Insert Event Name
Insert Event Day and Date
Event Manual 

including 

Emergency Plan
	This document was last updated on 25 May 2018.  Before you submit your application please check our website at https://www.charnwood.gov.uk/pages/planning_an_event to confirm that you are using the latest version.


	Instructions to assist you in completing this document

	· All amendments you are required to make to this document are in RED font. 

· Once all amendments have been made convert all RED font to BLACK font.
· Replace underlined text with your own relevant text.

· Once all changes have been made, amend the Contents Page at the beginning of this document (pages 3 & 4) to reflect your completed Event Manual including Emergency Plan.

	(((((


	Please note: incomplete application documents may be returned; this could delay the assessment and consultation process and may result in your event not taking place, so please use the checklist (pages 3 & 4) to ensure that you have completed ALL sections correctly and submitted ALL additional information/documents required. 



	Further guidance may be obtained from the Health and Safety Executive's web site at; http://www.hse.gov.uk/event-safety/index.htm



For information about how & why Charnwood Borough Council may process your personal data, your data protection rights or how to contact our data protection officer, please view our Privacy Notice www.charnwood.gov.uk/pages/privacynotice
Contents and Check List
Please use this form as a final check that all documentation is completed/enclosed before submitting by inserting a tick ( if completed/enclosed or n/a if not applicable
	Section
	Title
	Tick

( = included, N/A means not applicable

	Section 1
	Summary Details of Event
	

	Section 2
	Distribution List
	

	Section 3
	Who is involved?
	

	
	A. Contact List
	

	
	B. Roles and Responsibilities
	

	Section 4
	Event Timetable
	

	Section 5
	Publicity
	

	Section 6
	Set-up Arrangements and Stewarding / Marshalling
	

	
	A. Set-up
	

	
	B. Site Services
	

	
	C. Power
	

	
	D. Toilets and welfare facilities
	

	
	E. Furniture
	

	
	F. Staff/Volunteer Parking
	

	
	G. Staff/Volunteers
	

	
	H. Access Assessment
	

	
	I. Signage
	

	
	J. Stewards/Marshals
	

	Section 7
	Event Site Plan/Route
	

	Section 8
	Communications
	

	Section 9
	Emergency Plan
	

	
	A. Event Details
	

	
	B. Liaison with Emergency Services
	

	
	· Access for Emergency Vehicles
	

	
	· Communication with the Emergency Services and  Stewards/Marshals
	

	
	C. Disorder, anti-social behaviour and theft of personal  belongings
	

	
	D. Damage to equipment
	

	
	E. Bomb threat or suspect package
	

	
	F. Fire in the event area or nearby building
	

	
	G. Illness and injury
	

	
	· Serious Illness/Injuries
	

	
	· Minor Injuries/First Aid
	

	
	· Staff/Volunteer Illness/Unavailability
	

	
	H. Severe weather
	

	
	I. Communication problems
	

	Section 10
	Lost Child / Vulnerable Adult Procedure
	

	
	A. Purpose
	

	
	B. If a lost child / vulnerable adult is reported to you, please follow this procedure
	

	Section 11
	Premises Licence for Regulated Entertainment/Temporary Entertainment Notice/Full Event Licence
	

	Section 12
	Supplementary documentation
	

	
	A. Event Organisation
	

	
	· Certificate/Schedule of Public Liability Insurance (£5,000,000 minimum cover required)
	

	
	B. Hired-in Organisations e.g. Performers/Entertainment, Food Vendors/Caterers, Bouncy Castles/Fairground Rides
	

	
	· Certificate/Schedule of Public Liability Insurance
	

	
	· Risk Assessments
	

	
	· Safety Certificate (if applicable)
	

	
	· Food Safety Check List (if applicable)
	

	Section 13
	Risk Assessment
	

	
	A. Summary of Risk Area
	

	
	B. Risk Assessment
	


Section 1 - Summary Details of Event
State who is organising the event e.g. Theatre Group
State what the event is e.g. Pantomime
State why the event is being held e.g. to bring local community groups together
State where the proposed park/venue is for the event e.g. Southfield Park
State when the proposed date of the event is e.g. Saturday 14th December 2013
Section 2 - Distribution List:

	List below all who will receive a copy of the final event manual e.g. Charnwood Borough Council, Leicestershire Police, Event manager, Head Steward etc. (please note: the Event Organiser is responsible for ensuring that this manual, and any other event documentation as appropriate, is circulated.

