Event Management Plan Template and Guidance Notes 

	Event Name
	     

	Event Site
	     

	Event Date
	     

	Organisation
	     

	*Version Control
	     


*Version Control is the management of multiple versions of the same document. Version control enables us to tell one version of a document from another. Why is Version Control Important? Version control is important when documents are being created, and for any that may undergo a lot of revision and redrafting.

Document version control is the process of tracking and managing different versions (or drafts) of a document so you know which is the current iteration of a file.  Version control is important because then you know everyone is working from the same version of a document. And you know they have got the latest version.

You can control your document versions manually.  For example, you can add a version control table to the front of the document that says the version, the author, a brief summary of changes in that version of the document and the date.

	Version
	Date
	Amended by
	Summary of Changes

	
	
	
	

	
	
	
	

	
	
	
	


If you have any questions about this template, please contact

The Council’s Events & Licensing Officer, eventsandfilm@calderdale.gov.uk
Please submit your event management plan with your event application form.
*Please note that this document is a guide only*
Introduction
Event management plans bring together all the safety and organisational aspects and serve as a tool to assist those delivering the event. 
Effective planning is central to putting on a safe and successful event and a key tool for creating an event management plan is the process of risk assessment.  Submission of a risk assessment is a minimum requirement and prior to a permit being issued you will also be required to evidence the public liability insurance requirements.  As appropriate you should also ensure that ALL the activity and equipment providers for your event provide you with evidence of an equivalent level insurance.
Competent person - Within this template you will find references to a competent person. In relation to safety, a competent person is someone who has sufficient training and experience or knowledge and other qualities that allow them to assist you properly. The level of competence required will depend on the scale and nature of the event and the help you need.
General competence - Staff, volunteers etc should also be competent to undertake their role safely.  There should also be an appropriate level of competent supervision, proportionate to the risk, nature of their role and the personnel involved.

Selecting contractors/suppliers of attractions - when deciding on suppliers and contractors, consider their suitability and competence for providing a safe and reliable service.

Contractors should be asked to:

· demonstrate knowledge and understanding of their work and the health and safety hazards involved

· provide evidence of a trained workforce and the competence of key staff

· confirm that they have sufficient resource levels to do the work

· provide evidence of previous successful work that shows they can adopt and develop safe systems of working

· Provide evidence of public appropriate insurance

In the absence of experience of any previous work, ask them to demonstrate an appropriate level of technical ability (e.g., being a member of an accreditation scheme, professional organisation or trade association may help with this).

This template includes guidance notes/prompts to assist event organisers with the development of their own event management plan.  To use the template, save a new version and complete the sections in blue that apply to your event (depending on the scale and nature of your event, the attractions, the venue, some of the sections, notes, and prompts, may not apply).   As the organisers of the event, you will need to take ownership of the document and decide what, is/what isn’t relevant (scale up or scale down the document to suit your own event).  As you amend this template you should eventually end up with an event management plan which is characteristic of your event, specific and proportionate to its scale and nature.
Further guidance is available – Our Event Application Guide includes information that will assist you when preparing an event management plan.  You may also find the Lite and Main versions of the Purple Guide Helpful (subscription applies), link to the lite version as follows * The Purple Guide Lite . Relevant guidance can also be found at ‘HSE Event Organisers’ and within the template links to other sources of guidance are provided (please make the Events and Film Office aware if you find any of the links broken).
As the scale and nature of events increase so does the requirement to submit a relevant copy of an event management plan and or traffic management plan (at least 3 months prior).  This timescale is to allow time for the plan, to be considered by the event safety Advisory Group (eSAG) and for the organiser to act on any advice given.

Following submission of your event management plan/traffic management plan, you may be invited to attend an events Safety Advisory Group (eSAG) meeting to discuss the plan.
Important - Once you have finished making your amendments and before you submit your plan you are advised to delete all the guidance notes/prompts and anything else which does not relate to your event.  For example, this and the following page need to be deleted.
*The Purple Guide Lite was developed with the support of industry experts from all sectors.  It aims to provide the basics that event organisers need to consider when planning even small events with only a few hundred attendees. Written in a straightforward style, the 'Lite' guide is available online for a small subscription.

Event management
Event overview

Provide a summary (one or two paragraphs) of what your event will involve, the audience profile and any previous history. 
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Temporary Events Notice (TEN)

If you are planning an event which includes regulated entertainment, sale/raffling of alcohol, and/or the sale of hot food or drink (latter only applies if after 11pm), and if the activity and the venue are not already covered by a Premises License, then as a minimum (additional to applying for an event permit), you will need to submit a Temporary Event Notice (TEN) see Temporary event notices  Details regarding existing Premises Licenses are appended to the Event Application Guide which can be found on the Visit Calderdale website, event hosting page:  Event Hosting
N.B. Temporary Event Notices (TEN’s) are subject to a strict notice period.  The notice process for these is totally separate to the application process for an event permit and is administered by a different Council team.
	Regarding the above, please provide details here.



