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Introduction - Guidance on completing this Event Management Plan template

This document is designed solely as a template and will provide some idea as a potential format. Organisers may wish to adapt this for their need. Alternatively, there are a number of other templates available on the internet. This particular example may not be suitable for all events and the factors included do not include an exhaustive list of considerations.

An Event Management Plan sets out the arrangements that are in place to ensure that an event is managed safely.  Entertainment events vary enormously in size, character and risk. The template provides guidance for event organisers of small to medium sized events in developing a detailed event management plan that will cover the majority of aspects associated with holding an event. Not all of the advice will be appropriate to every event and organisers of large or complex events may need to seek more specialist advice and assistance. 

To use the template save a new version and complete the sections that apply to your event.  Not all sections will apply to your event – you will need to decide which are relevant and you may want to add additional information as necessary.  For sections that do not apply please indicate ‘not applicable’ rather than leaving it blank or omitting it.  Once you have completed this template, you should delete the guidance text.

Remember that this is your document and the extent and degree of detail provided within the plan should be proportionate to the size and nature of the event.

On completion of this document, it is recommended that the plan be 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.

This template provides guidance and information that will be useful when preparing your event management plan.  Please take time to read the guidance thoroughly.  

You may also find The Purple Guide helpful.  The Guide has been written by UK event professionals primarily for the UK and provides guidance on security, major incident planning, first aid, electrical safety, event communication, lost children, sanitary facilities and more.

For information regarding small community events run by volunteers you may also wish to refer to the following guidance:  Organising a voluntary event: a 'can do' guide - GOV.UK (www.gov.uk)

Whilst we appreciate that not all the information will be available, it certainly helps us to have some information at the earliest opportunity.  Therefore, where possible we ask that you submit your event management plan and any other supporting documentation to the Safety Advisory Group at least 3 months before your event to allow time for things like licences to be issued, discussions to take place and road closures to be organised. The more notice you can give, the better. 

As a rule:

· for events with up to 1,000 people you need to give 3 months’ notice
· for events with 1,000-5,000 people you need to give 6 months’ notice
· for events with over 5,000 people you need to give 12 months’ notice
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[bookmark: _Toc95395349][bookmark: _Toc114565409][bookmark: _Toc95395351][bookmark: _Toc114565411][bookmark: _Toc95395350][bookmark: _Toc114565410]1. Event Overview  

Event description - Provide a brief description of what your event is Guidance - Consider activities, programme, special effects, attractions, displays, artists, fireworks, pyrotechnics etc. and timings.


Event location - Describe the detailed locationGuidance: Provide address including postcode of event location.

Guidance - Venue and site design
· It may be helpful to describe the site and some of the surrounding area.  

Consider venue and site suitability including but not limited to: 
Guidance -
· Think about geographical location, topography, ground conditions
· Carry out a site-suitability assessment early in the planning process
· In that assessment, include the nature of the event, audience numbers and the infrastructure required
· Design the site layout to minimise risk, for example to segregate pedestrians and vehicles
· Prepare a site and area location plan
· Establish emergency routes
· Liaise with key stakeholders, such as landowners, the local authority, local emergency services, neighbouring businesses and local residents

Guidance - Also consider:
· duration and time of year that the event will take place
· the proposed event activities and whether they are indoors or outdoors
· the audience type/profile for these activities
· whether the audience will be standing, seated or a mixture of both
· the proposed audience capacity
· the circulation of the audience within the site
· access onto and around the site
· the structures and facilities that will be required
· workforce to support the event and breakdown
· emergency plans for these aspects of the event

[bookmark: _Toc95395360][bookmark: _Toc114565420]
Site plan A site plan must be provided. 

Guidance: This should be clear and easy to view and not a google satellite drawing.  It may be included as an appendix to this plan.  Describe the site or particulars, which may affect the event. TIP: You may want to use an aerial photograph.


Dates and duration of event  Date/duration of event:

Guidance –
You may wish to include an event programme / run sheet. This is a useful tool when your event has multiple activities occurring across the day at different locations. Include details of the build-up and break down schedule of the event as well as the event itself. If specific happenings are likely to attract a large number of people, include information here.

