EMP Template V3 


	West Norfolk Event Management Plan Template

	Event Name
	

	Event Date
	

	Event Times
	

	
	

	Event Organiser (EO)
	

	EO Contact Details
(This will be during the planning stages)
	

	

	Notes:

	This template is provided to help event organisers to consider appropriate areas to consider when planning a public event in West Norfolk. It is guidance only and organisers should make sure they follow all the appropriate legislative requirements and have the permission of the landowner before staging an event.

More information can be found at the HSE website:  
http://www.hse.gov.uk/event-safety/index.htm 

And at the West Norfolk Public Event Safety Advisory Group website:

https://www.west-norfolk.gov.uk/sag
Those planning events should consider all aspects of child and young person safety.  This includes topics such as physical safety,  mental safety, use of photography and media images.   More details can be found at the Norfolk Safeguarding website:  http://www.norfolklscb.org/ or NSPCC site: https://www.nspcc.org.uk/preventing-abuse/safeguarding/
Once completed the template should be submitted by email to: 

safetyadvisorygroup@west-norfolk.gov.uk . 

Because it can take up to 8 weeks to grant licences and road closures organisers should ideally submit a draft plan at least 8 weeks in advance of any proposed event with a final plan submitted not less than 2 weeks prior to the event.




	Event Background:
	

	Describe the nature of the event including its aim.

It may help you to include here or attach a map or layout diagram of the area your event will be taking place in clearing showing the boundaries you will be responsible for.
	

	Does the event require a licence? 
eg live music, entertainment, sale of alcohol 

If so what sort of licence will be held and who is the licensee?

How will the licence objectives be met?
More details can be obtained from our licensing team: ehlicensing@west-norfolk.gov.uk

	


	Risk assessment (RA) (Please see guidance notes):
	

	Include key details of your risk assessment here and include a copy of main document as an attachment.

	

	Have you insured the event in respect of third party liability and who is the insurer?
	

	Has a fire risk assessment  been completed as per the requirements of  the Regulatory Reform (Fire Safety) Order  2005?

It is a requirement of an event organiser to carry this out. 

You may wish to include here or attach a layout diagram of the event site including any significant features and hazards.
	

	


	Safety of crowds (Please see guidance notes):
	

	Expected numbers  likely to attend event

(This should be the overall number expected for the whole event – often visitors come and go at events)
	

	What is the expected maximum number likely to attend at any one point in time?
	

	
	

	What  is your likely crowd profile ?
eg children/older people etc
	

	What space is available for the crowds you are expecting?  You may wish to include a layout diagram and calculations of this  based on the maximum likely at any one point in time. You will need to consider the worst case evacuation for this number . 


	

	If you need to evacuate  these crowds you need to look at available egress routes and consider the time it could  take. How will evacuation be  carried out?  (eg PA script messages and defined evacuation routes?)


	

	With regard to evacuation what measures are you putting into place to facilitate this eg stewards (volunteers or trained SIA accredited stewards?), 

Public address systems and prepared evacuation messages.


	


	Temporary Structures:
	

	Are any portable structures to be used &  what methods are in place to check their integrity?
eg do you have sign off certificates from marquee erectors or safety certificates from any fairground rides?  Who will check them and when?
Are you using inflatable rides such as bouncy castles? These may require specific risk assessments.  We suggest  that any operator you use is part of the PIPA  scheme http://www.pipa.org.uk 
	

	
	

	Fireworks & Pyrotechnic Management:
	

	Are you using any fireworks or pyrotechnics at your event?
If you are,  please provide details of provider and site layout.  This needs to include location of audience, safety, display and fallout areas.

More details can be found at http://www.saferfireworks.com/

	

	
	

	Medical:
	

	What medical provision is being considered ?

Guidelines are in the HSE Event Guide 
Remember to look at past history if this is an event that has run before.
	

	
	

	Traffic Management:
	

	How are you managing the traffic that your event may generate? 
eg are you providing car parks, signage etc
	

	Does the event require any road closures?

These will need to be applied for  at least 8 weeks in advance for consideration.


	

	Does the event require suitably trained & accredited staff to manage “live” traffic?

Remember it is your responsibility to make sure the traffic is managed for a pre-planned event. 


	

	Does it require any parking suspensions or coning?

This will need to be  included in any traffic order.


	

	What arrangements have you made with  any public transport companies regarding this event?

Often bus companies are keen to assist with getting more people to your event.


	

	
	

	Noise Management:
	

	How much noise will be generated at your event and what is its nature?  eg public address, type of music
Consider the timing of any music and the closeness of properties.


	

	What measures are you putting into place to minimise the effect of noise on the community?

This could include limits on levels and off-site monitoring


	

	
	

	Protecting children from harm:
	

	How will you manage any found unaccompanied children at your event?


	

	How will you deal with any reports of lost children at your event from parents or guardians?


	

	What procedures have you in place to record and report any potential child protection (safeguarding) issues?

More details:
http://www.norfolklscb.org/

	

	

	Catering:
	

	What arrangements are in place for catering at this event? Please include a  list of any vendors and food safety certificate registration details.

	

	

	Toilets:
	

	How many toilets will you be providing and where will they be located?

Guidance is available on the HSE website 


	

	

	Event Control & Cancellation:
	

	How will your event be controlled on the day? Who will be in the control team?


	

	Where is your event control located? 

Please provide contact numbers for the event
	

	How will you communicate with the control team and any stewards or helpers? (it maybe helpful to have a list  of who does what and contact details eg radio callsigns or mobile phone numbers)
	

	If you are using mobile phones for communication  or making emergency calls,  have you tested the site for coverage on your network you intend to use?


	

	How will you deal with the effects of weather ?

eg Wind/rain/heat/cold
	

	What if any trigger points will you use for mitigating action?
 eg a particular wind speed/direction or temperature from the Met Office 5 day forecast for your location. 
	

	If you need to cancel your event in advance how will this be done  & communicated? 
	

	If you need to cancel during your event how will this be done & communicated? (You may wish to consider pre- prepared statements to your audience) 


	

	If an emergency were to occur at your event beyond your planned control measures  emergency services may need to attend –  What are your  pre-arranged entry routes  and rendezvous points (RVP's)? 


	

	Remember it is still your event and you are still responsible for the safety of those attending unless the seriousness of the emergency mean the emergency services formerly take over responsibility for the event. 
How would you handover the running of your event?

eg in agreement with a senior officer in writing 


	


Please attach documents here such as:
· Layout map of event

· Licence Details

· Insurance details

· Risk Assessment

· Venue capacity calculations

· Evacuation Routes

· Event Contact details

· Traffic Management Orders

· Event handover document
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