Permissions checklist
Develop a checklist below to record the licences and permissions you have applied for
	Checklist
	Yes
	No
	N/A

	Event Permit 'Event permitting'
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Temporary Event Notice (TEN)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Music Licence (PPL PRS)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Any other licences or permissions that may be required (provide details)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Key event management contacts

Complete the following table with the names, roles, responsibilities, and contact details of the key people involved in organising your event. Add more lines if necessary.

The event organiser has overall responsibility for all aspects of the event. Depending on the nature and scale of the event, other people will have key tasks and responsibilities allocated to them but will report to the event organiser.

	Name
	Role
	Responsibility
	Contact Details

	     
	Event Organiser
	Overall responsibility
	     

	     
	Deputy Event Manager
	Deputising for Event Organiser
	     

	     
	Production
	All event infrastructure, ordering, delivery timings etc
	     

	     
	Volunteer Coordinator
	Volunteer recruitment, training, and event day management
	     

	     
	Steward Coordinator


	Recruitment, training and event day management
	     

	     
	Safety 
	Risk assessments, legal compliance, fire points, site inspections, 
	     

	     
	First Aid/Medical
	First aid/medical provision
	     

	     
	Welfare 
	Toilets and wash facilities
	     

	     
	Waste Management
	Organisation of waste clearance and recycling 
	     


Key event contacts – other

Complete the table below with details of any other key contacts for your event. Add more lines if necessary. 

This section is for your use, to help with event planning and management on the day.  You should include details of everyone who will be involved with your event, such as suppliers, stallholders, and emergency contacts.
	Suppliers (marquees, catering etc)

	Organisation
	Contact
	Service
	Contact details
	Notes

	     
	     
	     
	Email and mobile
	     

	Authorities (fire, police, first aid etc)

	Organisation
	Contact
	Service
	Contact details
	Notes

	     
	     
	On call
	Email and mobile
	     

	Attractions, artists and entertainment

	Organisation
	Contact
	Service
	Contact details
	Notes

	     
	     
	     
	Email and mobile
	     


Staffing

It is easy to underestimate how many staff/volunteers will be required to plan and successfully run your event. Consider how many stewards, car park attendants etc you will need.  Some staffing levels will be determined by the risk assessment for the event for example stewarding.
	Please list the other staff who will be needed to help run your event, in addition to the key event management contacts listed above.




Organisational structure
Create a simple organisational structure below.

The organisational structure will help everyone involved with your event to understand who is responsible for what.  It is also an essential part of your emergency response planning.  If there is an incident, your staff and the emergency services will need to know who is in charge.  

The example below is a very simple structure.  Make sure your organisational structure shows the levels of command and how things will be communicated up and down these levels.
	Emergency services – Police, Fire, Ambulance

	
	
	Event organiser
	
	

	Security manager
	Safety
	Production manager
	Artist manager
	Volunteer manager

	Security staff
	
	Production staff
	Stage manager
	Volunteers

	Stewards
	
	Crew
	Stage crew
	


Programme Schedule

Complete the event schedules below.

You should list everything that needs to be done before, during and after your event.  This will help ensure you complete tasks on time and that things are not forgotten.
The schedules below each show an example of a typical task.
	Schedule XXXXXX event – prior to event day

	Date
	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	
	Pick-up event signage from sign writer


	10am
	12 noon
	Van + Bill and Ben
	Take cheque for payment
	X Van booked
	

	Schedule XXXXXX event – event day

	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	Stall holders arrive on site
	7am
	9am
	Stalls coordinator - Sam
	All vehicles off site by 9.30 and no further vehicle movements
	X stalls coordinator briefed 
	

	Schedule XXXXXX event – post event

	Date
	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	
	Return generator


	9am
	10am
	Van + Tom
	Make sure cables go back
	X
	


Timetable

Use the table below as a template for your event’s timetable. 
If your event will have activities taking place at different times and locations across the event site, you will need to programme your activities and avoid any clashes.

For example, you may have a stage, arena area and walkabout entertainment. You could programme an arena act to start shortly after a stage act has finished to provide entertainment elsewhere while the changeover for the next stage act takes place.

For smaller outdoor events breaking your timetable into periods of between 5 and 15 minutes may work well. If your event includes on stage entertainment, you may need a ‘dedicated stage manager’ and a separate stage run sheet broken down into periods of one minute.

