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1. Introduction

The purpose of this document is to provide broad guidance notes for event organisers planning to hold an event in Leeds. The document also provides sections that should be completed to help you develop a detailed EMP (Event Management Plan). 
This template has been designed for an organiser to complete all sections in blue. 
Remember to delete all the guidance text once you have completed your plan.
2. Event management

2.1. Event overview
Provide an executive summary of the event

2.2. Key event management contacts

Populate the following table with the names, roles, responsibilities and contact details of the key people involved in organising your event.

	Name
	Role
	Responsibility
	Mobile Number & radio channel 

	
	
	
	07xxx xxxxxx
Radio channel 1

	
	
	
	07xxx xxxxxx

Radio channel 2

	
	
	
	07xxx xxxxxx

Radio channel 3

	
	
	
	07xxx xxxxxx

Radio channel 4


2.3. Key event contacts – other

Populate the following table with all the other key contacts for your event.

This could include event suppliers/contractors, stallholders, emergency contacts, council contacts etc. While it is not necessary that we (Safety Advisory Group) have this list it is important that you create a comprehensive list. This helps with your event planning and event management on the day. 

	Authorities (fire, police, first aid etc)

	Organisation
	Name
	Contact details

	Police
	
	

	Council Highways
	
	

	Acts / Entertainment

	Organisation / Company
	Name
	Contact details

	Face Painting
	
	

	Balloon Modelling
	
	

	Suppliers / Contractors

	Company
	Name
	Contact details

	 Marquee Hire
	
	

	Traffic Management
	
	


2.4. Programme & production schedule

Please populate the below production schedules.

It’s important that you produce and document an event day programme; this not only helps your event management on the day but also allows you to promote your programme to your audience prior and during the event.

	Production Schedule XXXXXX event – pre event

	Date
	Task
	Start Time
	Finish Time
	Resources/ who
	Notes

	
	
	
	
	
	

	Production Schedule XXXXXX event – event day

	Task
	Start Time
	Finish Time
	Resources/ who
	Notes

	
	
	
	
	

	Production Schedule XXXXXX event – post event

	Date
	Task
	Start Time
	Finish Time
	Resources/ who
	Notes

	
	
	
	
	
	


3. Health and safety

3.1. Your responsibility for health and safety at your event

The Health and Safety at Work Act 1974 http://www.hse.gov.uk/legislation/hswa.htm is the primary piece of legislation that covers health and safety at work. Even if you are a community organisation with no employees it is still your responsibility to ensure that your event and any contractors are operating legally and safely. It is therefore essential that you address the following areas to ensure that all steps have been taken to ensure your event is safe and complies with all health and safety law and guidelines. 

3.2. Risk assessments and management

Please provide a copy of your completed risk assessment using the template.

The first step in the process is to develop a risk register, do this with your planning group and explore each risk. Each identified risk will then be dealt with via the risk assessment template. You must include the fire risk within this assessment. 
3.3. Security and Stewarding / Crowd Management
Some events will require some professional security. The main purpose of security and stewarding is crowd control and it will be your risk assessment that will identify what your security requirements will be. 

	Document your plan here.

Security at events must be SIA (Security Industry Authority) registered. More information is available at http://www.sia.homeoffice.gov.uk/Pages/home.aspx


3.4. Emergency procedures

	Please document here what emergency procedures you will have in place for your event.

Your risk assessment will help you document your procedures. 

It is important that you document your procedures and communicate this with all your event staff, contractors and volunteers, as well as making the emergency services aware of your event.


3.5. First aid / medical cover

	Please document here what first aid and or medical cover you will have at your event.

YAS guidance is available on our website 


3.6. Fun fairs and inflatable play equipment

If you plan to have bouncy castles, rides or a fun fair at your event you must carry out a number of checks and collect a range of documentation.
	Please include here any inflatable play equipment you intend to have at your event.

Points you will need to address before approval is granted for any piece of inflatable play equipment are:

· Is the operator conforming to the PIPA Scheme?

· When was the equipment last fully inspected?

· Will you get full instructions on its SAFE operation?

· If it is set it up with the blower unit at 1.2 metres distance will it still fit on my site?

· Is the equipment clearly marked as to its limitations of use (max. user height etc.)?

· Do they have £5 million Public Liability Insurance?
Please include here any rides or fun fairs you intend to have at your event.

Points you will need to address before approval is granted for any ride or fun fair are:

· Any stand-alone ride or rides that are part of a fun fair must be part of the ADIPS (Amusement Device Inspection Procedures Scheme) scheme

· The operator must provide you with a copy of their In Service Annual Inspection papers 

· The operator must also confirm in writing that they adhere and operate under the HSG175 Fairgrounds and Amusement Parks – Guidance on Safe Practice


3.7. Temporary demountable structures

	Please provide a detailed list of all temporary structures you plan to bring onto your event site. Include what procedures you will follow to ensure all structures are supplied by a competent contractor.

· All suppliers will need to supply you with a copy of their public liability and employee insurance certificates

· All suppliers will need to provide you with relevant risk assessments and method statements relating to the product they are supplying for your event

· Suppliers will provide a signed hand over inspection once the structure is completed to say that it is safe and ready for use


3.8.  Animals at Events
The organiser is responsible for the welfare of the animals, which are to be transported, housed, fed and displayed to the public in a manner suitable and appropriate to the animals’ needs. The organiser shall abide by the obligations and the duty of care imposed on them by the Animal Welfare Act 2006.

