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	Declaration

This Event Management Plan is owned by the event organiser listed above and any advice given by members of the Safety Advisory Group (SAG) should be considered a recommendation only. 

The Safety Advisory Group will not approve any final documentation as the onus is upon the organiser to consider all risks identified by the members of the group and the Health and Safety Executive (HSE). 

The Safety Advisory Group follow the guidance set out by the HSE and also refer to 'The Purple Guide'. This guide has been written by The Events Industry Forum in consultation with the events industry. Its aim is to help those event organisers who are duty holders to manage health and safety, particularly at large-scale music and similar events. 

For more advice relating to Event Management, please refer to the Health & Safety Executive guidance found via http://www.hse.gov.uk/event-safety/





	Introduction

The purpose of this document is to provide broad guidance notes for event organisers planning to hold an event in the district.
The document also provides sections that should be completed to help you develop a detailed EMP (Event Management Plan). It is recommended that you save a new version of the document and complete all sections; after all sections have been addressed you will have an EMP for your event.



	Pre Planning

The success of any event is always dependant upon adequate pre planning and it is essential that you allow enough lead-time to ensure that your event is a success. By addressing the why, what, where, when and who early in your planning process, it will help you to make informed decisions during the event planning process.

	Why - it really is worth asking this question at the very beginning, sometimes you may find that the answer is not immediately obvious. By addressing the why it will help your organising committee establish the core values of your event. Establishing the core values will help you design your event and develop the 'who' and therefore 'what' elements you should include as part of your event programme.


	What - you need to decide what it is that you will present at your event. Your core values will provide direction here. Knowing who your target audience will help you identify what elements should be at your event. Try to put yourself in the shoes of someone from your target audience, what are their interests, what will attract and excite them at your event.


	Where - some things that should be considered when deciding on your event venue include: site area, access, community impact, transport, car parking, ground conditions and existing facilities such as toilets. It is also worth considering your venue in terms of your target audience, is the location accessible to your main target audience?


	When - consider your event date in terms of some of the following: other events, day of the week, do your opening times suit your audience and the likely weather conditions at that time of the year.


	Who - this is one of the most important points to consider in your pre planning process. Identifying the 'who' will come from your 'why' and the identification of the core values. Your 'who' may also mean you need to give special consideration for facilities such as young children, teenagers, the elderly or disabled.
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	1. [bookmark: _Toc477951346]EVENT OVERVIEW



	Estimated numbers attending the Event
	What is the estimated capacity at your peak period (single point during the event)?

	Choose an item.	Choose an item.


	What is the target audience age category?
	What is the focus of the event?

	
	☐ Under 18
☐ 18 – 24
☐ 25 – 40
	☐ 41 – 60
☐ 61 or over




	





	How would you best describe your event.

	Click here to enter text.


	Is this a ticketed event?

	
	
	



	If there is live music or recorded music being played, please state the type of music at the event.

	☐ African
☐ Blues
☐ Country
☐ Folk
☐ Latin
☐ Rock
	☐ Asian
☐ Caribbean
☐ Easy Listening
☐ Hip Hop
☐ Pop
	☐ Avant-garde
☐ Comedy
☐ Electronic
☐ Jaz
☐ R&B and Soul

	
Name of the artists / DJ’s appearing at the Event

	Click here to enter text.






	2. [bookmark: _Toc477951347]LOCATION OVERVIEW



	Location Map (not site plan)




	How close is the nearest noise sensitive premises?

	
	

	
	

	
	



	Type of Location.

	
	

	
	

	
	



	Will you be applying for any road closures?
	If yes and you have the approval, please state the reference number for the order

	 
	Reference Number


	Will you be using Rochford Council Land
	If yes, please state the reference number

	 
	Reference Number

Please contact Rochford District Council Customer Services on 01702 318111, to check if the venue and date is available and to obtain your reference number

	3. [bookmark: _Toc477951348]EVENT MANAGEMENT TEAM

	
Any event should always have one person who is ultimately responsible for all aspects of the event. Depending on the nature and scale of the event, a number of other people will have key tasks and responsibilities allocated to them, but will report to the Event Manager.