	Organisation
	Name

	Charnwood Borough Council
	A N Other

	
	

	
	

	
	

	
	


Section 3 - Who is involved?
A. Contact List

	Include telephone numbers used on the day including Emergency Services

	Name
	Telephone Number
	Starting Time

	A N Other
	01509 123456
	07:00

	
	
	

	
	
	

	
	
	

	
	
	


B. Roles & Responsibilities
	List the Person and their Position in the event e.g. Event Manager, Head Steward, First Aid; also list anyone contracted on the day to provide extra staff

	Name
	Telephone Number
	Position

	A N Other
	01509 123456
	Event Manager

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 4 - Event Timetable
	Provide full itinerary including time of event set-up, event activities, closure of event and the people responsible

	Time
	Details

	06:30
	Event staff briefing in Town Hall

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Section 5 - Publicity

Provide details about how the event has been/will be publicised and to who e.g. posters on notice boards, leaflet drop to local residents of the park/venue, website, word of mouth, anyone who would be affected by the event 

Section 6 – Set-up Arrangements and Stewarding/ Marshalling
A. Set Up

Provide details about public and emergency access into and egress from the park/venue e.g. what the actions are and who will ensure completion of the actions.
B. Site Services

State if and where refreshments will be available for all staff.
C. Power

State how power will be supplied e.g. generators (in the case of a bouncy castle and other inflatable activities, these will be owned and operated by the company hired to supply the activities).

D. Toilets and welfare facilities
State the location of toilet and/or welfare facilities (washing and changing facilities).  
E. Furniture

State what furniture will be provided e.g. chairs, tables, gazebo and who for e.g. stallholders, judges.
F. Staff/Volunteer Parking

State car parking facilities e.g. location/directions/none.
G. Staff/Volunteers

State what equipment/information that all staff/volunteers will be provided with e.g. high visibility jackets, list of other staff and volunteers, stall holders, emergency numbers, event map.

H. Access Assessment

State where the access points to the park/venue are for vehicles (if they are permitted) or on foot and what vehicular access will be permitted when the event starts e.g. the Emergency Services.

I. Signage

State what information staff, volunteers, stallholders and stewards/marshals will be provided with prior to the event regarding signage e.g. directional signs.
State what signage will be on display e.g. Lost Property, First Aid, Lost Children / Vulnerable Adults.
J. Stewards/Marshals
Provide details about who will assist the Event Manager to ensure the smooth running of the event e.g. Head Steward/Marshal, team of stewards/marshals and how e.g. briefing, guidance.
Provide details about how each game, event, activity, marquee, gazebo or stall will be monitored, by who and regularity. 

State how stewards/marshals will be easily identified

State if stewards/marshals are trained in crowd control and provide details about the procedure they will follow if any violent behaviour takes place e.g. who they will notify and what course of action will then be taken.

Section 7 - Event Site Plan/Route

Insert Event Site Plan and/or Route here. This should include the location of infrastructure, Lost Child / Vulnerable Adult Point, food vendors/caterers, fairground rides etc.  Each should be numbered and listed in the key to the plan. Consider evacuation routes if you had to clear the site quickly and access/egress for emergency services.
Section 8 - Communications

Provide details of how event staff will communicate during the event e.g. radios, mobile phones, loud hailer 

Section 9 – Emergency Plan
A. Event details 
Complete the table below
	Event Title:
	

	Date:
	

	Times:
	

	
	Event Set Up:
	

	
	Event Closure:
	

	Location:
	

	Organisers:
	

	Licensing Authority:
	

	Anticipated Attendance:
	

	
	At any one time:
	

	
	The duration of the event:
	

	Event Personnel:
	

	
	

	
	

	
	

	
	

	
	

	
	


B. Liaison with Emergency Services

· Access for Emergency Vehicles

Provide details of how the Fire and Ambulance Services will approach the park/venue and who will arrange access.

Provide details of whose role it is, in the event of an emergency, to move the crowd away from the vicinity to allow the Emergency Services to work unimpeded e.g. stewards/marshals, and under whose direction e.g. Event Manager.
Provide details of how an emergency vehicle will be assisted in gaining access to one of the event areas if required and by who e.g. stewards/marshals will be assigned to meet the vehicle and clear a path through the crowd.

State where the emergency vehicle Rendezvous Point In a major emergency will be. 
· Communication with the Emergency Services and Stewards/Marshals
State where the communication and event control will be.

State the name and role of the person responsible for co-ordinating activity and also must be advised of emergency situations at the earliest opportunity.
State how incidents will be reported and logged and by who.

State who will alert the relevant Emergency Service and direct the activities of the stewards/marshals in assisting them.