	
	Stage and arena programme for XXXXX event

	Time
	Stage programme
	Arena programme
	Face painter
	Dog show
	Street parade
	Music stage
	other

	12:00
	Opening
	
	Face painter
	
	
	
	

	12:05
	
	
	
	
	
	
	

	12:10
	
	
	
	
	
	
	

	12:15
	Changeover
	Cooking demo
	
	
	Street parade
	
	

	12:20
	
	
	
	Dog show
	
	
	

	12:25
	
	
	
	
	
	
	

	12:30
	Dance performance
	
	
	
	
	1st band

xxxxxxx
	

	12:35
	
	
	
	
	
	
	

	12:40
	
	
	
	
	
	
	

	12:45
	
	
	
	
	
	
	

	12:50
	
	
	
	
	
	
	

	12:55
	
	
	
	
	
	
	

	13:00
	
	
	
	
	
	
	


Health and safety

Your event = your responsibility for health and safety.
Under common law voluntary organisations and individual volunteers have a duty of care to each other and others who may be affected by their activities.  Where anyone is employed/involved in a work activity then health and safety law will apply which and is aimed at protecting employees and others who may be affected by their work activities.  Appropriately applied the following sections included below will help ensure you are taking reasonable care (implementing measures to ensure your event is safe and in turn, successful).

Risk assessments and management

Carry out a systematic assessment of the risks to volunteers, employees, and the public. You should develop your risk assessment early on, monitor it constantly and adjust it, as necessary.
First develop a risk register, a list which identifies all the risks for your event.  The risks associated to your event may involve those not just associated to safety for example the risk of cancellation. From a safety aspect focus on the risks that are likely to cause real harm, take (plan and implement) sensible and proportionate measures to tackle them and record these in the risk assessment. 

A copy of your risk assessment(s) will need to be provided to support your application.
Periodically your agreed methods for controlling risks should be checked (monitored and reviewed).
Risk assessments/method statements – attractions, contractors, etc
Your contractors could include a fun fair ride, face painter or walkabout performer. As the event organiser you have a responsibility to take reasonable steps to ensure you are selecting suitable and competent contractors (an action to control the associated risks).
	Please list all contractors associated with your event.  Copies of all their risk assessments/method statements should be obtained (some are a requirement of application and some such as those relating to inflatables will need to be provided, on request, to the Council). 
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Site planning

Key points include:

· Carrying out a site suitability assessment early in the planning process

· The proposed capacity

· Available space for the audience (capacity)

· Access onto and within the site

· Emergency access

· The required structures and facilities

· The audience profile – knowing this will help with the design of the site to ensure safe crowd management

· Hazards from underground or overhead power cables

· Ground conditions

· Parking/areas for vehicles

Accessibility
People should not be excluded from the event based on experiencing a disability and reasonable adjustments should be made to ensure this is not the case.  For example, reserving viewing areas for wheelchair users, incorporating accessible temporary toilets, provision of information.
What3words (pinpoint addressing)
What3words is a free to use system designed to identify any location on the planet within a resolution of 3 meters (approx. 10 feet).  Each 3-meter square has been given a unique combination of three words (a what3words address).  What3words addresses can be shared, used to find and to navigate to precise locations. 

What3words addressing has many applications in event management e.g. to direct attendees to a specific gate, to locate the position of a found children point/other key locations at events.  What3words addresses are accepted by most the UK’s emergency services including Yorkshire Ambulance Service (YAS).

Further information can be found via this link what3words
Include a copy of your site plan with this document/your application, the more accurate the plan, the better. 

Your site plan should include:

	Placement of all temporary structures
	All other site infrastructure

	Position of attractions
	Car parks and position of site in context to the road

	Any fencing or barriers
	Generator or power sources

	Power supply runs (cables)
	Entry and exit points 

	Emergency exits and assembly points
	First aid points

	Information point 
	Found children point

	Vehicle entry points
	Any event décor, i.e., flags, banners etc 


You may want two versions of the site plan, one for event attendees on the day and another for your management team. An accurate site plan will help you direct people to the correct part of the site when they arrive to set up. A site plan will also help you plan how people will enter the site and move around it.
Planning for incidents/emergencies (contingency and emergency plan)
As the initial response to an emergency is the responsibility of event organisers, and as it may be sometime before any emergency services (once summoned) will arrive to assist, it is important to plan, prepare and to ensure that management and communication arrangements are in place to implement this element of the plan.
Everyone involved with the management of an event including volunteers need to be briefed in the emergency procedures; be assigned to, and understand, their specific roles should an incident/emergency occur.