	Name of the Event Manager
	Mobile Telephone Number

	Click here to enter text.	Click here to enter text.
	

	Home Address

	Click here to enter text.


	What experience has the Event Manager at running events? 
Please include whether they hold any formal qualification in Event Management.

	Click here to enter text.


	Emergency Liaison Team

This is the team of people that will make big decisions surrounding the activity within the event and will determine whether the emergency services are to be contacted.











	Key Event Contact – Other
You as the event organiser should start collating the details of all people that will have some involvement with your event. This could be event suppliers, stall holders, emergency contacts, council contacts etc. While it is not necessary that we (council team) have this list it is important that you create comprehensive list. This helps with your event planning and event management on the day. There is nothing worse than the main stage act not showing up on time and you don't know how to contact them!


	Business Name
	Contact details

	Click here to enter text.	Click here to enter text.
	Role within the Event

	Click here to enter text.
	Business Name
	Contact details

	Click here to enter text.	Click here to enter text.
	Role within the Event

	Click here to enter text.
	Business Name
	Contact details

	Click here to enter text.	Click here to enter text.
	Role within the Event

	Click here to enter text.
	Business Name
	Contact details

	Click here to enter text.	Click here to enter text.
	Role within the Event

	Click here to enter text.
	Business Name
	Contact details

	Click here to enter text.	Click here to enter text.
	Role within the Event

	Click here to enter text.
	Business Name
	Contact details

	Click here to enter text.	Click here to enter text.
	Role within the Event

	Click here to enter text.




4. [bookmark: _Toc477951349]EMERGENCY SERVICES (POLICE / FIRE / FIRST AID)
Depending upon the size of your event, you may be required to notify the emergency services of your event in case of a major incident or need to close roads.
	Police
	Fire Service

	Choose an item.	Choose an item.
	Name of officer notified
	Name of officer notified

	Click here to enter text.	Click here to enter text.


First Aid
	Who will be providing your first aid?
	Number of first aiders?

	Click here to enter text.	Click here to enter text.



	Who determined the number of staff required at your event?
	If over 5000 people present, have you notified the nearest Hospital?

	Choose an item.	Choose an item.


Please find below a reference sheet to assist you with assessing your event has the appropriate number of first aid facility.

5. [bookmark: _Toc477951350]STAFFING THE EVENT
Over and above the key event management contacts you have documented, please list here the other staff that will be required to deliver your event
Different types of staff at your event
	
	0
	1 – 5
	5 – 15
	16-25
	26 or more

	Road Closure Marshalls
	☐
	☐
	☐
	☐
	☐

	Car Park Marshalls
	☐
	☐
	☐
	☐
	☐

	SIA Door Staff
	☐
	☐
	☐
	☐
	☐

	Litter Marshalls
	☐
	☐
	☐
	☐
	☐

	General Volunteers
	☐
	☐
	☐
	☐
	☐

	



6. [bookmark: _Toc477951351]ORGANISATIONAL MATRIX

For smaller and community based events an organisational matrix should still be developed. It helps everyone understand the management structure and who is responsible for what. 
It is also an essential element in your emergency response planning. If an incident occurs it is crucial that your staff, the public or emergency services know the chain of command. The below is a very simple structure, you should highlight the levels of command and the protocols for communication up and down the hierarchy.

Please complete the boxes above outlining the roles of those reporting to the Emergency Liaison Team.


7. [bookmark: _Toc477951352]RUN SHEET
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. A production schedule is also an essential element in successful event management, it ensures tasks are done on time and not forgotten, with so much to think about it is easy to forget things if you don't document each and every task.
Regardless of the scale of the event you should document what needs to be done prior, during and after the event to ensure all tasks are carried out in a timely manner.
A simple production schedule that can be used is provided below.

