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This document is provided as a guidance document for the assistance of event organisers.  For larger events all of the sections should be used in the event plan, but for smaller events the sections that are relevant should be used.  As a general rule small events are classified as those attracting up to 500 persons.  For very small events such as family BBQs then a plan will not be required, but the organisers should still consider the risks involved, although these need not be written down.
More information on this document and the Safety Advisory Group process can be obtained via the website (http://www.chichester.gov.uk/article/24724/Health-and-safety#sag) or in discussion with any of the Emergency Services.
Further information on event planning can be found in the Sussex Local Authority Emergency Planning Group’s Guidance on Event Planning, a copy of which can be downloaded from the above link.  For large events you should refer also to the Health & Safety Executive guidance document HSG195 The Event Safety Guide, which can be downloaded from the HSE website.
1.0
INTRODUCTION

1.1
Background to the event
Give a description of the event including its history, if it has been held before.
Include full details of the event, making sure that the reader can fully understand the event by reading the document.

1.2
Event Synopsis
Include, if necessary, a synopsis of the event.  For example, the event plan for the Worthing Birdman Rally includes a synopsis covering the design and make of the different craft, the categories of flight and what they are trying to achieve.

It includes details of the video team and the large screens for public viewing, which help spread the crowd along the beach and prevent overcrowding.
It is understood that not all events will have these facilities and this section should be based on your event, however small or large it is.
1.3
Event Timetable
Include a timetable for your event.  If it is spread over a number of days include a time table for each day with start times, specific event time and end times.

2.0
EVENT MANAGEMENT
Give a brief description of the management of the event including details of the organisers, the organisation and whether or not the event is in respect of a charity.  Include persons or other organisation who are working with you to organise and manage the event.
2.1
Event Safety Policy Statement
Include details of the key agencies that have been involved in the planning process for the event or those who you have consulted.

Give a short statement in respect of the safety policy on the following lines:-
“The purpose of this plan is to ensure the appropriate arrangements are in place to hold an event that is managed safely, with clear roles and responsibilities identified and communicated, and that contingencies are in place should an emergency situation arise.”
2.2
Organisational Chart with key contact details
Produce a chart of the organisational structure of the event showing names and contact details, starting with yourself as the event organiser.

2.3
Levels of Safety Responsibility
Include a list of personnel and what they will be responsible for, i.e.:-

Joe Bloggs

· Overall management of the event

· Liaison with the Emergency Services

· Decision to cancel the event etc.

Fred Smith

· Health and Safety

Include all persons who would be part of the safety aspects of the event, whether in the planning stage or at the event.  If the emergency services are involved in the planning process, then include what they would do, after consultation with them i.e.:-

Sussex Police

· Overseeing crime and disorder problems

· Co-ordination of emergency response in the event of a major emergency etc.

West Sussex Fire & Rescue Service

· On call as necessary in the event of an emergency etc.
It is essential that you consult with all the emergency services, all necessary departments of the Local Authority and others during the planning meetings for the event.

2.4
Security Personnel/Stewards

Advise who is providing security personnel and stewards and what numbers you intend to recruit.

Where security personnel or stewards are employed for the event, whether paid or volunteer, then their responsibilities and details of their briefing should be included.
Advise as to how they will be briefed i.e. verbally through briefing?  If so then will they provided with a bullet point list of key responsibilities and contact names/numbers.  Will they sign a document after the briefing to confirm that they have understood their responsibilities?  Might be worth providing a written briefing document as well.  Also state how security staff and stewards will be identifiable.  This is usually done using tabards and it is best to have separate colours for security and stewards, preferably with this information marked on the back, so that it is easier for all to distinguish each person’s role.
2.5
Statement of Intent
See sample at Appendix “A”.

3.0
EVENT RISK ASSESSMENTS
The Management of Health and Safety at Work Regulations 1999 (Management Regulations) require all employers and self employed people to assess the risks to workers and others who may be affected by their work.
The purpose of a risk assessment is to identify hazards which could cause harm, assess the risks which may arise from those hazards and decide on suitable measures to eliminate, or control, the risks. Significant findings of the risk assessment must be recorded if five or more people are employed.