Application checklistGuidance: Use the checklist below to record the licences and permissions you have applied for and supporting documentation submitted to the Safety Advisory Group where applicable




	Checklist
	Yes
	No
	N/A

	Safety Advisory Group Notification Form 
	
	
	

	Road Closure Application
	[bookmark: Check18]
	[bookmark: Check16]
	[bookmark: Check6]

	Temporary Event Notice (TEN)
	[bookmark: Check17]
	[bookmark: Check14]
	[bookmark: Check15]

	Risk Assessments
	
	
	

	Traffic Management Plan
	
	
	

	Site/route Plan
	
	
	

	Noise Management Plan
	
	
	

	Medical Plan
	
	
	

	Emergency/Contingency Arrangements 
	
	
	

	Public Liability Insurance
	
	
	

	Any other consents and licences




	[bookmark: Check20]
	[bookmark: Check11]
	[bookmark: Check12]


[bookmark: _Toc95395355][bookmark: _Toc114565415][bookmark: _Toc95395352][bookmark: _Toc114565412]Key event management contacts Guidance: This section deals with the key individuals involved in the management of the event and others who are involved in the running of the event.

An organising committee or individual(s) will have overall responsibility for the event and depending on the nature and scale of the event, others will also have key tasks and responsibilities allocated to them.



Event organisers Please detail who the event organisers/team are. You should also detail any relevant qualifications or experience
Give a brief overview of the chain of responsibility for the main roles within the event. (Identify who is responsible for what and provide a full list of contact details – these can be included in the appendix.)

Guidance - List key roles, responsibilities, command structure, contact details and competencies of those involved with the event management including key contractors or partners.  You may wish to include these details as an appendix to this document.



[bookmark: _Toc95395356][bookmark: _Toc114565416]Contact information Provide a full list of contacts
Guidance.  A full list of contacts should be provided in the appendix so the user of the Plan can look here if they need to get in touch with anyone involved in your event. Ideally, you should provide an e-mail address, landline/mobile number for each person.

You should consider: anyone involved in managing and organising the event and the tasks that may need to be undertaken.  E.g. event management (overall responsibility), volunteers, stewards, anyone involved in legal compliance e.g. risk assessments, licences and consents, first aid provision, noise management, site inspection etc., those providing welfare facilities and are responsible for waste management, suppliers, stallholders and emergency contacts.



Staffing  Guidance: It is easy to underestimate how many staff will be required to plan and successfully run your event. Consider how many stewards, car park attendants etc. you will need to manage things safely.

Consider numbers, employer, responsibilities, clothing etc.


Organisational StructureGuidance: You may wish to include an organisational structure in your plan. This will help everyone involved with your event to understand who is responsible for what. It is also an essential part of your emergency response planning. If there is an incident, your staff and the emergency services will need to know who is in charge


Entrance / Exit points Guidance. 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.



Attendance State expected attendance figures. 
Guidance. For an all-day/multiple day event this should include maximum expected/allowed attendance and the maximum at any one time.



Audience profile Describe your audience profile. (Previous history, entertainment type and ticket sales will all help to indicate the audience profile.)

Guidance - Provide details of the audience profile, attendance numbers and admission restrictions and details of how crowd monitoring will take place (for larger events)
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.










[bookmark: _Toc95395376][bookmark: _Toc114565436]
Temporary demountable structuresProvide details of temporary demountable structures that are to be used. Consider for example marquees, tents, viewing facilities, temporary seating, grandstands, and viewing platforms. Stages, video screens, sound, lighting and camera structure and installations. The location of any such structures should be identified on the site plan.

Guidance – 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.

Consider who will erect it and what safety checks are required - Details of competent persons/contractors to be used and their associated risk assessments/method statements should be included in the appendix. Consider if barriers are required.

Guidance - The erection of some temporary structures at entertainment events falls within the definition of construction work in regulation 2(1) of the Construction (Design and Management) Regulations 2015 (CDM).  Find out more information on entertainment events on the hse website. 
[bookmark: _Toc95395377][bookmark: _Toc114565437]Guidance - These documents may be included as an appendix to this plan.