State who instructions will be directed through.
C. Disorder, Anti-Social Behaviour and theft of personal belongings

State the role of the stewards/marshals regarding public order e.g. they should not act to enforce public order, they are responsible for monitoring the crowd for signs of rowdiness, drunkenness, anti-social behaviour or violence.
State who information about public order will be passed to and who they will inform i.e. the Police.

If a member of the public reports the theft of personal belongings to a steward/marshal state the procedure e.g. instruct the person to contact the Event Manager.
State what actions will follow on from this e.g. the Event Manager will contact the Police about the matter and direct the person concerned to the Police Station.
State how a record of all such incidents will be kept and by who.

State how lost property or recovered stolen items that are handed in will be dealt with e.g. passed to the Event Manager, stored in the Town Hall, enquiries referred to the Event Manager.

D. Damage to Equipment or Premises

State the procedure for dealing with deliberate damage to equipment or premises e.g. stewards/marshals should not act to prevent deliberate damage to premises, equipment, fencing or the park/venue in general.

State who a member of the public should report any such damage to and the follow on procedure e.g. the initial reporting to the steward who will then report it to the Event Manager who will notify the Police.

State how injury or harm will be prevented to members of the public in the vicinity of the damaged equipment or premises e.g. stewards/marshals will restrict access.
E. Bomb Threat and Suspect Packages

The Event Manager will ring 999. In such instances the Event Manager will seek clarification and act upon advice as to whether or not the event site is to be evacuated.

If the site is to be cleared, stewards/marshals will initiate the evacuation. Depending on the location of the suspect package, stewards/marshals will evacuate the site by routes away from any identified source of the threat. 

If a suspect package is identified, stewards/marshals will move people away and keep them at a safe distance. Guidance from the Police suggests minimum distances as follows:

· Small package – Minimum of 100 metres

· Small car – Minimum of 200 metres

· Van/lorry – Minimum of 400 metres.

The Event Manager will contact the Police as above. The Event Manager will make appropriate Public Address announcements asking people to clear the area around the suspect package and providing information about when the event may restart (if possible).
Advice and a checklist for action in the event of a bomb threat can be found at the web site of the National Counter Terrorism and Security Office:

 https://www.gov.uk/government/publications/bomb-threats-guidance 

F. Fire in the event area or a nearby building
State the procedure on how to deal with a fire in the event area or nearby building and who will initiate it e.g. the Event Manager will alert the Emergency Services, deploy stewards/marshals to  move the crowd away, take action to close the event (depending on the location of the incident and the advice received from the Emergency Services).

The Emergency Services may already have been alerted; if contacted by the Emergency Services what actions will be taken to ensure clear access for emergency vehicles and who will initiate these actions e.g. the Event Manager will deploy stewards/marshals to ensure that emergency vehicles have clear access to the area/building and take necessary action to evacuate the event area if appropriate. The Fire Service will require clear indication of the location of the fire.

G. Illness and Injury
· Serious Illness/Injuries

State the procedure for dealing with a case of sudden serious illness or injury e.g. stewards/marshals will immediately inform the Event Manager in the case of sudden serious illness or injury who will then telephone for an ambulance and deploy stewards/marshals to control the crowd. The Event Manager will ensure that the incident details are logged and investigated.

State how incidents which are close to the event area but which are unrelated to the event shall be dealt with e.g. reported to the Police or Ambulance Service. If required, the Event Manager will arrange for stewards/marshals will assist with clearing an access route for the ambulance.

· Minor Injuries/First Aid

State who will be First Aid trained and where the First Aid point will be.

State how a record of treatments will be kept and by who e.g. a record of treatments will be passed to the Event Manager and recorded in an accident book.
· Staff/Volunteer Illness/Unavailability

State the arrangements which are in place to provide cover in case of sickness absence or other circumstance.

H. Severe Weather

State how you will deal with severe weather or if severe weather is forecast for the event day e.g. what time a decision will be taken by as to whether or not the event will go ahead, publicising a cancellation, who will make the final decision as to whether it is safe enough for the event to take place/continue. 
I. Communication Problems

State how the Event Manager will communicate with the crowd during the event or if, for instance, he/she takes the decision to initiate an evacuation or partial evacuation of the area e.g. Public Address System (please note: the decision to evacuate should be made by the Event Manager in liaison with the Emergency Services).

Section 10 - Lost Child / Vulnerable Adult Procedure

A. Purpose

State what the purpose is of the Lost Child / Vulnerable Adult Procedure e.g. to ensure that all staff, volunteers and stewards/marshals at the Event know the procedure to follow if they find any lost children / vulnerable adults or are informed that a member of the public’s children or children / vulnerable adults in their care are missing.