A hazard is anything which has the potential to cause harm to people.  This could be a dangerous property of an item or a substance, a condition, a situation or an activity.
A risk is the likelihood that the harm from a hazard is realised and the extent of it.  In a risk assessment, risk should reflect both the likelihood that harm will occur and its severity.

There are five steps which need to be taken to assess the risk associated with staging an event:-

	Step 1
	Identify the hazards associated with activities contributing to the event, where the activities are carried out and how the activities are to be undertaken.

	Step 2
	Identify those people who may be harmed and how

	Step 3
	Identify existing precautions, eg venue design, operational procedures or existing “safe systems of work”

	Step 4 
	Evaluate the risks

	Step 5
	Decide what further actions may be required, eg improvement in venue design, safe systems of work etc.


The risk findings will need to be recorded and a system developed to ensure that the risk assessment is reviewed and, if necessary, revised.  A sample blank risk assessment form is shown below which can be used.

When working out the risk factors a five by five risk matrix is normally used and a copy is reproduced below which you can use.
RISK RATING MATRIX



	
	
	
	
	

	

	
	
	
	

	
	
	
	
	

	

	
	
	
	

	

	
	
	
	





Example only
	Activity
	Persons at risk
	Significant hazards
	Risk
	Risk control measures
	Residual risk

	
	
	
	L
	S
	Risk
	
	L
	S
	Risk

	Attendance at event
	Public

Event personnel
	Overcrowding
	4
	3
	High
	Limit numbers of persons.

Security staff in place
	3
	2
	Medium

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Name of assessor:                                                           Signed                                                Dated
I have read and understood the above risk assessment.  Signed (Event organiser)                                          Dated

4.0
SPECIFIC DETAILS OF THE EVENT
4.1.
Venue
Include a brief detail of the venue you will be using for your event.

4.2
Structures
Include details of all structures you will be using including any temporary structures such as stages, scaffolding and tented structures.  The sizes of any temporary structures should be given.

Structures will need to be checked once erected.  Explain how and who will do this – competent person.  Completion certificates will need to be obtained.

4.3
Audience Profile and capacity
Give an estimate of the numbers expected.  If the event is being held in an enclosed area the numbers must be agreed with the emergency services and depend on such things as the area available, numbers of exits and exit widths.

Include detail of who the anticipated audience will be, for example, is the event being advertised as a family event where parents with young children will attend, or is it for adults only.

Explain admissions policy.  Ticketed event?  Free event?  Will wrist bands be used to distinguish between different groups?

4.4
Communications
Identify how communications will be established for the event. If, on larger events, radios are being used, detail who will have radios, what channel will be used and their call signs.

Provide a list of contacts, which should include all the people having a responsibility at the event, including their name, their role, the radio call sign (if used) and their mobile telephone number.

Include on the list other useful contact details which might be needed in an emergency.

This information could be extracted from this plan and given to each event person who needs it on a pocket sized card which can be used as an aid memoire.

If different codes are going to be used in an emergency these should also be identified.

4.5
Concessions
If you are using any on site concessions, or bringing in concessions for your event, then these should be identified here.  All the paperwork required in respect of the concession, for example food hygiene and any risk assessments should be sent to the Local Authority with this plan.
Advise how you will be checking the paperwork to make sure that it is not out of date.  How will waste water be disposed of?
4.6
Contractors
If you are using contractors for any part of your event, for example for the erection of staging or electrical or sound works, then details should be included here.  Full details of the contractors together with their safe systems of work and risk assessments must be submitted to the Local Authority with this plan.
4.7
Electrical

Provide details of electrical supplies i.e. generators, who will be inspecting the supplies and testing.  Electrical Certificates will need to be obtained to demonstrate that installation and supply is safe and will cut out in time if there is an issue.  Also PAT testing of portable electrical equipment.  

