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This Event Management Plan (EMP) template has been created by the Visit East Yorkshire Events Team (VEY Events) and acts as a rough guide for event organisers, looking to create an Event Management Plan. 
Note: Every event is different, and has it’s own requirements and things to consider when writing an EMP. 
Please contact us on info@veyevents.co.uk for further advice and support.
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Introduction 

Use this space to introduce your event and provide some background information, when and where is it held? How many years has it been running for? What are the basic attractions or features of the event?

Provide information on who organises the event, is it a Business, a Town Council or a Committee? 
Aims and Objectives

This Event Management Plan is intended to provide general information about your event name, and outline key responsibilities and roles within its organisation. This plan also aims to provide details and procedures for any incidents that may occur during the event that could pose a risk to the safety of staff, contractors or the public. 
Event Management Overview

* understands the importance of having an Event Management Structure in place to ensure the planning and delivery of the event is well co-ordinated and efficient, with clear roles and responsibilities between Council Staff, Key Events Contractors and other persons/organisations. This co-ordination ensures that health and safety procedures and emergency plans are as efficient as reasonably practical, should any incidents arise during the event. 
The following is only required if advise and support around public safety is required
* has presented the event plans to East Riding Councils Safety Advisor Group (ESAG) which also includes Humberside Police and Humberside Fire and Rescue. EY Events has liaised with the Advisory Group and followed any actions required or advised as part of the planning process of the event. EY Events has held a separate meeting with Humberside Police, and taken action on their advice and recommendations regarding safety and security at the event.
Event Location and Key Areas
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Add description

Key Timings
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Organisational Structure
ADD
COVID-19 Protocol – remove if no longer applicable
In consultation with Public Health a COVID Risk Assessment has been produced which highlights the implemented COVID measures for the event. 
Example measures include:
1. A COVID declaration for all event staff/ contractors 
2. All event staff to conduct a Lateral Flow Test 24 hrs prior to the start of the event
3. Appropriate PPE to be worn by staff/contactors/volunteers
4. Enhanced hygiene facilities across event site inc hand wash stations/ masks and sanitiser available
5. Increased pre event communications to potential visitors encouraging Public Health advice messages 
6. A Public Health presence at the event to include advice and guidance along with Lateral Flowing testing kits



Contingency (Staff Illness)

A number of contingences have been made to ensure event staff can be replaced due to illness. These include:
Audience Profile 

· Age Range: All ages 
· Male to Female Ratio: 50:50 
· Alcohol / Drug Consumption Level: Low
· Audience Factionalism: None 
· Pre-Event Queuing: No pre event queuing except marketing stalls when busy 
· Other relevant information: This event will encourage visits from families and therefore children 
Staffing

Several of the Key Event Management Contacts for the * will be providing their own staffing for their particular service, e.g. Security Staff or Medical Staff. 

In the unlikely case of an emergency/incident where the Emergency Services are required, EY Events will work under the Emergency Services. Contractors and other event staff will be utilized in helping with an incident if needed.

Dress Code

All staff will be advised to wear warm clothing and suitable footwear, as the majority of their working day will be spent outside, covering the footprint of the festival. High visibility jackets will be provided to staff so that they can be seen in the dark whilst directing traffic around the market and so the Public can see their presence during the day. 

* is not responsible for the dress code of other contractors but will advise that they be in a visible uniform that is suitable for any potential weather conditions.
Security staff and Medical staff will wear relevant, visible uniforms so that the public can recognize them, if required.

[bookmark: _Toc371424535]Risk Assessments
Risk Assessment (event organiser)

* have completed a risk assessment for the festival as they have overall responsibility of the event. The Risk Assessment shows a broad overview of the main risks of the event and the processes in place to reduce them from happening with details on processes available in this Event Management Plan. The Risk Assessment can be found in the appendix of this Event Management Plan.


Risk Assessment (from Contractors/Other)

A Risk Assessment will be requested from several key contractors. 
Emergency Services

VEY Events has held separate meetings with Humberside Police and taken action on their recommendations regarding crowd management, security and counter terrorism.
Medical Cover

* have been appointed to provide medical provision at the event. * have completed a YAS Matrix Form outlining the specific attributes of the event. The information provided has generated an advisory level of medical provision which we have ensured we will provide on the day of the event. 