Provision of the following if applicable:
· Design concept and specifications
· Documentation and certification if applicable
· Construction drawings and calculations
· Erecting and dismantling plans


[bookmark: _Toc95395378][bookmark: _Toc114565438]
Working at heightsConsider your arrangements for working at heights
Guidance - Consider:
· Working at height means any work in any place where if there were no precautions in place, a person could fall a distance liable to cause personal injury
· Employers should ensure all work at height that they control is properly planned and organised
· Work at height should take into account weather conditions that could endanger health and safety
· Risk-assess work at height and take steps to avoid, prevent or reduce risks of falls, liable to cause personal injury
· Select the right access equipment for the job
· Workers should be competent in the work to be done and in the use of the equipment provided
· Ensure risks from fragile surfaces and falling objects are controlled
· Have an emergency rescue procedure in place to recover anyone who may have fallen and is suspended, such as from a lanyard or harness system


[bookmark: _Toc95395386][bookmark: _Toc114565446]Gas, Electrical and lightingDetail your arrangements for electrical safety and utilities to ensure they are safe. Consider electrical and lighting installations, portable gas/lpg and generators etc.

Guidance - Consider the following:

Management of installations
Guidance - Details to be included on the site plan or a separate plan as an appendix if appropriate:
· Provision
· Location
· Installation
· Cabling and cable routes
· Existing underground cables and utilities

Guidance - Consider car park, toilets, information points, access and egress routes, emergency routes, performance lighting, first aid and medical points

Guidance - Provide details of:
· Access arrangements
· Refuelling
· Contractor competency
· Fault and breakdown 
· Back up and contingency
· Test and inspection
· Pre use checks
[bookmark: _Toc95395387][bookmark: _Toc114565447]Portable equipment
Guidance - Include details of rules and arrangements including
· PAT testing
· Inspections
· Limitations
Risk assessment and safe installation and break down
Guidance - Risk assessments and safe work method statements to consider:
· Transport
· Loading and unloading operations
· Lifting operations
· Manual handling
· Work at height
· Use of machinery and tools
· Slips and trips
· Electricity and fire
· Wind management
· Fire resistance
· Contractor competency
· Crew training and competency
· Structural completions certificates or sign off
· Emergency arrangements
· Limitations and restrictions
· CDM
· Adverse weather


[bookmark: _Toc95395379][bookmark: _Toc114565439][bookmark: _Toc95395357][bookmark: _Toc114565417]Pre-event, during and post event safety checkGuidance - Please provide details of what checks are being conducted, who by and when.



Catering and hospitalityDetail 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 Hartlepool Council’s Commercial Services team of contractors to be used as soon as they are confirmed. 

[bookmark: _Toc95395404][bookmark: _Toc114565464]Consider: 
Food and drink provision
Guidance - Provide details of:
· Traders
· Food operator risk assessments and checks
· Licensing 
· Insurance
Guidance - Documents may be included as an appendix to this plan.
[bookmark: _Toc95395405][bookmark: _Toc114565465]Food hygiene and safety 
Guidance -
· *Ensure all traders are registered with their local authority
· *Food hygiene rating – you may suggest a minimum rating required
· *Inspections – date of last inspection
· Food hygiene training – you may wish to request to see food hygiene training certificates
· Health and safety and record keeping
· Structures and retail units
· Storage
· Food protection
· Food waste
· LPG safety arrangements including safe use, storage and locations

*This information may be requested by the Council’s Commercial Services Team.


[bookmark: _Toc95395406][bookmark: _Toc114565466]
Water provisionGuidance - Include details of:
· Water supply
· Responsibility for checks
· Storage
· Location plan
· Prevention of contamination
· Contingency arrangements



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. 

Guidance - Include:
· Toilet provision (location, numbers and types) – refer to the minimum provision as laid out in BS6465-1 2006 + A1:2009
· Wash facilities (location, numbers and types)
· Installation and maintenance
· Waste removal
· Drinking water provision – potable water will need be readily available















[bookmark: _Toc95395402][bookmark: _Toc114565462]Staff Welfare 

Guidance - Describe arrangement for the management of paid staff (event personnel, security, stewards or marshals), volunteers or contractors

Guidance - Include:
· Competencies (training and qualifications)
· Roles and responsibilities
· Welfare provision
· Logistics
· Working patterns
· Communication arrangements
· PPE
· Facilities (power, office accommodation, toilets, refreshments, camping etc.)
· Transport and parking











[bookmark: _Toc95395394][bookmark: _Toc114565454]Waste management[bookmark: _Toc95395395][bookmark: _Toc114565455]General waste
Guidance - Provide details and arrangements for:
· Location of receptacles
· Number of receptacles
· Methods of collection
· Recycling
· Waste handling
· Removal of waste from site before, during and after the event
· Competency and licence of contractor
· Times of collection


EntertainmentProvide details of entertainment at your event. Consider Amusements (including, fairground rides, inflatable devices and other entertainment) – you may wish to list supplier information.