	No vehicle movement on site between:
	General Public on site between:

	Click here to enter text.	Click here to enter text.






8. [bookmark: _Toc477951353]HEALTH AND SAFETY

It is your responsibility for health and safety of staff and public  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.

To this, it is essential that you address the following headings to ensure that you have taken all steps that is reasonably practical to ensure your event is safe and complies with all health and safety law and guidelines.

Risk assessments and Management 

The risk assessment process in not an option when planning an event, it is an absolute necessity and no event will be granted permission until a suitable risk assessment has been completed.

It is important that a risk assessment is not just something you do because it is a legal requirement, it is the single most important tool to ensure you cover all health, safety and planning aspects of your event.

A risk assessment is a ‘fluid’ document that should be developed early, constantly monitored, adjusted and shared widely with internal and external stakeholders. 
The first step in the process is to develop a risk register, do this with your planning group and brainstorm every identifiable risk. Each identified risk will then be dealt with via the risk assessment template. 

You must include the fire risk within this assessment. 

Please contact the team if you require more information on risk assessment and management. You can also refer to the HSE (Health and Safety Executive) 5 Steps to Successful Risk Assessment - http://www.hse.gov.uk/pubns/indg163.pdf




9. [bookmark: _Toc477951354]FIRE SAFETY AT YOUR EVENT 
You must address the area of fire safety for your event. as stated under Risk Assessments and Management you need to include the risk of fire in your event risk assessment.
Also document how you have addressed the key areas of the fire risk assessment process highlighted below: - Identify the fire hazards, i.e. sources of ignition, fuel and oxygen - Identify people at risk within and surrounding your site and those at highest risk - Evaluate the risk of a fire occurring and evaluate the risk to people should a fire occur - Remove or reduce fire hazards and remove or reduce the risks to people - Consider the following: detection and warning, fire fighting, escape routes, signs and notices, lighting, maintenance - Recording significant findings and action taken - Prepare and emergency plan - Inform and instruct relevant people, provide training - Keep assessment under review and revise where necessary
Useful resources for fire safety planning include:
http://www.communities.gov.uk/publications/fire/firesafetyassessment
Fire Safety Risk Assessment – open air events and venues
Guide to Fire Precautions in Existing Places of Entertainment and Like Premises – Home Office – Chapter 13 page 136 ‘Special Provisions for Temporary Structures and places of Entertainment which are under cover in otherwise open air situations’.
PLEASE ASSUME ESSEX COUNTY FIRE AND RESCUE SERVICE WILL NOT BE ATTENDING YOUR EVENT.
Different Types of Extinguishers
[image: ]
	Type
	Fire Classification
	Fire Extinguisher Suitability

	ABC POWDER
	[image: Suitable for Class A Fires][image: Suitable for Class B Fires][image: Suitable for Class C Fires][image: Not suitable for Class F Fires][image: Suitable for Electrical Fires]
	Powder fire extinguishers are ideal for use in mixed risk environments and offer excellent all round fire protection. With a unique class C rating, powder fire extinguishers are the only effective solution for fires involving flammable gases.




	AFF FOAM
	[image: Suitable for Class A Fires][image: Suitable for Class B Fires][image: Not suitable for Class C Fires][image: Not suitable for Class F Fires][image: Not suitable for Electrical Fires]
	Foam fire extinguishers are ideal for use on fire involving solid combustible materials and are highly effective on flammable liquid fires. The layer of foam applied by these extinguishers helps to prevent re-ignition after the fire has been extinguished.

	CARBON DIOXIDE
	[image: Not suitable for Class A Fires][image: Suitable for Class B Fires][image: Not suitable for Class C Fires][image: Not suitable for Class F Fires][image: Suitable for Electrical Fires]
	CO2 fire extinguishers are suitable for use on flammable liquid fires and are extremely effective at extinguishing fire involving electrical equipment. CO2 is also one of the cleanest extinguisher agents and leaves no residue behind.