* have created a medical plan which can be found in the appendix, along with the completed YAS Matrix. * will be aware of Incident Codes and other event procedures detailed in this Event Management Plan. 

EY Event Management will have an ‘Emergency Only’ radio between * Medical Director and * to report any Medical Emergencies or other Incidents.

In line with the YAS Matrix Form, * will be providing:

Resources
1X Fully Equipped Front Line Ambulance crewed with 2x EMT’s BLD
1x 4x4 Response Vehicle crewed by EMT and First Aider
1x Medical Support Unit 
1x Lost Children Post signposted – CasCare safeguarding in place

Staff
1x Managing Director/Control (EMT and Blue Light Driver trained)
1x Paramedic
1x Nurse 
1x First Responder (Blue Light Driver trained)
1x Advanced First Aider
2x First Aid 

The nearest medical centre is * and the nearest hospital is *.
Medical Emergency
In the event of a medical emergency, Incident Code ‘Blue’ will be broadcast over the radio to make Medical / Event Management aware along with details of incident and location. 

* will take responsibility for dealing with any medical incidents initially and will coordinate for further emergency services to be contacted if required.


Security 
* have been contracted by * to provide SIA Badged security personnel and an operations director throughout the event. 

* will be utilized in carrying out the following roles at the event:

· Crowd Control
· Safe Pedestrian Access
· Traffic Management
· Crime Reduction 
· Directional Stewarding
· Road Closure Stewarding
· Incident Reporting
· Lost Children Process 
· Checking Pedlars Licensing
· [bookmark: _Toc371424533]Response
Contingency 

Should the UK Counter Terrorism Threat Level increase prior to the event, *will have direct communication with the key emergency services to establish if the event is safe to go ahead. In preparation, we have verbally agreed with security/medical and vehicle mitigation contractors that they could significantly increase our current level of provision on advice from the Police. 
Stewarding
* will be providing stewards for the event who will be fully briefed on their roles and emergency procedures before the event. Stewards will be on site from approximately * hours to *.  Stewards will work under the Event Manager and will have radio communication to Event Management throughout the day. There will be a rota provided to ensure that stewards are also within the key areas of the festival between * hours and *. 
Stewards will be utilized in carrying out the following roles at the event:

· Assisting in the stallholder load-in and load-out
· Carrying out foot patrols in key areas of the market
· Helping the public with any queries 
· Directional Stewarding
· Road Closure Stewarding
· Incident Reporting/Response
· Lost Children Process 

Volunteers
Please state – does your event require VEY volunteers? 
What will be the roles of the volunteers?

Evacuation Procedures
Definition and Procedures

In respect of the event, an evacuation would be the process of removing people from a potentially dangerous or life-threatening area, to reduce risk of injury and enable access for emergency services if required.
In the unlikely event of any evacuation, it will be authorised by the Event Manager / Security Director. An evacuation would only be required if the level of risk rises to ‘severe’ or people’s lives are deemed to be in danger as a direct result of the incident.  
Depending on the severity of the incident it will need to be determined by the Event Manager / Security Director whether it will be necessary to conduct a part or full evacuation.

A part evacuation would be a smaller section of an area, e.g. an incident with the fairground rides may require people to be evacuated from the area around the rides in Saturday Market. This does not mean that the whole of the market needs evacuating.

A total evacuation would be for a more severe incident where a whole market area or the whole of the site requires evacuating. 
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If an area needs to be evacuated, Incident Code ‘Red’ will be broadcast over the event radio system along with details on the incident, whether it’s a part of total evacuation and the location.
All Event Stewards would respond to the location, the number of Security Staff attending would be at the discretion of the Security Director/Event Manager to avoid any areas losing cover if possible.
Any evacuation will be controlled and conducted in the first instance by * staff and Security who will have radio contact throughout the day. 

In the unlikely case of any type of evacuation, the * will notify the police and any other relevant services. They will liaise with the police and provide technical advice as required and provide accurate information on the Incident and its location.
 
