary Traffic Regulation Orders and Signage plans requiring approval by the Highways department.

You should also supply details of any arrangements in place with local public transport companies providing transport to and from the event.

You should also consider any implications for persons attempting to arrive at the venue on foot.


ROAD CLOSURES 
	If applicable, please list any roads to be closed during the event

(note this does not supercede the requirement to do a Special Event Temporary Traffic Regulation Order which would need to be approvied by the Highways Department)

	Road closed 

(include junctions to and from)
	Date of closure
	Times of closure

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	
	
	


CAR PARKING PROVISION
	How will members of the public arrive to your event (i.e. by car/ on foot/ public transport)? Is there any car parking provision?

	     



	Include any other traffic management provision details or liaison with local transport providers below.  

	     



	6. SERVICE PROVISIONS


CONTRACTORS

	You should detail the contractors to be used for activities at the event. (i.e. staging, marquees, security etc.)

You must check and ensure the suitability of contractors for the event including:

· Relevant qualifications, knowledge and experience

· Clear details of the acitivities/service to be provided

· Evidence of relevant safety documentation including safety policies and risk assessments

· Details of adequate insurance

	



TEMPORARY STRUCTURES

	Please detail any temporary structures that will be used at the event e.g. grandstands, stages and marquees. You should provide details of how the safety of such structures is ensured through their appropriate design/materials, correct siting/positioning and procedures for their safe erection/dismantling.

Details of competent persons/contractors to be used and their associated risk assessments should be included in the appendix.

	



CATERING AND HOSPITALITY

	Detail the business and contact details of any contractors/food businesses providing catering for your event. If applicable, describe the catering facilities you are offering and where they are located on your site map.

You should advise Environmental Health department of contractors to be used as soon as they are confirmed.

	     



WELFARE PROVISION
	Provide details of your welfare arrangements including providers/contractors, numbers of facilities and arrangements for monitoring, cleaning and replacing those facilities as required. Facilities may include:

· Toilet facilities

· Changing facilities

· Shower rooms

· Drinking water provision

Note: cross-reference with Weather / Severe Weather to ensure that welfare is adequate and appropriate for time of year and range of possible conditions. 

	



LITTER/CLEANSING SERVICES/GROUNDS MAINTENANCE

	Consideration needs to be given to the cleansing requirements before, during and after the event. 

Provide details of any contractors/local voluntary groups involved with a description of the arrangements in place.

	     



NOISE MANAGEMENT

	You will need to consider any amplified sound and how it is managed to ensure safety and potential nuisance issues are addressed including type of noise, volume levels, monitoring arrangements etc. You should contact Environmental Health to inform them of anticipated noise levels and for any further advice/guidance.

Enter your arrangements for noise management here

	     



	7. RISK MANAGEMENT


RISK ASSESSMENTS

	Indicate where risk assessments from both yourself and any contractors can be found and any significant issues arising.

Further guidance on completing risk assessments can be found at:

http://www.hse.gov.uk/risk/index.htm 
Risk Assessments can be attached, or alternatively see template below.

	     



INCIDENT RECORDING

	The Event Control should maintain a record of everything that occurs throughout the event. You should detail your arrangements for recording and keeping records of such information for events.  See also the RIDDOR guidance below.

	     



Accident Reporting RIDDOR

The Reporting of Incidents, Diseases and Dangerous Occurrences Regulations (RIDDOR) require certain incidents to be reported to the Local authority Health and Safety / HSE by law. RIDDOR information should be included in your incident log.
A summary of injuries and occurrences which must be reported include:

For IMMEDIATE reporting

· Death (also to Police)

· Major Injury –

· Amputation,

· Fracture (except fingers and toes)

· Loss of sight (even temporarily)

· Penetrating eye injury

· Injury from electric shock

· Loss of consciousness

· Acute illness

· Non consensual violence (i.e. not a boxing match)

· Injury to non employee requiring hospitalisation

· Dangerous occurrences (major power failure, structural collapse etc)

For reporting within 15 days of occurrence

· Death of employee within 1 year of accident

· Hospitalisation of employee for more than 24 hours

· Absence from work for more than 7 days (employee or visitor)

· Incidence of a reportable disease (e.g. industrial diseases; dermatitis, asbestosis etc)

Reports must be made by a ‘responsible person’ (this should be the Safety Officer) and by the ‘quickest practical means’ (phone or fill in online form). See incident reporting folder for further information. The Operations Manager may also submit a RIDDOR.

