
TEMPLATE FOR OUT DOOR EVENT 
EVENT MANAGEMENT PLAN
Section 1 – Introduction and Event Overview
1. Description of the event 
In this section you must include the following information:

· Out line the type of event (pop festival, fete),

· List Activities;

· Location;

· Dates;

· Times;

· Number of Attendees.
· Where and how the event will, be promoted

2. Time Line

Include the set up and take down process, this should include:

· Commencement dates;
· Times of operation;

· Significant dates for stage and other structure builds;
· Take down schedule.
3. Names and Responsibilities

List names of those responsible for the running of the event along with their roles, responsibilities and contact details.


Example:
	Name
	Role / Responsibilities
	Phone 
	Email

	e.g. Joe Bloggs
	Event Organiser
	07xxxxxx (mobile)
	jbloggs@...

	e.g. Jane Doe
	First Aid and Welfare lead
	07xxxxxx (mobile)
	Jdoe@....

	
	
	
	


4.
Site Plan

A detailed site plan is required and must detail at least the following:

· all structures;
· entry and exit routes;
· boundary fences;
· emergency vehicle routes;
· car parking;
· camping;
· any metal roads;
· toilets; 
· concessions;
· drinking water;
· medical/first aid facilities;

· welfare facilities.

5.
Event Management

Detail how the event will be managed before, during and after.
Section 2 – Public Safety
1. Health & Safety Policy and Risk Assessments
Under the health & Safety at Work Etc Act 1974 you are required to have:

· Health & Safety Policy;
· written risk assessments for all significant risks.
For Further Information or Assistance please contact Isle of Wight Council Environmental Health Department - Tel. 01983 823000

2. Traffic Management Plans
It is likely that your event will need some kind of traffic management plan. You are required to detail:

· Site Access;
· Access for infrastructure vehicles;
· Expected number of customer vehicles;
· Car Parking;

· How are the customers arriving at the site, i.e. busses, vehicle drop off, taxis etc;
· Detail if facilities will be provided for the above.

For Further Information or Assistance please contact Island Roads  - Tel. 
01983 822440
3. Emergency Plans
Document the arrangements, processes and resources for dealing with any emergencies during the event, including how you will deal with adverse weather (hot, cold, wet, high winds etc) and look after people with vulnerabilities during an emergency.

You should also document how you would evacuate the site if necessary in the event of an emergency.  This should include how you will:

· Contain people within particular areas of the event site;
· Move people from/to particular areas within the site;

· Move people out of the event site, and mitigation of the effects and secondary impacts of full evacuation on the local area, residents and businesses.

Please nominate the person responsible for liaising with the emergency services in the event of an emergency:

	Name
	Role / Responsibilities
	Phone 
	Email

	e.g. Joe Bloggs
	Event Organiser
	07xxxxxx (mobile)
	jbloggs@...


For Further Information or Assistance please refer to the Event Safety Guide (HSG 195) – A Guide to Health, Safety and Welfare at Music and Similar Events, or contact Isle of Wight Council Emergency Management Team  tel. 01983 821000.

4. Fire Cover
The Regulatory Reform (Fire Safety) Order 2005 places a duty on the responsible person, being the event organiser, to take general Fire Precautions by means of a suitable and sufficient Fire Risk Assessment to ensure the safety of all relevant persons and to implement any significant findings of the assessment. 

Detail fire cover arrangements. Assistance in assessing the appropriate levels can be found in:

· Event Safety Guide (HSG 195) – A Guide to Health, Safety and Welfare at Music and Similar Events;

· The Regulatory Reform (Fire Safety) Order 2005;

· HM Government Fire Safety Risk Assessment Open Air Events and Venues.
For Further Information or Assistance please contact Isle of Wight Fire and Rescue Service  
Telephone:
 01983  823184



Email:

 Emergency.planning@iow.nhs.uk
5. Medical Cover

Detail the level of the medical provision. Assistance in identifying the appropriate levels can be found in Event Safety Guide (HSG 195) – A Guide to Health, Safety and Welfare at Music and Similar Events.
For Further Information or Assistance please contact Isle of Wight NHS Emergency Planning – Tel. 01983 552145
6. Stages, Screens and Structures

Detail all temporary structures which are detailed on the site plan.