Stewards and security staff should ask people to move and direct them to an agreed alternate location as quickly and as calmly as possible. Depending where the evacuation is, a PA system may be utilised or if a PA system is not available, megaphones should be used. 
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If an area needs to be evacuated, Incident Code ‘Red’ will be broadcast over the event radio system along with details on the incident, whether it’s a part of total evacuation and the location. All Events Stewards and Security Staff will respond to the location and Security Director / Event Manager will take charge initially.
A total evacuation of the site would be required if there was a major situation/incident such as; a large scale terrorist attack, bomb threat, large out of control fire, riots or instances of large public disorder including weapons to name a very select few. 

If it is decided by * that a total evacuation is required, the emergency services will be notified in order to deal with the emergency in hand. The evacuation point is *. Festival visitors will be directed towards this open area during the evacuation procedure. 
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Suspect Package
If a suspect package is brought to the attention of event staff or other contractors, the Incident Code ‘Black’ will be broadcast across the radio system notifying the Event Manager and Security Director, along with the location of the package and other details. 

The Police will be notified immediately on 999 and the package should not be touched or moved. The police have policies and procedures in place in the event of this happening.

Security staff will respond to the location of the suspect package to ensure it remains under surveillance and is not disturbed until the Police arrive. 

The Police will be responsible for the co-ordination of any response to a suspicious package or vehicle. 

Whilst waiting for the emergency services arrive, Event Manager / Security Director will identify the extent of the area that may require evacuating if the police deem it to be necessary. (see Page 10 for evacuation procedure). 

Stewards and Security staff will be utilized in assisting the Police get to the location of the suspect package and should be used in clearing the way for any vehicles as safely as possible.

Stewards and security staff will be briefed to be vigilant throughout the festival area and alert for any potential suspect packages. 

The questions the Police will ask relating to any Suspect Package will be:
 
· Is the item hidden?
· Is it obvious?
· Is it typical – would you expect to see it there?
· What is it? Describe the item/size
· Where is it? Location of item – and access route for Police
· When? – When was it found and has it moved?
· Why? – Why is the item suspicious?
· Who? – Who found it? Who might be the targets or witnesses?

All event staff and security staff will be made aware that if they see anyone acting suspicious or asking anything that makes to report to the police immediately and notify event management. Events Staff and Security staff will be located throughout the key areas of the festival throughout the day. Police and event staff briefed on sterile areas and will check for any suspect vehicles prior to vehicle mitigation measures beginning.

In the event of an explosion/bomb

In the unlikely event of an explosion/bomb, Incident Code ‘Yellow’ will be broadcast over the radio system along with location and details. All Events Staff, Medical, Security and Fire Marshal will be alerted to attend and Emergency Services will be notified straight away. Once emergency services are on the scene, responsibility will be passed over to the Fire Brigade and Police / Ambulance as the emergency services have policies and procedures in place in the event of this happening.

Event Manager / Security Director will liaise with the Emergency Services whilst waiting for them to arrive and may carry out a part or total evacuation under advice from the Police. 

Stewards and Security staff will be utilized in assisting the Police get to the scene and should be used in clearing the way for any vehicles as safely as possible. * will be utilized in attending any injured whilst the Emergency Services arrive. As part of the medical provision, * have a Paramedic and can carry out a Blue Light Ambulance run if needed.

Stewards and security staff will be briefed to be vigilant throughout the festival area and alert for any potential suspect packages. A Fire Marshal will be on site throughout the day checking the any Generators / LPG equipment meets the Terms and Conditions of the event and appears to be safe. 

Generators

* will be providing 3x generators for the festival - locations. 

* will provide risk assessment, method statement, public liability insurance and generators will be installed by professionals representing the company. A site visit will be completed with * before the event and a load-in and load-out schedule agreed. 

Freestanding stallholders may bring a diesel only, silenced generator if they meet all the event Terms and Conditions and provide the correct documentation. The Stallholder Terms and Conditions details the health and safety requirements for all stallholders, and in particular, those with LPG Equipment / Generators. (This can be found in the appendix of the Event Management Plan). 