Guidance - Provide description and arrangements for safe management including:
· Build up and breakdown
· Owner and operator
· Competencies
· Statutory inspections and test
· Pre use/event checks
· Insurance
· Breakdown, fault and accident reporting
· Refuelling arrangements

Inflatable play equipment
If you are having inflatable play equipment e.g. bouncy castles at your event, you should make sure:
· Equipment conforms to BS 14960:2013 and is regularly tested
· The operator can provide a copy of the current PIPA test certificate for the equipment
· The operator carries out the daily checks on the equipment
· You know when the equipment was last fully inspected
· You get full instructions on its safe operation
· The equipment is clearly marked with limitations of use (maximum user height etc.)
· For further guidance on inflatables see:
· Bouncy castles and other play inflatables on the HSE website
· Inflatable information on the Pipa website  
Fun fairs
If you are having rides or fun fares at your event, you will need to make sure:
· Any stand-alone rides that are part of a fun fare are part of the ADIPS (Amusement Device Inspection Procedures Scheme.
· The operator provides you with their In-Service Annual Inspection papers
· The operator confirms that they operate under the Fairgrounds and amusement parks: Guidance on safe practice - HSG175 (hse.gov.uk)
For further information on fun fairs visit: Fairground rides information on the ADIPs website 

Event licensing Guidance. Some events will require either a Premises Licence or Temporary Event Notice (TEN) 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 Hartlepool Council’s Licensing Team well in advance for further advice. 
Email: Licensing@hartlepool.gov.uk 

Detail any licence details here.


Insurance Provide details of your insurers and the level of cover provided for the event
Guidance: You may wish to append a copy of the relevant certificates of insurance to your plan.

Guidance - Provide details of insurance cover. 



Noise ManagementDetail your arrangements for managing noise here.
You will need to consider any amplified sound and how it is managed to ensure safety and potential issues are addressed including type of noise, volume levels, monitoring arrangements etc. You should contact the council’s Environmental Protection team to inform them of anticipated noise levels and for further advice/guidance.  You can do this by emailing: EnvironmentalProtection@hartlepool.gov.uk 

Enter your arrangements for noise management here.
[bookmark: _Toc95395397][bookmark: _Toc114565457]Consider:
Noise management restrictions
Guidance - Provide details of how noise will be managed including any limitations or site rules affecting event noise


[bookmark: _Toc95395398][bookmark: _Toc114565458]Noise monitoring and measuring
Guidance - Describe how event noise will be monitored including noise generated by build-up and break down.
[bookmark: _Toc95395399][bookmark: _Toc114565459]








Noise complaints
Guidance - Describe how noise complaints will be managed




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








[bookmark: _Toc95395389][bookmark: _Toc114565449][bookmark: _Toc95395390][bookmark: _Toc114565450]2 - Crowd managementDetail your arrangements for crowd management. Consider-
Management of attendee numbers
Guidance – 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
Crowd management arrangements
Guidance - Describe arrangements for monitoring and managing crowds including excessive crowds and pinch points

Security arrangements, marshals or stewards
· Provide details of any security/stewards including details of provider/company/volunteers, 
· numbers to be provided
· 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 e.g. two way radio

Guidance - Provide details of the security arrangements, marshal or stewards together with the names and roles of providers.
Consider
· Skill mix, competencies and numbers required for your event
· Start and finish times of cover
· Security managers name and contact details
· SIA stewards
· Volunteers
· Marshals
· Consider how will stewards be made aware of emergency arrangements and arrangements for their own health and safety

Barriers and fencing
Provide details of where barriers are to be used including:
· Type of barriers to be used
· Company supplying and installing them
· Number to be used
HINT: It may be useful to include details of where barriers are to be used on a site plan

Guidance - Include details of:
· The barrier system or fencing (this is vital to ensure crowd safety)
· Who is the supplier?  They will be able to provide all the necessary drawings, plans and risk assessment.  They will be able to build it in the correct way to ensure it does not pose any risks to the public.