	Please provide a detailed list of all animals you plan to bring onto your event site.  Include copies of all relevant licences / registration documentations for each animal.


4. Communications

The importance of communications when planning and delivering an event is paramount. You need to consider three main areas of communication when developing your event.

1. Communicating with your planning team pre event to ensure all people are aware of all what is being proposed. It is also essential that you communicate your event plans to the residents and businesses in the surrounding area, the earlier the better.

2. Communications on the day of the event, ensuring that there is a clear communications plan in place and that all stakeholders are familiar with the plan. You also need to make sure that you have the practical tools to make the communication plan work on the day, this could include radios, mobile phones, runners (staff to run errands and messages) and a public address system.

3. Audience communication needs to be considered to make the visitor experience enjoyable and seamless. Elements here could include flyers, site plans, signage, public address system, stage schedules, MC’s and information points.

4.1. Event communications – Surrounding residents

	Document here how you are going to communicate your event plans to surrounding residents and businesses


4.2. Event day communications - Audience

	Document here what plans you have in place for communication with your audience on the day, take note of point 3 above.


4.3.  Event day communications – Internal

	Document here what plans you have in place for your event day communication for event staff and emergency services, both on site and off site.

Key points to consider when developing your plan are:

· Ensure that under 2.3 Key Event Management Contact you list mobile phone contact details and radio channel details (if radios are being used)
· Your communications plan needs to be developed taking into consider the organisational matrix and the emergency response plan


5. Lost children

	Please document here what your lost children’s policy and procedures are.

You must ensure that you develop a lost children’s policy and make all event staff and volunteers familiar with the policy and procedures. 

· Identify arrangements for the ‘safe’ care of children until such time that they can be reunited with their parent/s or guardian

· There should be a clearly advertised point for information on lost children

· Lost children should never be left in the care of a sole adult, always ensure that there are at least two adults that have the appropriate DBS (Disclosure and Barring Service) checks in place. 

· If a lost child is found and reported to one of the event staff a message should be communicated to all event staff as per the communication plan (radio, phone, in person to event control point). 

· Remain in-situ with the child for an allotted time

· If after an allotted time there has been no reunion then the child should be taken to the designated lost children’s point by two members of staff. If possible this point should be adjacent to your event control point or the first aid/medical area.

· All incidents need be logged, ensuring all details are recorded.

· The DBS checked staff should try to ascertain a description of the child’s guardian, their name, mobile number if known and a description.

· The child and the parent/s guardian should not be reunited until a match has been established. To this if a parent comes to the lost children’s point claiming they have a lost child they must provide a signature and identification along with a description of their child, this could include age, clothing, hair colour, height etc.

· If there is any reluctance from the child to go with the adult then you should inform the police.

· Once a lost child incident has been resolved you must inform all staff that the ‘code’ has been resolved. Complete the report and log.


6. Licensing

6.1. Premises and TEN (Temporary Events Notice)
	If your event is including any licensable activity please provide details here.


7. Insurance

Event organisers must hold public liability insurance to the value of £5 million. You must also ensure that any contractors that you are engaging also hold public liability insurance and any other appropriate insurance, i.e. product liability, employee insurance.

	Please confirm that you hold public liability insurance to the minimum value of £5 million 

· You will also need to ensure that you hold copies of all contractors relevant insurance and that copies of such can be provided upon request


8. Provision of food

	Detail any catering and / or provision of food you plan to provide at your event. Please note that all details of any catering concessions should be listed under 2.4 Key Event Contacts – Other.  


9. Site considerations
9.1. Site Plan

Please include a copy of your site plan within this document or as separate attachment.

Your site plan should include the following:

· Entry and Exit points

· First Aid points

· Lost Children’s point

· Vehicle entry point

· Fencing and barriers

· Information point

· Emergency exits and RVPs

9.2. Toilets

You are required to provide adequate toilet facilities for your event attendees, staff and contractors. 
Please outline here your planned toilet provisions for your event based on your expected numbers and gender split. 

Be conscious that you will need to provide disabled facilities and separate sanitary facilities for caterers.

	For events with a gate opening time of 6 hours or more
	For events with a gate opening time of less than 6 hours duration

	Female
	Male
	Female
	Male

	1 toilet per 100 females
	1 toilet per 500 males + 1 urinal per 150 males
	1 toilet per 120 females
	1 toilet per 600 males + 1 urinal per 175 males


9.3. Vehicles on site

	Please outline here what your vehicle policy is for your event site.

Points to consider when developing your vehicles on site policy:

· As part of your emergency planning (and included on your site plan) you should have clearly marked emergency entry and exit routes. 

· What vehicles will need to access the site for your event?

· What vehicles will need to remain onsite throughout your event and which will be off-site before the event opens?

· Are there any vehicles that will need to move on the site during your event? It is strongly recommended that you avoid the need for this, however if it is needed you should have a rigid procedure in place and ensure that all people involved in your event are fully briefed on the protocol.


9.4. Traffic, transport and parking

	Outline any traffic, transport or parking plans you have in place for your event.

Points to consider when developing your plans:

· How will your target audience travel to your event?

· Consider the various transport links around the event site, and how these can be promoted to your audience as a way to get to your event.

· Are you proposing any road closures? 
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