	WATER
	[image: Suitable for Class A Fires][image: Not suitable for Class B Fires][image: Not suitable for Class C Fires][image: Not suitable for Class F Fires][image: Not suitable for Electrical Fires]
	Water fire extinguishers are suitable for use in environments containing solid combustible materials such as wood, paper and textiles. It is important to remember that water conducts electricity and should not be used around electrical equipment (unless water extinguishers with additive are used).

	WET CHEMICAL
	[image: Suitable for Class A Fires][image: Not suitable for Class B Fires][image: Not suitable for Class C Fires][image: Suitable for Class F Fires][image: Suitable for Electrical Fires]
	Wet chemical fire extinguishers have a unique class F rating and are usually supplied with a special application lance. The perfect solution for tackling large burning oil fires, wet chemical extinguishers are ideally suited to the kitchen environment.

	WATER MIST
	[image: Suitable for Class A Fires][image: Not suitable for Class B Fires][image: Not suitable for Class C Fires][image: Suitable for Class F Fires][image: Suitable for Electrical Fires]
	Water Mist is a new technology that works on the basis of cooling fire, suffocating it and then cooling the burning media to prevent re-ignition using microscopic particles of water. Water mists extinguishers are ideal for covering areas of a building where multiple fire risks can be found.



	
	0
	1 – 5
	5 – 15
	16-25
	26 or more

	POWDER
	☐
	☐
	☐
	☐
	☐

	FOAM
	☐
	☐
	☐
	☐
	☐

	CARBON DIOXIDE
	☐
	☐
	☐
	☐
	☐

	WATER
	☐
	☐
	☐
	☐
	☐

	WET CHEMICAL
	☐
	☐
	☐
	☐
	☐

	WATER MIST
	☐
	☐
	☐
	☐
	☐



For more localised support, please contact Essex County Fire and Rescue on 01376 576740

10. [bookmark: _Toc477951355]FIRE RISK ASSESSMENT
	
FIRE HAZARDS AND THEIR ELIMINATION OR CONTROL
Make comment within relevant significant findings of sections 1 - 6 of control measures adopted to ensure compliance:


	10. 1 SOURCES OF FUEL

	Are there any highly flammable substances in the area. E.g. paints, thinners, flammable gases, flammable chemicals ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Replace with safer alternatives
· Remove of significantly reduce any highly flammable substances
· Keep them in fire resisting stores
· Keep minimum quantity in area
· Ensure all containers are kept closed when not in use
· Other ( state in significant findings Pt 1 )

	

	Are flammable liquids or gasses used or stored in areas without adequate ventilation e.g LPG, CO2, O2
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Remote storage
· Improve ventilation
· Other ( state in significant findings Pt 1 )

	

	Are there quantities of combustible material stored, on display or in use in the area ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Replace stocks of combustible materials with non combustibles
· Reduce stocks to a minimum
· Separate stocks from heat sources
· Other ( state in significant findings Pt 1 )

	

	Are quantities of combustible waste allowed to accumulate in the area such as paper, cardboard ect. ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Improve the arrangements for disposal of waste
· Improve general housekeeping 
· Ensure staff are aware of standards required
· Give specific additional training to responsible staff
· Other ( state in significant findings Pt 1 )

	

	Is foam filled furniture which is not combustion modified or is worn to the point of exposure in use ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Furniture complies with BS EN 5852
· Replace or repair
· Other ( state in significant findings Pt 1 )

	

	Are areas of wall or ceilings covered or made of combustible materials e.g. Marquees ?
	⁯ ☐ Yes
	☐ No
	⁯ ☐ N/A

	· Drapes & Fabrics comply with BS EN 1101/2
· Ensure treated with fire resistant solution
· Remove sources of ignition
· Other ( state in significant findings Pt 1 )

	

	Significant Findings part 1

	Note any significant findings from part 1
[bookmark: Text6]     




	
10.2. SOURCES OF IGNITION

	Does the work activity involve hot processes such as cooking, food preparation ?
	⁯ ☐ Yes
	☐ No
	☐ N/A

	· Minimise the amount of combustible materials in the work area
· Arrange so that hot surfaces and sparks are safely contained
· Eliminate hot surfaces and sparks
· Ensure food cooking areas are not left unattended
· Ensure satisfactory controls over concessionaries
· Impose fire safety conditions on concessionaries
· Other ( state in significant findings Pt 2 )

	

	Is smoking permitted ?