3. Communications [bookmark: _Toc95395358][bookmark: _Toc114565418]Detail your communication arrangements here.  For larger/more complex events, you may wish to attach a separate Communications Plan to the appendix.

Consider:

PA system 
Detail any PA systems in use at your event.  If the entire site is not covered, please detail which parts are not covered and how these areas can be communicated with.


Radio
Use of radios should be considered and details of their use recorded in this plan. (E.g., include who has them and what channel they are being allocated)

Loud hailers
Detail here where loud hailers can be located if in use at the event, and list those trained and confident in use.

Telephone
Detail any landlines in use and any known difficulties with mobile phone networks. Detail other alternative communication methods in the event of problems with telephone communication.

Guidance - Consider type and methods of communication including:
· Build up and breakdown
· During event (with event staff, contractors and security non- emergency)
· During event with the public
· Emergency communications with agencies and emergency services

Guidance - These details may be included as an appendix to this document.

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.
External consultation and communication
Guidance - Provide details of who has been consulted with and how.  Include emergency services, local authority and other interested parties such as the local community.


Media Handling 

Where the event may attract media attention, senior members of the team should be ready and prepared to give statements about the event. Details of persons responsible and statements to be given should be detailed here.

Guidance - Consider the provision of advance event information for visitors and information before and during the event such as:
· Terms and conditions
· Site plan, entertainment and facilities
· Welfare arrangements
· Crime prevention advice
· Suggestions for suitable clothing
· Food and shelter arrangements
· Personal security
· Essential health and safety measures
· Meeting points
· Pass out details
· Rules for alcohol and drugs
· Transportation and parking arrangements
· Site rules
· Details of how changes to the event will be relayed before and during the event
· Lost children or vulnerable adults
· Lost property
· Meeting points
· Emergency arrangements
· Information points
· Support for vulnerable or disabled visitors
















[bookmark: _Toc95395373][bookmark: _Toc114565433][bookmark: _Toc95395365][bookmark: _Toc114565425]4. Transport and traffic managementThe traffic management of an event is the responsibility of the event organiser. Unplanned and uncontrolled access and egress to a site can result in a serious accident.  You should liaise with Hartlepool Council’s Highways department, the local Police and any stewarding company involved in managing the road, to write a Traffic Management Plan 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.

If a formal Traffic Order is required, please allow a minimum of 6 weeks’ notice. For assistance, please contact highwaylicensing@hartlepool.gov.uk

Guidance - It is recommended that you use an accredited traffic management provider who can ensure the event traffic management is set up legally and in accordance with the regulations.
[bookmark: _Toc95395374][bookmark: _Toc114565434]Traffic management plans and arrangements
Guidance - To consider:
· Access to your event
· Egress from your event
· Emergency access and egress
· Vehicle and pedestrian separation and protection
· Signage
· Parking
· Service vehicle arrangements
· Contractors and artists vehicles
· Park and ride facilities if applicable
· Public transport

Guidance - These documents may be included as an appendix to this plan.

Guidance - List the roads you wish to implement temporary restrictions and what restrictions you require, such as:
· road closures
· diversions 
· parking bay or taxi rank suspensions

Guidance - Where possible please include a clear map or traffic management plan.


Traffic management plans and arrangements

Consider:

On-site traffic arrangements

· Access for emergency vehicles to all areas should be maintained throughout the event
· Contractors and/or performers vehicles and other traffic should be carefully managed to ensure segregation from pedestrians. It may be necessary to only permit vehicular traffic access at specific times and not during the event itself
· Separate entrances may need to be provided for vehicles and pedestrians with spefic arrangements for emergency vehicle access
· Car parking will be required at most events and these will have to be stewarded. Consider where such facilities should be situated
· For larger events, it will be worth considering the provision of taxi drop-off and pick-up points. Also the local rail and bus companies should be advised of larger events to establish if existing services will be adequate.


5. Medical and First Aid CoverAs the event organiser you will need to carry out a medical risk assessment taking into account things such as how many people you are expecting, who may need assistance (audience profile),activities taking place and specific hazards, what may cause their injury/illness and how likely or severe it may be.