State who will be the dedicated Lost Child Officer responsible for being the point of contact for parents/responsible adult of lost children / vulnerable adults and caring for any children / vulnerable adults found.
 State by which method he/she will be contactable at all times.
State how the public will be directed to the Lost Child Point.
B. If a lost child / vulnerable adult is reported to you, please follow this procedure
1. State where the designated meeting/collection point for lost children / vulnerable adults will be.

2. State who will monitor this area. (Please note: the monitors should have DBS, formerly enhanced CRB checks.

3. State which event officials, staff or Police officers who find lost children / vulnerable adults should contact and the procedure thereafter e.g.  the Event Manager should be contacted who will arrange for the lost child / vulnerable adult to wait at the designated meeting/collection point until reunited with his/her family. The Event Manager will ensure that an appropriate public announcement is made.
4. State who will accept all lost children / vulnerable adults , who will then be informed of the lost child / vulnerable adult and by which method 
5. State where the lost child / vulnerable adult and the person/people stated in B1 who are looking after him/her will be located and for how long, to aid immediate recovery by parents/carers/responsible adults
6. State how will they be visible in order to aid parents/carers/responsible adults find the child / vulnerable adult
7. State where a record of the lost child / vulnerable adult will be kept and what information will it record e.g. lost child’s name, location the child was found in
8. After the agreed length of time in B2, state where the lost child / vulnerable adult and the person/people looking after him/her should relocate to until collected by the parents/carers/responsible adults?
9. State who should be inform of the new location of the child / vulnerable adult
10. State how you will confirm the identity of the parents/carers/responsible adults and how will you record this

11. State who you should inform that the lost child / vulnerable adult has been reunited with his/her parents/carers/responsible adults

Section 11 – Premises Licence for Regulated Entertainment/ Temporary Entertainment Notice/Full Event Licence
Insert evidence of your “Permission to use the Premises Licence for Regulated Entertainment”, “Temporary Entertainment Notice” or “Full Event Licence” (letter/email from Charnwood Borough Council) for your venue here (if applicable).
Section 12 – Supplementary documentation
This section is for you to insert the following documentation:

 A. Event Organisation

Certificate/Schedule of Public Liability Insurance (£5,000,000 minimum cover required)
B. Hired-in Organisations e.g. Performers/Entertainment, Food Vendors/Caterers, Bouncy Castles/Fairground Rides

Certificates / Schedules of Public Liability Insurance

Risk Assessments
Safety Certificates (if applicable)
Food Safety Check Lists (if applicable)
Section 12B documentation is required for your records only but you are required to sign and date the following statement to confirm that you have received these documents.
	I (print name)
	
	confirm that I have received

	
	
	

	the aforementioned documents (where applicable) from the Hired-in Organisations 

	

	listed below and that they are all current and in order.

	

	Signed:
	

	

	Date:
	

	

	Organisations

	

	

	

	

	

	

	

	

	

	

	


Section 13 - Risk Assessment

A. Summary of Risk Areas

State which areas have been identified as posing possible risks for the Event e.g. set up arrangements and stewarding/marshalling, liaison with Emergency Services, disorder, anti-social behaviour and theft of personal belongings, damage to equipment or premises, bomb threat, fire in the event area or nearby building, illness, injury and lost children / vulnerable adults , severe weather, communication problems.

State the role of the Event Organiser, including their name, in emergency situations and what actions they will take e.g. alert the relevant Emergency Services, ensure that access is available to all parts of the event area, control crowd movement, liaise with the senior officer of the Emergency Services and provide support as requested, liaise with the media.
B. Risk Assessment

The following page should be completed detailing risks, control and mitigating actions; these must be site specific, not generic.

	Risk Assessment

	Assessment of Risk for (event name):
	Assessment Conducted By (print name):

	Event date:
	Signed:
	Date:

	Hazard

(List hazards here)
	Who might be harmed and how?

(List groups of people who are especially at risk from the significant hazards which you have identified)
	Is the risk adequately controlled?

(List existing controls here or note where the information may be found)


	What further action is necessary to control the risk?

(List the risks which are not adequately controlled and the action you will take where it is reasonably practicable to do so; state who will do it and when)

	
	
	
	

	If you identify any risks or control measures, make sure you tell everyone who needs to know.  Guidance on simple risk assessments, including examples, can be found at http://www.hse.gov.uk/risk/index.htm
(continue on additional page if necessary)
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