4.8
Water Supply

Where will water be drawn from i.e. mains water supply, private water supply etc.  Will the water be tested?  Is the supply fresh and wholesome?  How will water be distributed across site?  Will stand pipes be sterilised?  Will distribution network to food outlets/drinking water be via food grade hosing?  Are bowsers being used?  How will waste water be disposed of?
4.9 
Camping

Are camping facilities being made available at the event?  If so is there any additional info or considerations from a safety perspective?  If site on a field used for grazing, when were animals taken off and will animal excrement be removed?
Are emergency procedures still the same during night time camping?  Is emergency vehicle access to camping area still possible at night time?  Contact name and number for person overseeing camping at night.
4.10
Welfare arrangements/toilets/refuse
Include the arrangements you are putting in place for the welfare of those persons attending your event, and also for all the staff assisting you.  This should include the provision of toilet facilities, removal of human waste, food and drink for staff and the arrangements for clearing the site of refuse at the end of the event.  It may also have to include the provision of shelter in extremes of weather, depending on the time of year.
4.11
Fire Precautions
You are strongly advised to consult with your local Fire Safety Officer in respect of the Fire Precautions for your event.
Where temporary or other structures are in place, or if the event is in an enclosed area, then specific advice from the Fire Service will be required and a Fire Risk Assessment may be required.
The Fire Service can also advise on fire exit signs, emergency lighting and the provision of portable fire fighting equipment.
Any potential fire risks could be mentioned, such as use of oil and gas supplies, barbecues if camping is being provided etc Summarise how these risks are to be managed.

Access to site is something that can be considered as part of the Emergency Plan later on in the document.
4.12
First Aid
You are strongly advised to consult with the local NHS Ambulance Service in respect of the first aid requirements for your event.

Detail here what first aid arrangements will be provided (i.e. equipment/facilities) and by whom and what their qualifications are. The company providing first aid should be able to provide a mission statement outlining the above and the extent of the cover, along with insurance documents.  Include any such documentation as an appendix.

If your arrangements are not provided by the NHS Ambulance Service, then set out the arrangements for the transport of persons to hospital.  It should be noted that the nearest hospital might not be the nominated receiving hospital for certain types of injury, which is why it is important to consult with the NHS Ambulance Service.

4.13
Special effects/pyrotechnics etc.
Detail what, if any, special effects or pyrotechnics are being planned for your event.  These should only be managed by reputable professional companies and should comply with the Health and Safety Executive guidance HSG123 – Working together on firework displays.

4.14
Music levels etc.
If you are providing amplified or other music for your event, detail how you will control the noise levels so that it does not become a nuisance to neighbours.  The Local Authority Environmental Health Officer can give you advice on this and may monitor the levels during the performance.

Have local residents been written to about the event advising of impact through noise/traffic etc?  Will a dedicated noise hotline be provided, if so what is the number?  Who will be noise monitoring/controlling the music?  What are their credentials?  Have they direct communication with the mixing desk?  Are bands briefed prior to performing?  Description of music.  Any profanity in the lyrics?  Who to contact if Local Authority receives noise complaints.

4.15
Lost/Found children
If you event is a family event where you expect numbers of children, your plan must contain a robust arrangement to deal with lost or found children.  Further advice on this can be obtained by talking to the Police.

There should be a clearly signposted location where lost children can be taken and parents can report a lost child.  It should be staffed with a minimum of two CRB checked persons for the whole time that the event is taking place.

Your plan should include details of how this will be managed, how information of lost children will be broadcast and the arrangements, including a timescale, on how and when the Police will be informed.  An example of a lost or found child is given below.  If radios are used by the event management team and security staff/stewards, then an announcement should be made over the radio.

Some prefer to contain this information in a specific policy that is attached as an appendix.  This makes it easier to circulate to security staff and stewards.