Outline the first aid and medical cover you will have at your event here.

The Purple Guide provides a template to help establish your first aid, medical and ambulance requirements.

Guidance - Every event should have a Medical Plan based on a comprehensive risk assessment.  

Medical plans should aim to provide a safe, effective and resilient service on site whilst helping to minimise the impact on NHS resources.  Event organisers should exercise due diligence in selecting competent and reliable medical services.  A medical staffing plan should be made prior to the event to ensure that staff are deployed appropriately.  Medical provision should be provided for the full duration of the event, including build up and break down and should not rely on local emergency services.
 
Guidance - Consider resources required for:
· Build up
· Live event
· Breakdown
First aid and medical provisions

Guidance - Include details of:
· Names and roles of providers 
· First aid medical plan if applicable (this may be included as an appendix)
· Skill mix and competencies
· Number of first aiders
· Start and finish times of cover
· Medical managers name and contact details
· Intended receiving hospitals and confirmation they have been consulted with
· First aid and medical facilities and location
· Access, egress and sterile routes
· Signage and information
[bookmark: _Toc95395369][bookmark: _Toc114565429]
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.
Consider:
· [bookmark: _Toc95395370][bookmark: _Toc114565430]Interface with emergency services / stand down of first aid and medical services


[bookmark: _Toc95395367][bookmark: _Toc114565427]Patient related information and records

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

Guidance - Describe arrangement for:
· Confidentiality arrangements and responsibility for record keeping
· Medical log
· Accident and incident records


RIDDOR reporting
· Read RIDDOR reporting details on the Health and Safety Executive website – 
RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 - HSE



[bookmark: _Toc95395380][bookmark: _Toc114565440]6. Fire Safety[bookmark: _Toc95395381][bookmark: _Toc114565441]You must ensure that you have suitable arrangements for the prevention of fire.  A fire risk assessment should be carried out for all locations and details of any risks identified and the way that they are to be managed should be written down.

You can outline the approach to the risk assessment here and the significant findings. The full risk assessment could be attached in the appendix.
Fire risk assessment 
Guidance - These documents may be included as an appendix to this plan.

Guidance - Fire risk assessment for the event to cover:
· Sources of ignition
· Combustible materials
· Fire prevention arrangements
· Catering stall and entertainment fire risks

[bookmark: _Toc95395382][bookmark: _Toc114565442]Consider:
Fire precautions and site rules
[bookmark: _Toc95395383][bookmark: _Toc114565443]Methods of raising the alarm in the event of fire
[bookmark: _Toc95395384][bookmark: _Toc114565444]Firefighting arrangements e.g.

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


[bookmark: _Toc95395392][bookmark: _Toc114565452]Special effects including fireworks, pyrotechnics, bonfiresIf you are having pyrotechnics or special effects at your event, these will need to be detailed in the plan and the arrangements in place for their safe handling and use. 

Guidance - Describe the arrangements for special effects, including fireworks and pyrotechnics if applicable to your event including taking into account the following:
· Public firework displays at events must be properly planned and managed by a competent company or person (such as someone with sufficient training and experience)
· A risk assessment must be undertaken giving consideration to the weather conditions and location and in order to choose appropriate fireworks for the display and to provide contingency planning
· The public must be kept out of the display site – often this will require suitable barriers and stewarding
· Consideration should be given to environmental issues, including noise, debris and smoke
· Adequate arrangements must be made for clearing the site after the display 

Guidance - For further guidance see:  
· Working Together on Firework Displays (eig2.org.uk)
· Giving your own Firework Display (eig2.org.uk)











[bookmark: _Toc95395409][bookmark: _Toc114565469]7.  Working with the PoliceThis section should include details of any agreed Police involvement in the event including:

· Traffic management of the event
· Police presence on site during the event
· General notification to the local Police force of the event and potential impact

Guidance - Include:
· Event organisers should be clear that they are responsible for public safety
· It is up to organisers to decide whether Police should be involved in their event
· Where organisers decide to employ the Police, they should establish a written contract stating the manpower, hours and duties of the officers involved.