	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Implement a smoking policy which provides for safe smoking
· Total ban in combustible structures
· Signage in prohibited areas
· Good housekeeping
· Other ( state in significant findings Pt 2 )

	

	Are there light fittings near combustible materials ?

	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Remove combustible materials
· Ensure safely fitted
· Replace tungsten/halogen bulbs with fluorescent tubes
· Other ( state in significant findings Pt 2 )

	

	Is electrical equipment: Faulty, damaged or not used in accordance with the manufacturers recommendations ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Repair or replace faulty equipment
· Portable appliance testing carried out
· Suitable policy regarding the use of personal electrical equipment
· Ensure all fuses are the correct rating
· Other ( state in significant findings Pt 2 )

	

	Are inspection lamps or extension leads used ?

	⁯|_| Yes
	⁯|_| No
	⁯ |_|N/A

	· Ensure leads are fully uncoiled
· Limit extension leads and adaptors
· Ensure leads are not overloaded
· Other ( state in significant findings Pt 2 )

	

	Is arson a potential problem ?

	☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Improve security measures
· Remove combustible storage / waste from combustible structures
· Ensure combustible storage is contained with a secure lid
· Other ( state in significant findings Pt 2 )

	

	Is lightning a potential problem ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Incorporate measures into your emergency plan
· Other ( state in significant findings Pt 2 )

	



	Significant Findings Part 2

	Note any significant findings from part 2
[bookmark: Text5]     


	10.3 IDENTIFY PEOPLE AT RISK

	Are there any groups of people at increased risk of fire i.e. work in remote areas, lone working, sleeping ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Can they be re-located
· Improve the means for warning them about fire
· Improve the means of escape
· Other ( state in significant findings Pt 3 )

	
	
	
	
	
	
	
	
	
	

	Are there people present who may be unable to react quickly to a fire due to a safety critical work process ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Introduce appropriate close down procedure
· Improve means of warning / means of escape
· Other ( state in significant findings Pt 3 )

	
	
	
	
	
	
	
	
	
	

	In the event of a fire, are there people with disabilities who would put them at a disadvantage when evacuating ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Incorporate measures in your emergency plan
· Provide specialist equipment
· If staff are required to assist in evacuation, ensure sufficient numbers and appropriate training
· Other ( state in significant findings Pt 3 )

	
	
	
	
	
	
	
	
	
	

	Are members of the public likely to be unfamiliar with the escape routes ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Ensure staff are adequately trained to assist with evacuation
· Improve signage
· Other ( state in significant findings Pt 3 )

	
	
	
	
	
	
	
	
	
	

	Significant Findings Part 3

	Note any significant findings from part 3
[bookmark: Text4]     






	10.4 MEANS OF ESCAPE FROM FIRE

	In The event of fire can everyone safely escape from the area ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Ensure existing routes and exits are available and unobstructed
· Provide additional routes and exits
· Provide training for safe evacuation
· Secure reasonable arrangements for disabled people
· Implement routine checks
· Other ( state in significant findings Pt 4 )

	
	
	
	
	
	
	
	
	
	

	In the event of a fire can everyone turn their backs on the fire and escape to a place of safety ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Provide additional escape routes
· Provide and maintain protected routes
· Other ( state in significant findings Pt 4 )

	
	
	
	
	
	
	
	
	
	

	Do gates on escape routes open in the direction of travel ?

	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Re-hang in direction of travel
· Other ( state in significant findings Pt 4 )

	
	
	
	
	
	
	
	
	
	

	Are all exits adequately signed ?