All structures will need to comply with:

· Temporary Demountable Structures: Guidance on procurement, design and use Third edition April 2007 Published by The Institution of Structural Engineers. 
For Further Information or Assistance please contact Isle of Wight Council Building Control – Tel. 01983 821000

7. Food Safety

Detail the expected number and type of food outlets to be provided throughout the site.

These outlets will be required to comply with the relevant requirements of:

· EC Regulation 178/2002 (laying down the general principles and requirements of food law and laying down procedures in matters of food safety) and EC Regulation 852/2004 (on the hygiene of foodstuffs).
For Further Information or Assistance please contact Isle of Wight Council Environmental Health Department - Tel. 01983 823000
8. Sanitary Facilities
Detail the sanitary facilities which will be supplied and maintained. These should include:

· Number of toilets, urinals provided to customers;

· Number of toilets provided by food handlers;

· Wash hand facilities for customers;

· Wash hand facilities for food handlers;

· Cleansing and emptying arrangements;

· Details of liquid and solid waste contractor.

Minimum numbers for customers is specified in Chapter 14 of the ‘Event Safety Guide’ (HSG195). 
For Further Information or Assistance please contact Isle of Wight Council Environmental Health Department - Tel. 01983 823000

Section 3 – Prevention of Public Nuisance
1. Noise Management
Detail how the noise from the event will be managed. It is very likely that noise levels will be placed on the premises licence by Environmental Health.

For Further Information or Assistance please contact Isle of Wight Council Environmental Health Department - Tel. 01983 823000

2. Litter Clearance
Detail how the site and surrounding areas will be kept free of litter before, during and after your event.

3. Street Cleansing
Detail any provision you have put in place to deal with street cleansing issues. During periods of inclement weather nearby roads and streets are often made dirty from mud from event vehicles.
4. Waste Collection

Detail the provisions of all waste collections. This should include;

· The name of the contractor; 

· Frequency of waste collections;
· On site storage;
· How the waste from the site will be collected, transported and where it will be disposed off.

· Recycling Centres
Section 4 – Prevention of Crime and Disorder
1. Security Arrangements
Detail the security arrangements which will implement before, during and after the event. These should include:

· Security Provider;

· Number of SIA qualified staff;

· Number of Stewards;

· Location of staff;

· Eviction Process.

For Further Information or Assistance please contact Hampshire Constabulary Event Planning Team – 
Email:strategic.operations@hampshire.pnn.police.ukevent.planning.eastern@
hampshire.pnn.police.uk

2. CCTV

Detail any CCTV provision. This should include:

· CCTV Provider;

· The number of Cameras;

· Camera Locations;

· Storage Facilities;

· Viewing Facilities during and after the event.

For Further Information or Assistance please contact Hampshire Constabulary Event Planning Team – 

Email:strategic.operations@hampshire.pnn.police.ukevent.planning.eastern@
hampshire.pnn.police.uk
Section 5 – Protection of Children from Harm

1. Alcohol Sales Restrictions
Detail age restriction arrangements which will be implemented during the event.
For Further Information or Assistance please contact Isle of Wight Council Licensing Team – Tel. 01983 823159.
2. Welfare Facilities
Detail any welfare facilities which will be provided. This should include:

· Provider;

· What checks will be undertaken on those persons dealing with under 18 or vulnerable people;

· Who and what is it for;

· Location of any on site facility;

· The number any facility can deal with.

For Further Information or Assistance please contact Hampshire Constabulary Event Planning Team – 

Email: strategic.operations@hampshire.pnn.police.ukevent.planning.eastern@
hampshire.pnn.police.uk
3. Entry - Age Restrictions

Detail entry requirements for under 18s.

For Further Information or Assistance please contact Hampshire Constabulary Event Planning Team – 

Email: strategic.operations@hampshire.pnn.police.ukevent.planning.eastern@
hampshire.pnn.police.uk
4. Lost Children Arrangements
Detail what arrangements will be implemented to deal with lost children and persons.  
For Further Information or Assistance please contact Hampshire Constabulary Event Planning Team – Email:strategic.operations@hampshire.pnn.police.ukevent.planning.eastern@
hampshire.pnn.police.uk