You must use Form 2508 to report the incident (2508a for diseases).

This must be sent within 15 days even if you have already reported by phone etc.

Reports can be made at the HSE website: www.hse.gov.uk/riddor/report.htm
N.B. A ‘7 day’ should be calculated as follows:

· Not the day of accident

· Includes weekend and bank holiday

· On the 8th day, if still absent, report on.

N.B. need mode of notification from First Aid provider to report under RIDDOR.

HEALTH AND SAFETY ENFORCING AUTHORITY
	You should enter details of the enforcing authority (EA) for your event here should you wish to contact them to advise further of an incident.

Council managed events are enforced by the HSE.

Commercial events will be enforced by the local authority Environmental Health Service.

	     



INSURANCE
	Provide details of your insurers and the level of cover provided for the event.  HINT: you may wish to append copy of the relevant certificates of insurance to your plan.

	     



	8.  FIRE RISK ASSESSMENT


	A fire risk assessment must be carried out for all locations and details of any risks identified and the way that they are to be managed should be written.

You can outline the approach to the risk assessment here and main issues identified. The full risk assessment could be attached in the appendix. Further guidance can be found at:

https://www.gov.uk/workplace-fire-safety-your-responsibilities/fire-risk-assessments 

https://www.gov.uk/government/publications/fire-safety-risk-assessment-open-air-events-and-venues 

Templates for Fire Risk Assessment can be found here: https://www.nationalfirechiefs.org.uk/Event-safety 

	     



FIRE EXTINGUISHERS
	Provide details here of the type, number and location of fire extinguishers to be provided at the event.

	     



CAPACITY

	How many people can your event site hold?  Capacity for a site should be calculated to ensure it can accommodate expected numbers (if not you will need to conider how to manage these numbers)  

The capacity will depend on the amount of space available as well as the number of  emergency exits available (calculations for outdoor events can be found in the open air events and venues guidance above).  

	     



PYROTECHNICS AND SPECIAL EFFECTS

	Provide details of any pyrotechnics and special effects that you will have at your event. These should be carried out a registered company who can provide adequate risk assessments that you can incorporate into your arrangements to ensure they are set off safely.

· 

	     



Note: Chinese/Sky Lanterns

These lanterns are made of thin paper held by a wire or bamboo frame and lifted by heat from a naked flame. Release of them has become increasingly popular. KEVSAG strongly advise you do not have them at your event as they give rise to a number of safety and environmental concerns including:

· Fire risk and damage to crops and property

· Risk to public safety

· Risk to livestock and animal health

· Littering of the environment

· Risks to aviation and coastal rescue services
	9. CONTINGENCY & EMERGENCY MANAGEMENT


LOST / FOUND  CHILDREN / VULNERABLE PERSONS PROCEDURES
	Please note down your procedure if a child/vulnerable person is reported lost.  (Please consider and include any safe guarding provisions) 

	     



	Please note down your  procedure if a child/vulnerable person reports to a member your event team as being lost.

(Please consider and include any safe guarding provisions)

	     



	What is the location of your los child point? (pleaser include this on any site plans and ensure it is signposted on site)

	     



EXTREME WEATHER

	Identify who is responsible for monitoring weather forecasts in advance and during the event.
Extreme weather may cause other specific actions to be taken to prevent injury or damage. 
Advice on general management and health issues can be found on-line at NHS Choices - Heatwave Information and NHS Choices - Cold Weather Information.

	Who is responsible for monitoring weather in advance of the event.  When will you start monitoring? 
	     

	Consider your actions in the event of extreme conditions relating to the following weather conditions (note some may neot be applicable dependent on time of year):

	· Winds 
	     

	· Sun & Heat
	     

	· Rain
	     

	· Snow / Ice
	     

	· Lightening 
	     

	· Other:
	     


MEDICAL AND FIRST AID COVER

	Details of the First Aid and medical cover for your event should be detailed in this section. There are minimum requirements which must be met and these are outlined in  the Purple Guide (subscription required). Alternatively seek advice from your medical provider. 
You should identify where each medical facility/first aid point is located on your site and you may wish to identify this on your site plan.