	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Install sufficient signs to enable people to find their way out
· Ensure signs are unobstructed and clearly visible from distance
· Other ( state in significant findings Pt 4 )

	
	
	
	
	
	
	
	
	
	

	Are all exits adequately illuminated ?

	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Install emergency lighting
· Other ( state in significant findings Pt 4 )

	
	
	
	
	
	
	
	
	
	

	Significant Findings Part 4

	Note any significant findings from part 4
[bookmark: Text3]     




	10.5 FIRE FIGHTING AND FIRE WARNING

	Are sufficient extinguishers of the appropriate type for the risk and are they located properly ? 
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Provide suitable additional equipment for the risk
· Make visible and unobstructed
· Provide additional signage
Other ( state in significant findings Pt 5 )

	
	
	
	
	
	
	
	
	
	

	Have sufficient people been trained in the use of fire fighting equipment ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Implement training programme
· Other ( state in significant findings Pt 5 )

	
	
	
	
	
	
	
	
	
	

	In the event of fire are there suitable arrangements for giving warning ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	· Expand public address system
· Increase marshals/stewards
· Other ( state in significant findings Pt 5 

	
	
	
	
	
	
	
	
	
	

	Significant Findings Part 5

	Note any significant findings from part 5
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	10.6 PROCEDURES, ARRANGEMENTS, MAINTENANCE AND TRAINING

	Are sufficient person(s) available to assist in implementation of fire safety matters ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are appropriate fire procedures/event management plan in place, recorded and available for relevant persons to read ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are people nominated to respond to fire and assist with evacuation ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are people nominated to respond to fire, trained in the use of extinguishers ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are all extinguishers in use tested in accordance with B.S.5306
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are all staff inducted with fire safety training, and records maintained ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are concessionaries made aware of their responsibilities in line with your fire procedures/event management plan ? 
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are concessionaries required to produce a specific fire risk assessment ?
	⁯ ☒ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Do electrical power installations conform to B.S. 7909 Code of practice for Temporary Distribution Systems ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are all electrical installations installed and tested in accordance with B.S. 7671, Wiring Installations ? 
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are all electrical appliances tested in line with the       IEE Code of Practice ( PAT ) ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Is there appropriate liaison with the Fire & Rescue Service ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are the Fire & Rescue Service able to access within     45 metres of all areas, including car parks ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	Are there sufficient water supplies to enable the Fire & Rescue Service to execute their duties ?
	⁯ ☐ Yes
	⁯ ☐ No
	⁯ ☐ N/A

	
	
	
	
	
	
	
	
	
	

		Significant Findings Part 6

	Note any significant findings from part 6
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11. [bookmark: _Toc477951356]SECURITY

Most events, although not all, 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. 

When assessing the security needs of your event give consideration to the following; venue location, date, operating times, target demographic, planned attendance numbers, fenced or open site etc. 

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

More information on security at outdoor events is available in the HSE Event Safety Guide Chapter 6 Crowd Management – Page 51 

PLEASE ASSUME ESSEX POLICE WILL NOT BE ATTENDING YOUR EVENT.

Will you be using SIA security at the event?

If Yes, what is the name of the Company supplying the security
	Company Name
	     
	SIA Registration Number
	     

	How many SIA staff will you be using during the event
	     
	How many SIA staff will be present at any one time?
	     



	

	11.1 Before the Event

	Will there be a controlled entry system into the event?

	
	
	



	What is your process if you refuse entry to the event?

	     



	How are you going to control the site to ensure that the crowds are managed safety?

	     



	

	11.2  During the Event

	Will there be any searching as part of the condition of entry to the event?

	
	

	If yes, what is the estimated flow rate of people entering the event?

	     



	Will there be any restrictions on items being brought into the site?

	     



	How will you deal with someone bringing in a prohibited item into your event? (ie drugs)

	     



	How are you going to control a situation if there is a disturbance within the event?

	     





	How would you eject someone from the event? Who would make the decision to eject someone?