Fire Safety

A Fire Marshal from * has been contracted to oversee Fire Safety at the event.  

The Fire Marshal will be on site from * and will check the safety of the generators / gas equipment from Freestanding Stallholders as a priority and report any concerns to * who have the right to close any stalls deemed unsafe.

In the event of a fire, Incident Code ‘Pink’ will be broadcast over the radio system along with location and details.  Events Staff, Medical, Security and Fire Marshal will be alerted and the fire brigade notified. 

The Fire Marshal will carry fire extinguishers throughout the day and would respond to any reports of smoke/fire. Other incident codes may be used if an Evacuation or Medical Emergency is declared.

Once emergency services are on the scene, responsibility will be passed over to the Fire Brigade and Police / Ambulance may be notified.

If a fire breaks out in the main market areas an evacuation may need to take place, at the discretion of the Emergency Services and Event Management. The higher risk areas for fire are around the stalls with gas/generator equipment and stalls that are selling alcohol.

Any stalls that are bringing a Silenced Generator / LPG Equipment must have notified EY Events before the event and sent corresponding risk assessments, PAT certificates and Gas Safety Certificates before the event. Stallholders must also bring relevant PPE when dealing with generators and ensure they are set up by a competent person, in a safe manner. This ensures that equipment being brought in has been certified as safe and is well maintained. It also ensures that stallholders have processes in place for the protection of the public and minimising risk.

Temporary Structures

Temporary structures such as fairground rides, marquees and supplied market stalls will be present at the event. All structures will carry their own risk assessments. All temporary structures will be erected and checked on site by professionals. 

Emergency Procedures and Medical Cover are in place should any Temporary Structures collapse. These structures will be constantly monitored by Security, Event Staff and Medical personnel throughout the event.  
Market Stalls

If applicable
Marquees

A total of * marquees will be provided by * for the festival, set up from * hours on * and taken down after the event at around * hours. * will provide a set-up schedule and will be briefed by the event organiser during a walk-about meeting prior to the event.  
Marquees are used as weather protection for entertainers; there is a very low risk of overcrowding as it is only the entertainers that will use them. Members of the public will not be watching performances inside the marquees. 
If a marquee collapses, there may be some injuries if there are performers in the marquee, and also spectators who gather around. 

If a Medical Emergency incident arises due to a Structural Collapse, Incident Code ‘Blue’ along with location and details will be broadcasted on the event radio system and CasCare Medical / Event Management will respond. All marquees are located close to the emergency access points so if there are any serious injuries, ambulances will be able to access the areas quickly and efficiently. 

* will also be given an emergency contact number for *, in case they are any issues or incidents they can be contacted and will be able to respond. They will also have Event Management contact details in case of adverse weather the event organiser would follow their advice on any potential break-downs to avoid collapse/injury. 

Communication

Communication (Internal Event Management on the day)

Event staff/ stewards and key contractors will be provided with a radio by * for setup and breakdown of the market to ensure effective communication.

All staff and others working at the festival will be contactable via mobile phone if for whatever reason the radios may be out of range. Event core staff will provide all other staff, contractors and entertainers with their mobile numbers for any issues on the day. 

Communication (Public on the day) 
 
In the unlikely event of a part, or full evacuation, communication with the public is vital in achieving a safe and organised evacuation process.

PA system?

Megaphones?

PA systems/megaphones may also be used as part of the Lost Children Process.

Lost Children

At any event attended by children, there is the potential for them to become separated from their parents or responsible adult. A visible Lost Children’s point will be located * and the Lost Children Process is detailed below. * will be providing the first aid point, signposting it and providing staff to assist with Safeguarding/Lost Children process.

Event stewards and security staff and medical staff will be briefed on the Lost Children policy and the following incident codes (Green – Lost Child) and (White – Parent/Guardian Losing Child) will be used across the internal radio system to make staff aware if a lost child situation occurs. 

Lost Children Procedure (If A Child/Vulnerable Adult Appears Lost)

A child or vulnerable adult that appears lost should be approached by an event steward, security personnel or medical staff and asked if they know the whereabouts of their parent/guardian. 

