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Event Management Plan

Please complete this form using the Event Management Plan Guidance for Event Organisers.  Please complete all the highlighted sections and other sections pertinent to your event.  
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Please type your answers into the white boxes

Event Organiser Details 
	Event Organiser Name

	

	Organisation


	

	Contact Telephone Number


	

	Email Address


	

	Name of Event


	

	Location of Event


	

	Date of Event


	

	Brief Description of Event 

	


1. Health & Safety 
	Attach relevant risk assessments for each phase of the event to make sure health and safety risks are controlled 

	Name
	Responsibilities
	Telephone number at event

	
	
	

	
	
	

	
	
	

	
	
	


2. Planning Management & Risk

	Link to risk assessment template Risk Assessment Template example


	


3. Venue and Site Design 

	Details of any contractors that will be involved with the event. Ensure that you check any safety documentation of contractors that are hired

	Company
	What are they providing/doing?

	
	

	
	

	
	


4. Emergency Planning / Contingency Planning

	Responsible Person/s 

	Name
	Responsibility
	Telephone number at event 

	
	Raising the alarm /informing public 
	

	
	Liaison with Emergency Services
	

	
	Evacuation Plan 
	

	
	Crowd Control 
	


5. Medical

	Medical provider and resources at the event including their location (e.g. number of first aiders, doctors, ambulances etc.)



	


6 Communication

	Communication with members of the public in the case of an emergency. 

(It is advisable to have emergency messages scripted before the event for use on the day) 

	


7 Traffic Management Plan 

	What is the best and safest route for traffic/pedestrians to enter/exit the event? 

	

	Emergency Vehicle Routes 

	


8.  Working at Height  
	See HSE brief guide 

	


9 Temporary Demountable

	Temporary structures at the event and location e.g. gazebos, marquees, staging
Please ensure that you check any safety documentation of contractors that are hired.

	


10 Fire Safety

	Fire safety assessment covering the 5 steps

	


11. Electrical & Lighting 
	Explain what is being used, how cabling will be routed, location of generators and risk assessment of possible hazards and/or power failure.  Note any overhead cabling.

	


12. Fencing 

	Fencing and/or barriers at the event including the type and their location

	


13. Crowd Management
	How will capacity be managed at the event?

	

	How will access and egress of the crowd be managed?

	


14. Special Effects 

	What effects are being used?

	

	Responsible person name
	Telephone number at event

	
	

	
	


15 Amusements

	Attractions at the event e.g. inflatable’s, funfair/children’s rides, fireworks Name of ride and corresponding ADIPS number (Amusement Device Inspection Protection Scheme) 

Please ensure that you check any safety documentation of contractors that are hired.

	Name, address and telephone number of organisation 
	Attraction and ADIPS number if applicable 

	
	

	
	

	
	

	
	


16. Waste Management 

	Arrangements for waste disposal, rubbish bins and litter collection at the event.

	


17. Noise

	 Arrangements made for minimising noise disruption at the event,

	


18 Sanitation

	Toilet Facilities
Sanitary arrangements, including: number, ratio of male to female, disabled, changing facilities, location, and maintenance. (Check opening times of public facilities.) 

	


19. Campsites
	Plan of campsites, including emergency vehicle access, fire points, sanitation, and contingency/emergency plans

	


20
Information & Welfare
	System for reporting / recording accidents and incidents, location of welfare point.


	


21. Food, Drink & Water Provision

	Sale of Alcohol 

Temporary events notices maybe required and will need to be displayed at each outlet.  Please supply a map showing each vendor with pitch number for easy identification.

	Name of Vendor 
	Pitch / Stand No 
	Licenced by 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	 Food Vendors 

	Name of Vendor
	Pitch / Stand No 
	Local Authority Registered With  

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


22. Safeguarding
	This should be in a written policy with a list of supporting procedures that accompany the policy. This should include: a missing and found child policy, arrange lost and found children's points, and an unaccompanied under 18’s policy.

	


23. Animal Welfare 
	A welfare plan should be drawn up to cover perceived risks that could occur. 

	


24. Fireworks

	Please provide risk assessment 

	


25. Shape Mendip Safety Advisory Group (SAG)

	

	More information can be obtained from the Safety Advisory Group 

Tel 0300 303 8500 or email safetyadvisorygroup@mendip.gov.uk



26. Dealing with Crime & Disorder 

	Alcohol policy inc Challenge 25  and 4 licencing objectives

	


Appendices
i.
Site Map

Please provide a site map of the event site 
ii.
Public Liability Insurance 

Please provide a copy of your public liability insurance certificate (for a minimum of £5 million)
iii.
Road Closure Documents (if applicable)

· A copy of valid Public Liability Insurance (£5 million minimum)
· Health and Safety Risk Assessments including reference to risks on the Highway
· Signage Schedule (Map and indication of where signs will go) 
· Plan of diversion route (if applicable).
Disclaimer: This template is a guide only. It does not necessarily include all the information that may be relevant to the event. Mendip is not responsible for any lack of information not submitted with this application. 

Privacy Statement 

Your personal information is required for administration purposes. Mendip is committed to protecting your privacy and fulfilling its obligations under GDPR. Mendip  will not sell, rent, distribute or otherwise make your data commercially available to any third party, unless it is required to by a court order or to comply with other legal requirements.

What happens to my event information?

The event notification form, /event management plan, site plan, risk assessment and public liability certificate will be sent to the Safety Advisory Group for review. The Safety Advisory Group consists of representatives from various departments at your local authority, Somerset and Dorset Fire and Rescue, Somerset Highways, Avon and Somerset Police, Trading Standards and other emergency services. Your information will not be passed on to any other party without your prior consent. 
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