“Ladies and gentlemen …….(wording to be confirmed by Mark Stevens)…”

4.16
Lost/found property
Details should be included on how any lost or found property will be managed, including where it should be taken, the security of it and what will happen to it if it is not claimed at the end of the event.
4.17
Severe/Extreme weather
Detail should be included on the action the organisers will take in the event of severe/extreme weather and who will make the decisions required.  Could be that tracking will be laid on the ground or there is access to tractors to pull out vehicles if necessary.  This should include the cancelling of the event due to weather, or the extra arrangements that may have to be put in place for heatwave conditions.
5.0
SITE SAFETY PLAN

5.1
Site plan
A scaled site plan should be provided showing the whole site, all the detail of the individual items of the event, any areas that will be fenced off, areas covered by a Temporary Events Notice for the sale of alcohol, exits including exit widths, emergency lighting and portable fire fighting equipment.  The more detail that can be included on the plan the easier it will be for the Safety Advisory Group to understand your event.  The Local Authority may be able to assist you by providing a scale plan of the area.

5.2
Site Safety
If necessary, include here detail of the site safety rules, including details of the site crew managers and safety coordinator.

Where the event includes large temporary structures such as stages with overhead lighting gantries, then you may be asked to provide structural safety calculations and drawings.
6.0
CROWD MANAGEMENT PLAN

Include details of the expected numbers of people and the numbers and type of stewards that you will be providing.  Remember that if you have a licensed area you may have to have SIA registered security staff for these areas.  If you event is in an enclosed area, identify how many stewards will be at each entrance/exit and how emergency exits will be staffed.
Detail the chain of command for crowd management and the methods of working for stewards and security staff.  All stewards and security staff should be briefed prior to the start of the event.  It is advisable to make a note of those who attended the briefing and what instructions were given to them.  If possible give them a bullet point summary of the points mentioned at the briefing.

If barriers are to be used, then details these, including them on the site plan.  Consider the access and egress points to the site and whether they are suitable for the numbers attending.

6.1 
Alcohol and Drug Policy

Confirm whether alcohol being sold or not and under what permission.

It may be appropriate to outline which policies and procedures are in place regarding the sale of alcohol and prevention of drug use at the event.  i.e. Challenge 21 Policy for alcohol sales.
Drugs amnesty bin? Search policy may be required before entry.  This is a security function, which can only be undertaken by SIA registered personnel
The security provider should be able to supply a method statement detailing a drugs/search policy.  If method statement is available then attach as an appendix.
7.0
TRANSPORT MANAGEMENT PLAN

7.1
Parking arrangements
Consider how your event will impact on parking in the area.  It may be that you will have to request the suspension of certain parking bays, and this needs to be done some time in advance of the event.  In your publicity for the event, detail the location of existing off street car parks, and also consider where you will park your event vehicles.
If parking available on private land, then how will this be managed i.e. layout of parking, overseen by stewards who have been briefed on what to do, markers erected to make it easier for people to identify their car.

7.2
Highway issues
If you event is wholly or partly on a highway you will have to apply to the Local Authority for a road closure order.  Your application should be submitted at least six weeks prior to the event as the Local Authority is obliged to consult with other organisations on the closure.  One of the organisations in the consultation process will be the local bus companies and if your event will close a bus route, you may be asked to show how this will be managed and suggest an alternative route.

REMEMBER you cannot legally close a road without a road closure order being in place.  You will also require adequate signage of the road closure and any diversions you have put in place.  The County Highways Depot may be able to assist you in providing signage.  For very large events the Automobile Associations can assist in providing signage, but that may be at a cost to the organiser.

All the road closure points will have to be stewarded so do not forget to include these numbers in your list of stewards.  All stewards in charge of road closure points must be over 18 years of age and should be briefed specifically on their duties.  If possible they should be in contact with the event control by radio.

Although the Police will be willing to assist in the planning of the event, their attendance at the event, especially at road closure points cannot be guaranteed.

Consider your vehicles access and egress from the event site, including a “green route” for emergency vehicles.  Note in this section and on the site plan the emergency vehicles rendezvous points and access points.

