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GUIDANCE FOR USE OF THIS TEMPLATE

This template has been produced by Warrington Borough Council to assist event organisers to develop effective event management plans. Each section includes a brief overview of what should be included but to ensure full understanding of what is required, the template should be used in conjunction with the Home Office Event  Safety Guide. 
While this template outlines the types of things which organisers should consider for inclusion in their plans and acts as a helpful starting point, it is not exclusive and event organisers may decide to add or remove sections or adapt the template depending on the nature of their event. 
Event organisers ultimately have responsibility for the safety of their event and therefore should ensure they are aware of all the current guidance and legislation with regards to event safety while planning their event. 
The guidance text at the beginning of each section can be removed as the plan is developed.

The following guidance should also be consulted when preparing your plan: 

· Events Safety Guide HSG195 (Health and Safety Executive)
· Good Practice Guide for small and sporting events on the highway, roads and public places (Home Office) 

· PART A – PLAN OVERVIEW
1. Introduction

	Include in this section details of the planning process, risk assessment process and where these can be found i.e. appendix, responsibilities, ownership, who has overall responsibility for the safety of the event.




INSERT DETAIL

2. Aim of plan

	Include aims of the plan some examples have been provided below: 

The aim of the plan is to: 

· Ensure safety of the general public and participating staff, contractors and volunteers

· Minimise hazards and prevent accidents 
· As far as possible minimise nuisance and disruption to businesses and other users of the wider event environment.



INSERT DETAIL
3. Background

	Provide an overview of why the event is taking place, the type of event it is, who will be involved, number of people attending, where, when etc




INSERT DETAIL
PART B – THE EVENT
	This section is for you to outline all the specific logistical aspects of your event. 




4. The Event 
	Include an introduction about key participating staff and agencies on the day also refer to appendices for specific accompanying plans e.g. incident management.  




INSERT DETAIL
5. Timings of the event
	This section should be the agenda for the day, with key times, locations and staff




INSERT DETAIL
6. The Route
	Include this section if the event involves a procession of any kind through the town centre e.g. military parades, fun runs and marathons etc. Include details of the route, timings, road closures, diversions, marshall points, route maps etc . Make sure Warrington Borough Council traffic management have been consulted and include any traffic management plans as appropriate  




INSERT DETAIL

7. Key Locations

	Include information about any key locations which will be affected by the incident and any associated risks (ensure appropriate risk assessments have been carried out). Include details of venue design, capacity, structures etc. 



INSERT DETAIL

8. Crowd Profile 
	Include details of who will be there, young people, teenagers, elderly and ensure any associated risks are assessed. Identify whether there are any risks associated with alcohol consumption on the day and ensure risk assessments are carried out as appropriate.




INSERT DETAIL

9. Medical provision

	Provide details of how first aid will be delivered to those attending on the day. What agencies will be assisting and where they will be based.  Include details of the process of dealing with serious injuries and whether ambulance services will be based at the event.     




INSERT DETAIL
10. Welfare Facilities 

	Include details and locations of toilets, disabled facilities, facilities for lost children, refreshments, food and drink for events staff and the public



INSERT DETAIL

11. Weather Forecast 
	For outdoor events include details of the weather forecast what the potential impacts/ risks are in relation to the weather and what contingencies are in place as a result (ie a wet weather plan).




INSERT DETAIL
12. Security 

	Include details of any specific security risks and what measures have been put in place e.g. VIPs attending etc 




INSERT DETAIL

13. Temporary Structures 

	Include details of any structures to be used on the day e.g. marquees, staging, barriers etc and ensure Warrington Borough Council building control have assessed the safety of such structures. 




INSERT DETAIL

14. Environmental Issues 

	Include details of any environmental issues associated with your event e.g. noise pollution and ensure Warrington Borough Council Environmental health have been fully consulted.  




INSERT DETAIL

15. Event Management Command and Control Structure 
	Include details of command and control centres in place to co-ordinate the event, where these will be based, who will attend, who will lead, what responsibilities they will have and how they will communicate with each other. Include here or in an appendix any contact details for the day. Include details of how the emergency services will be contacted if required.  (for internal WBC events this will be completed by the Risk & Resilience team in agreement with emergency services)



INSERT DETAIL
PART C – EVENT SAFETY
16. Event Planning and Safety Organisation  
	Include details of the event safety co-ordinator, organisation charts and level of safety responsibility background as to process undertaken i.e. Risk Assessments, who was consulted, who is responsible, details of public liability, consultation with Event Safety Advisory Group. Include details of any specific hazards relating to the location of the event, the activities taking place. Ensure full risk assessments have been carried out. 




INSERT DETAIL

17. Fire Safety
	Include provisions for fire safety making reference to any risk assessments carried out. Detail the  measures which have been put in place as a result of the risk assessments, set out entrance/ exit points and RVPs for emergency services. 




INSERT DETAIL
18. Media & Communications


INSERT DETAIL
PART D – INCIDENT MANAGEMENT
	Depending on the nature and size of the event and the associated risk assessments, you may decide to produce a separate plan as an appendix. 

You should consider what needs to be done based on the Home Office guidance, making sure you liaise with the Event Advisory Group for advice at all stages of the planning process. You may establish a separate planning group to specifically look at incident management for your event. This group should include representation from all agencies who would be involved in the response. 

The following key points the you should consider: 

· Identification of key decision making workers 

· Stopping the event

· Identification of emergency routes and access for Emergency Services 

· People with special needs 

· Identification of holding areas for performers, workers and audience

· Details of the script of coded messages to alert and stand down stewards 

· Alerting procedures 

· Public warning mechanisms*

· Evacuation and containment measures and procedures 

· Details of the script of PA announcements to the audience 

· Identification of rendezvous points for the Emergency Services 

· Identification of ambulance loading points and triage areas

· Location of hospitals in the area prepared for major incidents and traffic routes secured to such hospitals 

· Details of temporary mortuary facility (I would just refer to MF plans) 

· An outline of the roles of those involved including contact lists and methods to alert them

· Details of emergency equipment location and availability

· Documentation and message pads

* 'For events with an expected attendance of over 100 competitors or spectators, a public address system should be used to communicate any safety messages to the area they are assembled and a back up electricity supply provided'. [The Good Practice Guide for small and sporting events on the Highway, roads and public places (Home Office)]  




PART E - APPENDICIES

	Include appendices of any separate plans associated with the event or information which would make the main body of the plan unwieldy. Some examples are shown below:

The Traffic Management Plan & processional details

To be produced in consultation with Warrington Borough Council Transport Management where road closures/ diversions are required

Processional routes & sterile areas

Seating plans

Cheshire Constabulary Police plan

Event contact details

Steward guidance  

Communication plan 

Include details of how your event will be publicised what media channels will be used, any press releases to be issued. 

Incident Management Plan

Contractors safety plans/ policies



Consider the impact your event may have on businesses, communities and outline how you will communicate with them and publicise the event. Early dialogue will be essential if access to premises (residential or business) is likely to be affected by the event. (for internal WBC events involve the Communications team at the earliest opportunity to discuss ideas).
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