A proportionate approach - Your emergency plan needs only to be in proportion to the level of risk presented by event activities and the potential extent and severity of the incident.
Consider the key risks e.g., sudden adverse weather, failure of a temporary structure(s), or the unavailability of a key member of your team/an act cancelling at short notice.  You also need to consider your response to more significant incidents that will require help from the emergency services e.g., a fire.
Develop an emergency plan and establish procedures for staff and volunteers to follow, which should include:

· Crowd management including moving people away from immediate danger through to evacuation (where necessary)
· Communicating with the public
· Handing casualties

· Liaising with the emergency services

· Raising the alarm and informing the audience

· Summoning and assisting the emergency services

· Traffic management, including emergency vehicle access

· Providing first aid

Further guidance on this subject is available here: Planning for incidents and emergencies and here Crowded places guidance
	Please document the emergency procedures you will have in place for your event.

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     


First aid/medical cover
While it is not possible to define a single table that identifies the correct, medical, first aid and ambulance provision for a range of events.  Instead, the principals of risk assessment should be followed.  However, embedded into the Councils event application form is a scoring system, based on a Yorkshire Ambulance Service (YAS) medical assurance form, that will offer some outline guidance.
Competent first aid/medical service advisors should also be able to offer advice on the level of cover required and the Purple Guide offers further guidance.  YAS advise that no event should run with less than 2 first aiders.

First aiders must not undertake other roles e.g., stewards classed as first aiders.  First aiders should not be expected to be responsible for found children.  Nor would it be appropriate for a found child to be held at a first aid point for any length of time.
	Please detail your medical plan (the first aid / medical cover you will have at your event).
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Communication
Effective communication is crucial if an event is to run smoothly and safely.  The Purple Guide explores key communication issues from four main perspectives.  Essentially these relate to:

· Communication from the event safety coordinator and from those assisting with that aspect

· Communication with joint agencies e.g., contact during planning and post event with the event Safety Advisory Group and during the event (in an emergency) contacting blue light services

· Communication between staff/workers

· Public information and communication
And in four, time frames:
· Prior to the event

· During the event

· In an emergency

· Post event
Further information and guidance can be found within the Purple Guide 

	Please document your communication plan here.
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Traffic, transport, and parking
The HSE’s website relating to event-safety (transport) contains information and guidance to help organisers with their plans to prevent people from being injured by site vehicles and traffic on an event site.  See Event-safety (transport).

In addition:
· Pedestrians need to know the intention of anyone driving on-site.  Hazard-warning lights should not be used on a moving vehicle; it is against the Highway-Code and prevents the indicators being used to communicate the driver’s intentions to anyone in the vicinity. Where a visual warning is necessary, separate independent flashing beacons are advised
· Ensure that anyone working in proximity to moving vehicles are, as a minimum, wearing Class 2 reflective clothing

· A site open to the public means traffic laws could still be enforced so ensure drivers hold valid driving licences
· On-site traffic planning and management must take into consideration any site-specific restrictions such as those at Centre Vale park, Todmorden

· Plans should include contingencies for wet weather; deteriorating ground conditions where effective management can help mitigate damage and subsequent costs, for which the event organiser is held responsible
External site traffic (traffic management planning)

While the HSE’s webpage touches on this element the Councils own event application guide, which can be found on this webpage 'Event permitting' clarifies the position as to who can undertake traffic regulation on a public highway including the measures that are available.
	Outline any traffic, transport, or parking plans for your event here.
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Temporary structures including gazebos
While this may seem, obvious these are structures erected to fill a temporary need; a structure erected for a short space of time.  Temporary structures used at events vary significantly in terms of weight, design, specification, and size depending on what they are needed for.

At smaller events, temporary structures may only include tents, gazebos, stalls, marquees. Larger events and festivals may also include stages, grandstands, lighting towers, gantries, site offices etc.
No matter how small the structure, failure can have devastating effects.  For example, it is a fact, that in the wrong wind conditions, any unanchored gazebo, without warning, may take off (become airborne) and the metal frame may cause significant injury or damage if it meets with someone or something (in risk assessment terms this is ‘a foreseeable risk’)!

Gazebos - as a minimum:

· Where gazebos are used these must be included within the risk assessment including the erection, use, adverse weather, dismantling and anchoring of the structure.  The more reliant the event is on the use of gazebos or other temporary structures, the more important the need for a wind monitoring plan
· Where gazebos are used on hard standing (where staking cannot be achieved), and where manufactures guidance is not available, a minimum of 13kg (preferably 26kg) should be secured to each leg. Where weights are filled with water or sand to act as the ballast, as a guide, a litre of water weighs 1kg, 1 litre of dry sand weighs approximately 1.5kg
· The manufacturers / supplier’s guidance for gazebos should be checked to help ascertain the maximum wind speed for the safe use of temporary structures. If the safe wind speed is exceeded the use of the structure should cease and the area cleared. The structure(s) should be dismantled, when safe to do so
For further information on temporary structures including ‘Your duties as an event organiser’, ‘What you should know’ and a ‘Checklist of dos and don’ts’ please see:

 Temporary demountable structures (TDS) - stages, seating, marquees etc
	Please provide details regarding temporary structures you plan to be included in your event. Include as appropriate the procedures you will have in place to ensure, as appropriate, that structures are supplied, erected, used, and dismantled competently.  Example: For temporary structures supplied by a competent contractor they should be able to provide much of this information e.g., a method statement, action points for adverse wind and a sign off for when the work is completed.  Where non-professionals are involved with the supply of temporary structures then more emphasis is placed on the event organiser to plan and implement the necessary control measures themselves!
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Fire safety

As an organiser you have a duty to prevent and mitigate the risk of fire at your event.

This will involve carrying out a fire risk assessment which must focus on the safety of all ‘relevant persons.’ 
· Carry out a fire-safety risk assessment or engage the services of a competent person to do so

· Identify potential ignition and fuel sources
· Establish the control measures

· Have an incident/emergency plan in place

· Draw up a fire-management plan

· Provide adequate means for raising the alarm, and suitable and sufficient escape routes

· Provide suitable and sufficient fire-fighting equipment

Comprehensive guidance on fire-safety risk assessment can be found in the .Gov guide: Fire safety risk assessment guides, Open air events and venues; Small and medium places of assembly
	Please document your fire management plan here:
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Temporary electrical systems

Whether the power comes from a generator or a building or if the event is indoors, outdoors or in a marque. If the intention is to remove it at some point, it is temporary.

All temporary electrical systems must comply with the IET Wiring Regulations (BS 7671) – often known as ‘The 18th Edition’ or ‘Wiring Regs’.  Temporary electrical systems, no matter how small, also need to comply with BS 7909, a code of practice for temporary electrical systems published by BSI.

BS 7909 is a standard that all event organisers using temporary power need to be aware of.  Temporary electrical systems must be installed in a safe manner and tested.

Event organisers should appoint someone competent to ensure this is carried out. In BS7909 this person is called the ‘Senior Person Responsible’ (SPR).  Ensure that any electrical contractors that are appointed are competent and trained in the requirements of BS 7909.

	If you are including electrical supply as part of your event, please provide details here.
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Crowd management
As an organiser, you must take reasonable steps to ensure the safety of crowds.  This should include the following:
· Setting clear roles and responsibilities

· Working with others to ensure crowd safety

· Planning for incidents and emergencies

· Assessing the risks and identify hazards

· Putting crowd controls in place

The HSEs webpage Event-safety (crowd-management) elaborates on the above points and includes information relating to the following:

· Public spaces - spaces in and around towns/villages used as event space for events which are often operated on an un-ticketed basis and therefore particular attention should be paid to access, egress, and capacity
· Performer and participant profile – these can both have a positive and negative effect on crowd movement and behaviour
· Audience profile – events may be linked to cultural aspects of society. A performer may attract a young/teenage female audience or be associated with a recognised pattern of audience behaviour.  Some audiences may respond differently to actions which curtail their behaviour
· High profile guests and performers (VIP’s) - attendance of VIP’s may be arranged at a late stage!  Either way the plan should account for the effect that VIP’s can have on audience profile and behaviour
· Occupant capacity - at every event, whether it is free or paid, there will be a requirement to establish a safe capacity. This will include the number of staff employed, contractors, guests, performers, volunteers etc.  A key element to establishing the capacity are the exit routes and exit gate widths
· The impact of crowd density (the number of people per square meter).  For a standing crowd and a moving crowd, it is important to understand the relative risks for crowd safety
	Include your crowd management plan here.
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Amusements and attractions (including inflatables)

Amusements and attractions may include fairgrounds, individual fairground rides, inflatable devices (e.g., bouncy castles), fire-eaters, etc.
Key points include:

· Amusements and attractions may include fairgrounds, individual fairground rides, inflatable devices (e.g., bouncy castles), etc.

· Carefully choose the location of attractions to During the planning stage, consider the type of amusements and attractions that will be present at the event

· ensure the ground is suitable (you should leave this to the controller/lessee, along with the layout plan, if there are multiple devices) but communication between the two parties would be advised.

· Consider the weight of any fairground vehicles (potential for ground damage), site specific weight restrictions if they apply and access requirements
· Check there is proper access for emergency vehicles

· Ensure the layout of attractions allows safe circulation of crowds

· Event organisers should ensure that ride controllers provide an appropriate risk assessment, copies of current test certificates and public liability insurance (min £5m)

Inflatables e.g., bouncy castles

Serious incidents have occurred where inflatables have collapsed or blown away in windy conditions.  Simple precautions can help avoid serious incidents, whether you supply or buy bouncy castles and inflatables, are contracting one for an event, or operate them.