If they still appear lost they should be led to the Lost Children Point where they will be encouraged to remain until they can be re-united with their parent or guardian. 

The child or vulnerable adult will be gently asked for as much information as possible on their parent/guardian, their name, who they are with, where they last saw them and a description. 

This information will be given to the Events Manager and Security Director who will make security staff aware/organise a search of the event area using Incident Code ‘Green’. 

If the name of the parent/guardian name is known, an announcement will be made via the PA system/megaphone ‘’this is a public announcement, could (the name of the person) please come to the First Aid point located at *. 

If the name of the parent / guardian is not known, an announcement will be made via the PA systems ‘this is a public announcement, please remember this is a busy event, if you have been separated from a family member please go to the collection point located at  * 

Any PA announcement should not mention the name of the lost child/vulnerable adult.

If a parent / carer / guardian is not located within 30 minutes, EY Events will contact the police for assistance.

Lost Children Procedure (Parent/Guardian Reporting Lost Children)

If a parent / guardians reports a lost child they will firstly be reassured that the Lost Children procedure will be initiated, stewards and security notified and a search organised. The Events Manager and Security Director will be notified using Incident Code (White). 

The parent/guardian will be encouraged to report to the Lost Children point where details will be taken of the missing child. Name, age, sex, ethnic origin, hair colour, build, clothing, location last seen and who they were with. 

Once details of the missing person are taken, these will be passed over the radio to Security Director who will co-ordinate the initial search of the area. If the child or vulnerable person is not found within 30 minutes, the police will be notified. 

When the child or vulnerable person is found, they will be led to the Lost Children point to be re-united with the parent/guardian. 

If a child or vulnerable adult is reluctant to go with the parent/guardian then the adult should be asked for proof of ID and their signature. The event manager may contact the police if felt necessary. 

Once a child or vulnerable adult has been collected, all stewards, staff, security and the police will be notified immediately. Any Lost Children incidents will be logged and filed by *. 










	Incident
	Code
	Action

	Emergency Evacuation
	Red
	Emergency Services notified immediately, Security/Stewards/Medical to respond initially. 

	Bomb/Explosion
	Yellow
	Emergency Services notified immediately, Security/Stewards/Medical to respond initially.

	Fire
	Pink
	Fire Marshal/* notified immediately, may require Emergency Services.

	Medical Emergency
	Blue
	* respond initially and take charge, may require Emergency Services.

	Public Order
	Orange
	*Security respond initially, may require Emergency Services

	Suspect Package
	Black
	Notify Police immediately, *Security respond initially.

	Lost Child
	Green
	* overseeing Lost Children point.


Incident Codes 


Licensing
* are working with ERYC’s Licensing Department on a number of licensing requirements for the event. 

Temporary Event Notice

All stalls that are selling alcohol are required to apply for a Temporary Event Notice (TEN’s) via ERYC Licensing. 

Street Trading Application

For all traders

Waste Management

[bookmark: _Toc371424532]Any extra provision required?

Adverse Weather
Members of the public will be under their own duty of care to ensure that they are suitably dressed for the conditions of the day. If there are any incidents where people have been caught off guard with the weather and become ill, then CasCare are located in the area with a visible First Aid point and will be able to deal with any casualties that may come to light. If the weather becomes too severe, then EY Events may have to take the decision to cancel the event.

Event Cancellation
Before the Event

In the extremely unlikely event that the *EVENT NAME has to be cancelled before the event, an emergency press release would be issued explaining the situation and stallholders would be notified where possible. Should the UK Terror Threat Level be raised to critical meaning an attack is expected imminently, the event manager would liaise with Humberside Police for advice. 
During the Event

In the extremely unlikely event that the *EVENT NAME has to be cancelled during the event, the Police will be notified as there may be crowd control issues. The announcement would be made across PA systems and megaphones may be utilized along with event stewards and security staff. (Please see page * for evacuation details).  
Traffic Management

Visitors will be encouraged to use the Park & Ride or Public Transport to get to and from the event as Car Park spaces are limited, this will be done through our website and press releases. 

Road Closures 

Please stipulate any requirements

Advanced warning signs required?

Road Closure signs will be in operation – where? 
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