Dealing with Crime and disorder
Include your arrangements for dealing with crime and disorder

Guidance - Include:
· Check if the acts being booked have a record for attracting particular crimes or behaviour 
· Make sure attendees know where to buy tickets and what they can and cannot do on site
· Know who is working on site and check they are legitimate
· Details of how you will record details of incidents






8. Risk Assessments and Management 
[bookmark: _Toc95395359][bookmark: _Toc114565419]Risk Assessments must be produced for your event and be available for inspection.

Risk assessments cover all health, safety and planning aspects of the event. You should develop your risk assessment early on, monitor it regularly and adjust it as necessary.

As part of the Safety Advisory Group (SAG) process, you will be asked to provide a copy of your completed risk assessment, including one for fire.   You can download a template from our website.

Further guidance on completing risk assessments can be found at www.hse.gov.uk/risk/index.thm

Guidance - These may be included as an appendix to this plan.

Provide risk assessments for the event including the following:
· Build Up
· Live Event
· Breakdown

Risk assessments – contractors

Guidance: your contractors could include performers, stall holders/exhibitors, service providers and suppliers. When you select and appoint contractors, consider their suitability and competence for providing a safe and reliable service. You should request copies of their risk assessments and where appropriate, method statements so that you know that their activities are safe and will not conflict with other activities on site. 

You should outline the arrangements you have in relation to liaising with contractors, receiving their risk assessments and method statements, the rules that you would want them to follow when on your site and the emergency procedures in place during the event.

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



Health & Safety Enforcing AuthorityIt is recommended that you include details of the enforcing authority (EA) for your event in your Plan in case you need to contact them to advice further of an incident. 

Guidance: 
Council managed events are enforced by HSE; and 
Commercial events are enforced by Hartlepool Council’s Commercial Services team.




[bookmark: _Toc95395362][bookmark: _Toc114565422]9. Incident managementDetail your contingency and emergency planning arrangements here.
You should document your procedures for fire, site evacuation, communicating with your audience in an emergency, contacting the emergency services and who will make decisions, etc.

Include definitions, i.e. when an incident becomes major and is handed over to the police. You will need to share your emergency procedures with your event staff, contractors, volunteers and the emergency services.
Emergency arrangements
Guidance - Include details of decision-making and actions for:
· Show stop 
· Postponement 
· Event cancellation and an event cancellation policy

Consider: 
Extreme weather
Extreme weather may cause specific actions to be taken to prevent injury or damage. Detail here if there are any issues regarding this event and what the arrangements are to ensure that appropriate action is taken to respond to extremes of weather.

Identify who is responsible for monitoring weather forecasts in advance and during the event, whom this information will be passed to and where the information will be obtained. You should record what the general arrangements would be in the event of bad weather (e.g. cancellation criteria).

For certain events a separate Extreme Weather Plan may be prepared 

Guidance – Include:
· Consider potential weather hazards and in your risk assessment
· Historical data can help identify potential risks
· Make sure that structures are suitably rated and properly secured for high winds
· Be aware of the risks from lightening and consider the action that may be needed if it occurs
· Be aware of any severe weather warnings and take appropriate action to protect both those working on site and attending the event
· Be aware of the risks from excess sun or cold weather exposure, particularly for those working on site
· Consider any weather conditions which may lead to your event being cancelled and how you will manage this
· How will your event management decide if weather conditions are too risky for your event to go ahead?
· How will you let people know if the event has to be cancelled?
· Do you need insurance coverage for cancellation reasons such as thunderstorms, water logged ground etc.?
· Ongoing liaison with emergency services and other authorities and interested parties is required




Evacuation and emergency planning considerations for major incidents

Guidance - Include details of decision-making and actions for:
· Alerting and mobilisation of resources
· Summoning and assisting emergency services
· Rendezvous points for emergency services
· Containment of situation (if safe) and initial response
· Movement of people away from immediate danger
· Treatment of casualties
· Arrangements for the displaced/non-injured
[bookmark: _Toc95395364][bookmark: _Toc114565424]Emergency Procedures including Event Evacuation Plan

Detail here emergency evacuation details for visitors as well as the event team and contractors, including car park.

You can refer to these on the site map and provide further details in the appendix.

Guidance - Include details of:
· Plans, instructions and briefing arrangements
· Escalation pathways
· Evacuation
· Escape routes and assembly points
These procedures may be included as an appendix to this plan.