Following checks by the event organiser, acceptable copies of a suitable and sufficient device specific risk assessment and the record of inspection and public liability insurance for each inflatable device (onto which people will be allowed), must be provided to Calderdale Council (Events and Film Office) prior to the event.  Event organisers are advised to consider the following safety advice from the Health & Safety Executive:  Bouncy castles and other play inflatables: safety advice
Please include here details of amusements and attractions you intend to have at your event.
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Environmental considerations

Waste management plan

Event organisers are responsible for the waste generated by their event and for ensuring that:

· Rubbish, litter, and waste is kept to a minimum during the event
· Appropriate provision is made for the responsible removal and disposal of waste during and immediately following the event (litter/waste not contained inside existing litter bins)
· When arranging for the collection, that the person collecting the waste is a registered waste carrier

When drafting your waste management plan, consider:

· How you will keep the site clear of waste? Will this be done by stewards or volunteers?
· How you will manage waste during and after your event, including details of bins, skips, recycling, and litter picking? 
· Existing litter bins - The Council will have tried to make sure that any existing bins are emptied before the event.  Organisers should factor in their own arrangements to empty any existing bins, as required, during the event
Make sure:

· Your concessions and food suppliers have appropriate policies and procedures in place to avoid the provision of single-use plastics and Styrofoam containers and have appropriate systems in place for the disposing of dirty water, cooking oil etc

· You take into consideration that caterers and others attending the event may take the opportunity to leave unsold food/other items of waste for you to dispose of!
Reducing single-use plastics

Event organisers should take all reasonable steps to reduce the use of single-use plastics and alternatives to ‘single-use plastic’ should be encouraged e.g., wooden cutlery, wooden drinks stirrers, heavier duty plastic carrying a deposit, paper/card food containers.  Where single-use plastic items cannot be avoided, they should be carefully chosen.
Specific restrictions:
· Styrofoam (polystyrene) containers and cups should not be used

· The release of helium filled balloons and Chinese/sky Lanterns is not permitted from Council Land

	Document the waste management plans for your event here.
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Noise

The event organiser needs to take overall control of noise levels at their event.  The things most likely to cause noise nuisance amplified music/sound, fun fairs, and public address systems.

To ensure a reasonable plan (control measures) is in place reference should be made to the Code of Practice on Environmental Noise Control at Concerts” issued by The Noise Council in 1995 a copy of which can be obtained on request from the Events and Film Office. Recommendations can also be found on this HSE webpage Event safety (noise)
Where events are held within parks and open spaces and where the Event runs for 3 consecutive days or more, the event organiser is specifically responsible for ensuring that any amplified sound levels do not exceed 65 dB(A) over a 15-minute period at 1m from the nearest noise sensitive property.
· Think about noise nuisance when you choose your event location.  Larger events which include sound amplification will need to engage a sound engineer
· Consider providing nearby residents with an event day contact in case they need to make contact

· Events operating under a Councils existing Premise Licence will have a 21:30hrs cut-off for the playing of music

	Please list the elements of your event that could cause noise nuisance and document the plans you have in place to minimise it.
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Welfare/hygiene facilities (toilets and handwashing)
Event organisers are responsible for ensuring that an appropriate number of toilets are provided, including accessible toilets for wheelchair users, and should seek appropriate advice on the number and type of facilities required (most suppliers offer on-line calculators). When selecting contractors to supply temporary welfare facilities consideration should be given to selecting from those who specialise in the provision of facilities at events.
Existing toilet facilities

Event organisers are advised not to rely on the availability of any existing (built) toilet facilities as they are likely to be quickly overwhelmed (become blocked/un-useable).  By comparison, blockages are unheard of in the world of portable event toilets. Existing public toilets can also suffer from vandalism or other maintenance work may be required which could result in them being removed from service at very short notice.  However, should any existing facilities be available, event organisers are advised to include them within their own arrangements, i.e., replenishing toilet rolls, cleaning etc. 
Handwashing
Just as important as toilets; handwashing facilities, with running water and adequate supplies of suitable soap, are the most effective means for cleaning hands. Antiseptic hand wipes or bactericidal soap/gel can be provided; however, organisers should be aware that these alternatives may only be effective when hands are not visibly contaminated (for example, by mud). In respect of some events e.g., those involving animal handling, handwashing facilities must be provided.
Please outline your planned toilet/handwashing provisions for your event based on your expected numbers here. 
Provision of food
Irrespective of the size of the event, food sold or provided, even at charity or community events, such as street parties, fetes, or fundraisers, must comply with food law and be safe to eat.