8.0
EMERGENCY PLAN
This section should contain the detailed arrangements that will be put in place in case of a fire or other similar event where evacuation may be necessary.  It should detail:-

· What staff should do in the event of an emergency

· How they would raise the alarm without causing panic

· Who they should report to

· Who is responsible for calling the Emergency Services

· Who will meet the Emergency Services and the rendezvous point

· What message should be given out over the public address system.  A sample message is shown below.

Sample message:-

“Ladies and Gentlemen, due to unforeseen circumstances we will be evacuating this area (or define the area) at this time.  Please leave the area (by the nearest exit)(in a Westerly/Northerly etc. direction).  The stewards will be directing you to your nearest exit route.”

Your Emergency Plan should include details for how you will deal with emergencies in liaison with the Emergency Services and Local Authority.  It should include:-

8.4
Fire and explosion
How you will deal with a fire or explosion on site.  This will tie in with your evacuation plans and emergency services rendezvous points.  It should include who is responsible for calling the emergency services and how they will be met.
Identify the duties of stewards with regard to this and their responsibilities for the safety of the public.

8.5
Terrorism
It is most unlikely that terrorism will affect your event, but that does not stop people making malicious calls or bomb hoaxes.  The way these incidents are dealt with is different than other incidents such as fire.  Advice should be sought from the Police.
8.6
Structural failure
Unfortunately there have been several incidents in the Country of failures of air operated structures, so care should be taken when selecting suppliers of these facilities to ensure that they have full and sufficient safe working practices.

If your event has any other temporary structures then consider here the consequences of any failures and how you would deal with them.

8.7
Crowd surge/collapse
The way in which crowds behave and respond is a combination of physical and other factors.  The dynamics of the crowd will depend, in a large part, on the activities of the crowd and this, in turn will be influenced by the character of both the crowd and the type of event.
You are advised to discuss the crowd management issues with the Emergency Services in the event planning meetings prior to the event.

8.8
Crowd Disorder
The reasons for crowd disorder are numerous and are not just the result of the influence of alcohol.  You will need to incorporate in your plan how such matters will be dealt with and by whom.  If you are employing SIA registered security personnel then you should detail what their response will be.  Further advice on this should be sought from the Police.
8.9
Lighting or power failures
If your event is held in the hours of darkness, then a lighting failure could result in crowd problems and also affect means of escape.  A power failure in respect of an event where power is essential could also result in crowd problems.
You should identify in your plan how you will maintain the resilience of power and lighting, especially in respect of illuminated exit signs and power for public announcements.  You may be providing power from the mains supply or by generators, but in any event you should cater for outages and also provide torches etc. to essential personnel.
APPENDICES
Include any relevant documents/plans /maps that support the information provided above i.e.

· Statement of Intent
· Site plans

· Any documentation to do with structures, electrical supplies etc.  For instance if a fun fair is part of the event, then each ride should have documentation to confirm it has been tested and safe for use.  Same applies to inflatables.
· Mission Statement from First Aid provider, outlining extent of cover and credentials.  Also obtain insurance document
· Mission Statement from Security supplier – Drugs Policy, Search Policy, Ejection policy

· Lost/Found Children Policy
· Summary of emergency plans

· Briefing document for stewards/security staff

Make sure EMP and supporting documents, such as completion certificates for structures and electrical safety certificates are contained in a folder or group of folders that can be accessed via the site office/control point.
Appendix “A”

Statement of Intent
The […………………………….]event is a [………..explain type of event]

Plans are put in place to manage this event to minimise the risk to all those involved in the event, including the public, and details of these can be found in the [..insert event  ] plan.
The significant risks to be considered are :-

· [Set out significant risks]

The following policies are in place to minimise these risks:-

· [Set out the policies in place]

[Insert name of organisers] is/are the main organisers for the [insert event] but agencies are used to deliver elements of the event management.

The following agencies are involved in the [insert name of event] and these are their areas of responsibility in response to risks:-

Representatives from [insert name of organisers]
· [List their responsibilities]

[List all other agencies and their responsibilities]
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