	     




If your event has more than 1000 persons attending at any one time, please attach a detailed security plan based on your risk assessment.


12. [bookmark: _Toc477951357]STEWARDING 

In addition to your own organisations staffing requirements you will also need to consider stewarding requirements.
Some key points to consider when developing your plan are: - Your risk assessment will help you identify your requirement

	Stewards require training to ensure they are fully aware of their duties and responsibilities. What training are your providing?

	     



	Are you providing a briefing before or during the event?

		⁯ ☐ 
Yes prior to the event
	⁯ ☐ 
Yes, prior to the event and when new stewards arrive
	⁯ ☐ 
Not considered necessary






	You must ensure that you develop a communications plan for all staff, including stewards as they need to understand how they can cascade information or report incidents during the event. 

What is your plan? Who will be delivering the plan. Will you be handing out information cards?

	     




13. [bookmark: _Toc477951358]EXTREME WEATHER ASSESSMENTS 

The Event Organiser should acknowledge that extreme (or adverse) weather could have a serious impact on the event either during the ‘build up’/‘load in’, ‘’event day’/live event’ or ‘breakdown’/‘load out’ phases and it is its responsibility to plan for such an occurrence so as to insure the safety of everyone associated with the event.

	Who will be making the decisions over the weather assessments in the build up to the event and during the event?

	     



	If you have to cancel the event due to extreme weather, how are you going to communicate this with those attending your event?

	     



	If there is a thunderstorm during your event, (flash-to-thunder time of under five seconds) how are you going to minimise the risk pf someone being struck or affected by the indirect effects of lightning?

	     




The attached document has some useful guidance in relation to adverse weather conditions. 



14. [bookmark: _Toc477951359]CONTINGENCIES AND EMERGENCY PLANNING

The Event Organiser must realise the need to have plans in place to effectively respond to disruptive influences, health and safety incidents and emergencies which might occur at, or impact upon the event along with effective management arrangements to deal with such situations and ensure all those involved with the event understand their specific roles should an incident or emergency occur.


All event staff, volunteers, stewards, security personnel etc. should be fully briefed on emergency situations ‘show stop’ and evacuation procedures.

Contingency Planning 
Contingency planning deals with issues around the event site and the ability of the event to take place for health and safety related incidents and emergencies. 

Incidents that may require a contingency plan may include severe weather (see Section 13), Communications (see Section 15), disruption to traffic/transport arrangement (see Section 16) etc.

The event risk assessment will be a good starting point for any major incident plan. This will help you focus on areas that will need to be considered. 

Areas include:
	· the type of event, nature of performers, time of day and duration;
· audience profile including age, previous or expected behaviour, special needs, etc;
· existence or absence of seating;
· geography of the location and venue;
· topography;
· fire/explosion;
· terrorism;
	· structural failure;
· crowd surge/collapse;
· disorder;
· lighting or power failure;
· weather, eg excessive heat/cold/rain;
· off-site hazards, eg industrial plant;
· safety equipment failure such as CCTV and PA system; 
· delayed start, curtailment or abandonment of the event.



	Have you conducted a risk assessment for the above and what was your findings?

	     



Declaration of a Major Incident and Transfer of Command 
The decision to declare an incident, as a ‘Major Incident’ is that of the Event Safety Management Team and the emergency services. This may include a major emergency off site that has an impact on the event and the emergency services instructing the Event Safety Management Team of the need to implement evacuation of part or the whole event site.

A Major Incident can be declared by any of the Category 1 response organisations – see Civil Contingencies Act 2004 Schedule 1
http://www.legislation.gov.uk/ukpga/2004/36/schedule/1

	How are you going to hand over control of your event to the Emergency Services. Is there a policy in place?

	     



	Think about what you will do if a fire occurs, where on the site will you evacuate people?

	     



	How will you communicate this instruction to your audience, especially if you have been instructed to turn off all electrical devices?

	     



	Who will take responsibility for these decisions? Who will be the single point of contact for the emergency services?