The Food Standards Agency website includes some useful guidance regarding the provision of food at community and charity events.  It includes advice on registration, certificates, and allergen information  Providing food at community and charity events
In developing the Event Management Plan organisers need to take reasonable steps to satisfy themselves that those providing food attending the Event will comply with the requirements of food hygiene legislation (see section on Selecting Contractors’).  Any food business operators must be registered with their own local environmental health department.

	Document details of any catering and or food you plan to provide at your event here.      
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Missing and found children and vulnerable adults (safeguarding)
Safeguarding is a term relating to action taken to promote the welfare of children/young people and to protect them from harm. Safeguarding is everyone’s responsibility.

If children are likely to attend your event, you should obtain a DBS check for all staff working supervised or unsupervised, with either young children or vulnerable adults.  As a minimum there should always be a male and female adult (non-related) in attendance.

If children are likely to attend your event you must have a missing and found children policy and all event staff and volunteers must be familiar with it.  An example policy can be found within the Councils Event Application Guide
	Please document your lost children policy and procedures here.
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Animal welfare

Animals must not be offered as prizes at events or for sale or retail.

The Animal Welfare Act 2006 places a duty of care on people, including those with temporary responsibility e.g., Event Organisers, to ensure they take reasonable steps in all the circumstances to meet the welfare needs of the animals to the extent required by good practice.

In addition to the Animal Welfare Act 2006, The Animal Welfare (Licensing of Activities Involving Animals) (England) Regulations 2018 requires that certain activities require a license, these activities are:
Hiring out Horses for either or both of the following purposes-

(a) riding;

(b) instruction in riding.

Keeping or training animals for exhibition, educational or entertainment purposes-

(a) to any audience attending in person, or

(b) by the recording of visual images of them by any form of technology that enables the display of such images.

In respect of the above activities the license would normally be issued by the home authority of the place at which the animals are kept.  Regarding the latter activity if the animals are from outside England the first authority at which the display took place.

For more information regarding the animal welfare of a specific activity you wish to undertake please contact Environmental.Health@calderdale.gov.uk
Agricultural shows/other events where animals are to be displayed/used or will be found on site.

Show organisers have an obligation (under the terms of the Animal Welfare Act 2006 Section 9 (2)) to ensure that the best welfare practices are always observed.
To demonstrate that due consideration has been given to all aspects of animal welfare at a show, a welfare plan should be developed.  The plan need not be over elaborate but should encapsulate the perceived risks that would apply in normal circumstances. The final plan should be available for inspection by animal health authorities, and other competent persons.
Livestock welfare for consideration includes:

· Cattle

· Beef cattle

· Sheep

· Pigs

· Camelids (e.g. llamas)

· Poultry

· Rabbits, cavies, and small mammals

· Horses

· Animals/birds for exhibition or demonstration (animals on trade stands)

· Dogs owned by the public on the showground

	Please detail the animal welfare plan for your show.  The plan should identify: The plan should identify:

· the number and species anticipated to attend

· the accommodation required in both type and number

· the number of stewards needed, and any necessary training

· the level of veterinary attendance

· the licensing requirements
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Fireworks

If you are planning an event which centres around or includes a firework display the HSE’s website offers some straightforward guidance on organising firework displays which can be found here Organising firework displays
Key points for the risk assessments and plans associated to firework displays include:

· Suitability of the site.  For example, depending on the type of fireworks used the area required for the firing area, the safety area and the fallout area, which can all add up to a substantially sized area.  The decision of appropriate distances for professionally fired displays is something that would be decided by the display company together with the organiser

· Weather conditions e.g., wind, the contingencies for which can include removing some items from a display through to cancellation of the display
· The measures required to prevent unauthorised access to and to keep the public out of the firing area, safety and fall out areas during all phases of the display, set up, firing, and clearing away. Routinely this will rest with the organiser rather than those responsible for firing the display

· Environmental issues, including noise

·  Arrangements for clearing the site after the display

	If a firework display forms part of your event, please document that part of your plan here:      
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Crime and disorder

Most events take place without any crime or disorder related issues.  However, this does not mean that organisers should not give the risk appropriate consideration.  As follows are some elements that should be included in your assessment:
· Ejection policy – if one is deemed necessary this should be clear, publicised and should be checked with the police pre-event
· Alcohol, drugs, and other illegal/prohibited substances and prohibited material – it is important organisers understand their legal and any contractual responsibilities in this area and can demonstrate that they have addressed these issues if there is a risk of this occurring