You should ensure adequate qualifications and competency of any provider

	     



EVENT EVACUATION PLAN

	What is your evacuation plan for you event.  Please consider the following: 

	· How will staff/public report an incident? 
	     

	· How will people be advised to evacuate? 
	     

	· Are there clearly marked escape routes that are kept clear and as short and direct as possible
	     

	· Are there enough exits and routes for all people to escape
	     


	· Are there emergency doors that open easily
	     


	· Is there emergency lighting where needed
	     


	· Are staff briefed to know and understand evacuation procedures
	     


	· Is there a safe muster point  (please note this on any site plans)
	     


	· Have you considered people with mobility needs
	     


	· Who will call 999?  Who will meet emergency services? 
	     


	· Any other considerations:
	     



For counter terrorism advice, ensure staff are briefed in Run Hide Tell advice
https://act.campaign.gov.uk/ 

EMERGENCY VEHICLE ACCESS 

	Detail any dedicated emergency vehicle access routes and rendezvous points or any public routes or locations that may be used for emergency vehicles.(access routes should be kept clear)
You should add these to your site map.

	     



HAND-OVER PROCEDURES

	Details here your arrangements/procedures for the hand-over of control of aspects of your event to relevant agencies in the event of an emergency


	     



	10. CANCELLATION PROCEDURES


A decision to cancel an must be made in appraisal and evaluation with all parties, and interested agencies, the decision is however that of the Event Manager. 

CANCELLATION PROCEDURES – BEFORE THE EVENT
	Should you have to cancel the event PRIOR to it starting, how will you communicate this to:  

	· Public
	     


	· Staff
	     


	Please note any other elements to your cancellation procedures 

	     



CANCELLATION/SHOW STOP PROCEDURES – DURING THE EVENT
	Should you have to cancel/stop the event DURING the event, how will you communicate this to: 
(note pre scripted announcements may be useful) 

	· Public
	     


	· Staff
	     


	Please note any other elements to your cancellation procedures.  Are there any procedures in place for stewards during evacuation?

	

	     



	11. DEBRIEF AND REVIEW EVENT ARRANGEMENTS


	Detail here the arrangements you will have in place to debrief all parties involved in the event and review issues that took place including:

· Particular arrangements that worked well to ensure public safety

· Any identified weaknesses in the arrangements that require improvement

· A review of any incidents and remedial action required

	     



	APPENDIX


Enter here details of additional site plans, risk assessments and associated event documents to compliment to event plan.
Insert Site plan: 

Example Risk Assessment Template (alternatives may be used or attached separately)
Company/Event name:       
      
                                  





     Date of risk assessment:  
Risk Assessment Completed by:  



 

	What are the hazards?


	Who might be harmed and how?


	What are you already doing?


	Do you need to do anything else to control this risk?


	Action by who?


	Action by when?


	Done



	Slips and trips
	Staff and visitors may be injured if they trip over objects or slip on spillages.
	General good housekeeping is carried out.

All areas well lit, including stairs.

No trailing leads or cables.

Staff keep work areas clear, eg no boxes 
left in walkways, deliveries stored immediately.   
	Better housekeeping in staff kitchen 

needed, eg on spills.

Arrange for loose carpet tile on second floor to be repaired/replaced.


	All staff, supervisor to monitor

Manager


	From now on

xx/xx/xx


	xx/xx/xx

xx/xx/xx



	Weather 


	
	
	
	
	
	

	Alcohol


	
	
	
	
	
	

	Crowds


	
	
	
	
	
	

	Traffic 
	
	
	
	
	
	

	Fire
	
	
	
	
	
	

	Food poisoning
	
	
	
	
	
	

	Generators
	
	
	
	
	
	

	Working at Height
	
	
	
	
	
	

	Pyrotechnics
	
	
	
	
	
	

	Inflateables 
	
	
	
	
	
	

	Contractors
	
	
	
	
	
	

	(add & delete as required)
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