

Event Management Plan Template    

*Please note that this document is a guide only and not all information will be required for smaller events.*

It is the information related to the event that is important not the method of presenting it.
Please refer to the guidance on preparing a  scout event management plan

	Event Name
	

	Event Location
	

	Event Organiser
	

	
	

	Event Date
	

	Event Public Operating times
	

	
	

	Weather forecast
	

	Document last updated
	
	
	
	


1. Event management
	Event overview (provide an overview of the type of event)

Anticipated numbers attending:


Emergency Contacts:
Detail all emergency contacts for the event.
Site plan

Please include a copy of the site plan for this event.

You may want two versions of the site plan, A basic plan for event participants on the day which will help you direct people to the correct part of the site when they arrive to set up and a more detailed plan for managers with all services included.

Timetable

 Identify the timings for arena/stage entertainment and any walkabout or subsidiary entertainment.

2. Organisation and Contacts 
Create a simple organisational structure which identifies who has responsibility for what areas of the organisation of the event.
2.1 Key event management contacts
The event organiser has overall and ultimate responsibility for all aspects of the event, including cancellation. 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. Identify key roles and contact details.
2.2 Key event contacts – other

You should include details and contact arrangements of everyone who will be involved with your event, such as suppliers, stallholders and emergency contacts.

2.3 Licence and application checklist
Use the checklist below to record the licences and permissions you have applied for via the Local Authorities or licensing board and confirmation of whether they are required.
	Checklist
	Yes
	No
	N/A
	Date of confirmation

	Event Notification Form
	
	
	
	

	Road closure/traffic management application
	
	
	
	

	Temporary Event Notice
	
	
	
	

	Have you checked if your event requires planning permission? (provide details)
	
	
	
	

	Any other licensing requirements (provide details) consents and licences
	
	
	
	

	Confirm event insurance is in place
	
	
	
	


3. Health and safety

Your responsibility for health and safety at your event

The sections below will help ensure you take all reasonable steps to ensure your event is safe and meets health and safety laws and guidelines.

3.1 Risk assessments and management

Risk assessments cover all health, safety and planning aspects of your event. You should develop your event  risk assessment early on, monitor it constantly and adjust it as necessary.  
The first step is to develop a risk register, which identifies the risks for your event.  Each risk listed in the register will need to be included in the risk assessment. You must include the risk of fire. 
3.2 Risk assessments – contractors
Please list all contractors associated with your event.  You will need copies of their risk assessments (and their public liability insurance)
ADDITIONAL GUIDANCE

Security and Stewarding
Most events require some professional security or stewarding to help with crowd control. Your risk assessment must include your security requirements, which will depend on things like your event location, date, operating times, target audience, planned attendance numbers, fenced or open site etc.
Include your security and stewarding plan. Identify communications procedures.
Emergency procedures
You must document your procedures for fire, site evacuation, communicating with your audience in an emergency, contacting the emergency services, who will make decisions, etc.  Include definitions, i.e. when an incident become major and is handed over to the police.  You will need to share your emergency procedures with your event staff, contractors, volunteers and the emergency services.  
First aid and medical cover
 For advice on first aid cover refer to the guidance document and liaise with the Health and Safety Co Ordinator if clarification is required.
Special Effects
Identify any special effects (fireworks, explosives, lasers etc) that are being used during the event.
Electricity
All electrical installations, even temporary ones, must comply with the Electricity at Work Regulations 1989. Any event that has electrical supply included must have a competent electrician sign off the installation before the event starts.   
Fire safety at your event

You must complete a Fire Risk Assessment for your event and document the results.

Inflatable play equipment
You will need approval for any bouncy castles, rides or fun fairs at your event.

Before approval is granted for inflatable play equipment, you will need to make sure the operator is competent and conversant with current regulations:

Fun Fairs
Before approval is granted for rides or fun fairs you will need to make sure the operator is competent and conversant with current regulations:

Temporary structures

For a small event, temporary structures may be market stalls and a marquee. Larger events and festivals may include stages, grandstands, lighting towers, gantries, site offices etc. 
The approval process will depend on the scale and structure types. If the structures will be in place for a long time, you may need planning permission. Larger temporary structures need to be signed off by independent engineers before they can be used.
Identify all temporary structure that will be on site.
Animals at events

You are responsible for the welfare of the animals under the Animal Welfare Act 2006.  This includes the animals’ transport, housing, food and how they are displayed to the public. 

Communications

Detail your plan for communications, internally, with the audience and with surrounding residents as appropriate.
Lost children
You must have a lost children policy/procedure and all event staff and volunteers must be familiar with it. Always ensure two CRB checked adults looking after any lost child.
Licensing
Temporary Events Notice (TEN)
If you are planning an event where there will be entertainment, alcohol for sale, or hot food or drink for sale after 11pm, you probably need to submit a Temporary Event Notice (TEN). Provide details of any licensable activity
Insurance

All event organisers must hold public liability insurance. Check with your insurers at what level the liability will be required.  All external contractors or on site operators must provide a copy of their public liability insurance to the organiser before the event.

Provision of food
Document all catering and food stalls/areas you will have on site.

Site considerations

Spectators and viewing areas
Identify any temporary viewing structures and their people capacities.

Media
Identify who has authority to deal with the media on site or by phone.

Toilets

You must provide adequate toilets facilities for your event attendees, staff and contractors.  You will also need disabled facilities plus separate sanitary facilities for caterers.
Vehicles on site
Clearly identify vehicle routes on into, out of and around the site. You will need a procedure for the safe entry and exit of emergency vehicles.
Traffic, transport and parking

Smaller community events will have limited impact on traffic and parking, however you should still consider this when planning your event. Larger events can have a big impact on local traffic and transport and will require extensive risk assessments and detailed plans dealing specifically with police, traffic and transport. 
Environmental considerations

Waste management

Detail your waste management plan, including how site will be kept clear during event and at the end.

Recycling
Detail the recycling plan for the event.

Noise

If your event has the potential to cause noise nuisance to nearby residents, your plans will have to be approved by the district council. The things most likely to cause noise nuisance include live music stages, fun fairs and public address systems.
Identify any sources of noise or nuisance that need to be addressed.

Weather
Severe weather and event cancellation
Detail how you will deal with severe weather, before the event, during the event or after the event. Consider how severe weather will impact on vehicles parked on fields or other soft ground.

Works/Tasks Schedule

Complete the works 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 aren’t forgotten.

Add to these lists as required. 

	Works/Tasks  Schedule   – prior to event day

	Date
	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete

	
	
	
	
	
	
	
	


	Works/Tasks   schedule – Event Day

	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete
	Task

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	 Works/Tasks Schedule  – post event

	Date
	Task
	Start
	Finish
	Resources/ who
	Notes
	In Hand
	Complete
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