· Terrorism – with the increasing threat of terrorism, organisers are advised to consider the following guidance available from the National Counter Terrorism Security Office Crowded Places Guidance  Local advice can also be obtained via the West Yorkshire Police representative on the Councils event Safety Advisory Group (eSAG)
· The vulnerable - if children, young people, or vulnerable adults are likely to be present, systems need to be put in place for safeguarding them should they become separated from their friends, carers or family
· Security - ensure that a suitably competent security provider is contracted with experience of the type of event being organised.  If issues can be anticipated, then security staff need to be SIA (Security Industry Authority) registered
· Overnight security – to protect event equipment and setup areas
· The role of the police - as part of the event planning process the police will review event and traffic management plans through the event Safety Advisory Group (eSAG) and will provide advice and guidance where appropriate.  Aside from this the local police may attend an event in a community engagement capacity.  This presence however should not be attached to any management of the event
	Include your crime and disorder plan here.

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     


Adverse weather contingency plan

While we all hope for the best conditions there are lots of factors that affect the UK’s weather so it can be un-predictable.  You need to think about an adverse weather contingency plan and ask yourself a few, reasonable, “what if” questions e.g., what if rains, what if there are freezing/icy conditions, what if it snows, what if the wind gets up (what are our trigger/action points)?

When developing your adverse weather plan, consider every aspect of your event including site preparation and clearance.  Some things may not be affected, others partially affected and some not able to function.  Ultimately a decision may need to be made whether the event can go ahead, if so when would that ‘call’ need to be made and how would that decision be informed, Met Office weather forecast, local conditions? 

Wind

Two factors are required to specify wind, its speed and direction.  The power of the wind should never be underestimated.  Gazebos, stalls, and inflatables (temporary structures) can all be lifted and blown over or blown away, some at a relatively low wind speed.  This can be a serious risk and should not be ignored.

When referring to wind speed/force ambiguous terms such as ‘high winds’ should be avoided.  The Beaufort wind force scale is a recognised measure for describing wind intensity.

Rain

Surfaces may become wet and slippery, electrical equipment can be dangerous, performances can’t take place, less people turn up or they leave early, vehicles can become bogged down resulting in significantly costly damage to grass areas.  Regarding the latter reducing, delaying, or stopping any vehicle movement must be a consideration.

Snow and ice

Surfaces can be hazardous to walk on for those taking part, the public and performers (areas used for the event may not be routinely gritted, requiring organisers to make their own arrangements)

	Please document your adverse weather procedure here.

     


Event postponement/cancellation plan

If nothing else the 2020 pandemic proved that circumstances beyond anyone’s control can scupper even the best of plans and force event organisers into making difficult decisions.  Determining the reason why postponement or cancellation are in question can help with the decision making.  However, the evolving situation surrounding the Corona virus made it difficult to predict when events could be rescheduled, so many were cancelled.  In ‘normal’ times postponement or cancellation may be considered for several internal or external factors, including the weather.
To cancel or postpone?
Postponement (points for consideration include): 

· Will the venue be available on our rescheduled date/are our key suppliers and attractions available?  If you can’t guarantee that a postponed event will take place on the new date, it may be better to cancel
· Will our reputation be harmed by the postponement?  Simply, this will depend on how the postponement is handled and communicated

Communicating event postponement:
· Be specific and as transparent as possible with your attendees

· If possible, refund any pre-day tickets in full as ticket holders are more likely to support future events

· Update information as often as possible

· Be prepared to answer questions e.g. create a question form on your website, provide an email address and or a phone number that are checked regularly

	Please document your postponement/cancellation plan here.

     


Insurance

While there are other some other areas of insurance available which event organisers are advised to consider e.g., employers liability insurance, equipment owned/hired in and cancellation insurance.  As a minimum, event organisers are required to have their own public liability insurance to the value of £5 million and are required to produce satisfactory evidence on demand (evidence is routinely requested).
Arranging cover - When arranging insurance cover, it should be borne in mind that insurers will expect organisers to have adequate risk assessments and event management plans, along with suitable contingency plans, drugs policies and security arrangements, in place. 

Check the fine print - When a quotation for insurance is received it is vital that the cover is thoroughly checked and that there are no exclusion clauses that could invalidate a claim.   It is particularly important to check the policy summary, the Statement of Fact and any policy conditions or exclusions.   Aside from the terms and conditions that apply to event permits, the conditions attached to an insurance policy may require the organiser to do something for the policy to be validated.  For example, it might require organisers to verify the public liability insurance held by all third parties.
Further information relating to the above and other types of insurance applicable to events, including Cancellation Cover, can be found within the Councils Event Application Guide.  Alternatively seek advice from your insurer/a specialist broker.
	Details relating to insurance can be included here.      
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