Consider:

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. You can refer to these on the site map.

Hand-over procedures   
Detail 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. Counter terror and safety informationThreats, including terrorism, should form part of the event security risk assessment
Your risk assessment may be included in the appendix

Guidance:  Ensuring vigilance to the risks posed by terrorism in an ever-shifting threat-landscape is essential in order to maintain the safety and security of the communities in which we all serve. In order to assist you and staff / volunteers at your event and to develop awareness further we have provided some basic recommended actions that you may wish to complete: 

· ACT Awareness eLearning. It is free and takes just 45 minutes. You can find ACT Awareness eLearning on ACT Awareness eLearning - GOV.UK (www.gov.uk) )

· See, Check and Notify training. Staff/ volunteers could complete the individual SCaN for All package. This product is designed for all staff across an organisation to increase their awareness of hostile reconnaissance and how they can help to counter it. Further information on the SCaN can be found at See Check and Notify (SCaN) | CPNI

· Download the free ProtectUK App 

This app is available on the relevant app store (Google Play or Apple App store) and will keep you up to date with the current advice, guidance and bulletins. 

Launched in 2022, ProtectUK is a new central hub for counter terrorism and security advice. 

You can also visit the ProtectUK platform where you can access all the up to date guidance and training via the following link Protect UK

The National Counter Terrorism Security Office has worked closely with The Events Industry Forum on the Purple Guide, offering considerations and advice that event staff can take to counter terrorism.  
Purple Guide for the Events industry | ProtectUK












[bookmark: _Toc95395407][bookmark: _Toc114565467]11. Safeguarding - lost children/vulnerable personsDetail here the arrangements for safeguarding and reuniting lost children or other vulnerable persons with carers, parents or guardians.  You can identify any lost child/rendezvous point on the site map

Guidance - Describe safeguarding arrangements for:
· Children
· Young People
· Vulnerable Adults































[bookmark: _Toc95395363][bookmark: _Toc114565423].


12. CampsitesYou should check to see if any licences are required / restrictions apply. Contact the Council’s Commercial Services Team for advice. Email HBC.CommercialServicesTeam@hartlepool.gov.uk

Guidance - Provide details of all of the event’s camping including traders and artists who are camping and the arrangements for:
· Campsite design including access, egress and fire lanes
· Site rules
· Site densities
· Segregation of vehicles
· Provision of information and supervision
· Arrangements for fire (refer to section 8)
· Policies regarding LPG, open fires, barbeques
· Emergency arrangements
· Sanitation provisions
· Crime prevention
· Site services (lost and found, medical provision, waste)
· Site lighting
· Noise management (refer to section 14)

Guidance - Details of campsites and associated maps may be included as an appendix to this plan.



[bookmark: _Toc95395408][bookmark: _Toc114565468][bookmark: _Toc95395410][bookmark: _Toc114565470]13. Animal welfare  Guidance - Describe the arrangements for animal welfare if applicable to your event including:
· Site rules
· Limitations and restrictions
· Emergency arrangements
· Veterinary provision
· Incident reporting



14. Unmanned aircraft (drones) Guidance -
· Be aware of the potential risks from drones at your event
· Establish a drone policy and statement
· Make sure that event and security staff are fully aware of their roles and what they can and cannot do
· It is a criminal offence to interfere with a pilot who is in control of a drone in flight
Further guidance on drones is available on the CAA website. 



[bookmark: _Toc95395415][bookmark: _Toc114565475]15.  Infection Control – e.g. Arrangements for managing respiratory diseases including Covid-19Guidance - note: The information contained in this chapter sets out good practice that should be considered by event organisers. 

Guidance - Regular cleaning and disinfection are important
· Good ventilation is a key factor in preventing infection
· Avoid crowding and pinch points
· Consider on site illness
· Consider arrangements for cleaning / disinfection
Guidance - You should provide information on the above points. You may wish to consider your arrangements as part of your event risk assessment 




16.  Debrief and event review arrangementsDetail here 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 taken



















17. Appendices 

e.g. Event Organisers / Contact Information, Risk Assessments (including Fire Risk Assessment), Traffic Management Plan, Site Plan, Location Plan.