	     



Further guidance can also be obtained from the HSE Event Safety Guide page 31 Chapter 4 – Major Incident Planning


15. [bookmark: _Toc477951360]ELECTRICITY

If you are including electrical supply as part of your event please document the details here.

Temporary electrical installations are subject to the same standards and regulations as permanent electrical installations and must comply with the general requirements of the Electricity at Work Regulations 1989.

Any event that has electrical supply included must have a competent electrician sign-off the installation prior to the event starting.

Further information on electrical installations for events is available upon request or refer to the HSE website for detailed information on electrical safety
http://www.hse.gov.uk/electricity/index.htm

	Please complete below the details of the electrician that has signed off the installation prior to the event starting?

	     




16. [bookmark: _Toc477951361]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 before the Team will grant approval for these to be present at your event. 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?

	     



		Have they carried out the daily checks on the equipment as required by EIS?

	     






		Has the inflatable a PIPA tag?

	     



		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.)

	     



	Are you a member of a relevant association (AIMODS, NAIH or BIHA)? (Check this against the relevant web site listing (See Participating Organisations)

	     



	Do they have £5 million Public Liability Insurance? if yes what is the certificate number

	     



	Do you have a copy of the current PIPA test certificate for this equipment? If yes what is the certificate number

	     



Further guidance on the British Standards and law relating to inflatable play equipment is available on the PIPA Inflatable Play Inspection Scheme website 
http://www.pipa.org.uk/index.asp


17. [bookmark: _Toc477951362]FUN FAIRS

Please include here any rides or fun fairs you intend to have at your event.

Are you having Fun Fair or Rides 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. Have you seen any confirmation of this?

	     



	Has the operator provided you with a copy of their In Service Annual Inspection papers and copy of these must be provided to the council

	     



	Has the operator confirmed in writing that that they adhere and operate under the HSG175 Fairgrounds and Amusement Parks – Guidance on Safe Practice

	     



Further information is available on the HSE website in regards to the ADIPS scheme at http://www.hse.gov.uk/pubns/etis8.htm

The Team are also able to provide a copy of the HSG175 Fairgrounds and Amusement Parks – Guidance on Safe Practice document on request


18. [bookmark: _Toc477951363]TEMPORARY DEMOUNTABLE STRUCTURES

Will you be using temporary demountable structures at your event?


The use of temporary demountable structures at events is an area that is broad and complex. For a small event it may simply be some market stalls and a marquee. Larger events and festival may include stages, grandstands, lighting towers, gantries, site offices etc. Depending on the scale and types of structure, different authorities will be required to be involved in the approval process.

	Do you need approval from the authorities?

	     



If structures are planned to be in place for extended periods of time then planning permissions may be required. Larger temporary constructions would require independent engineers to sign-off structures before they can be used.

	Do you require planning permission?

	     



So you can see that this is an area that requires careful consideration by the local authority prior to approval. 

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.

Guidance on minimum requirements prior to the Team granting approval for your event based on what temporary structures you intend to bring onto the site:

	Have all suppliers supplied you with a copy of their public liability and employee insurance certificates

	     



	Have all suppliers provided you with relevant risk assessments and method statements relating to the product they are supplying for your event

	     



	The suppliers must provide a signed hand over inspection once the structure is completed to say that it is safe and ready for use. Are they aware of this?

	     



	Have you considered all other health and safety aspects relating to any temporary structure

	     



More information can be found in the ‘Temporary Demountable Structures – Guidance on Procurement, Design and Use’

	Please also consider the risk or a fire within any Temporary Demountable Structure and how this would be managed.

	     




19. [bookmark: _Toc477951364]ANIMALS AT THE EVENT

Are you having any live animals at your event?


You must obtain consent from the Council in writing before you may bring any animal's on site for exhibition, performance or entertainment.

Do you have this consent?

The Authorised Officer may prohibit the use of any animal at the Event which they consider may pose a danger to the public. 

Event Holders may use only the animals which are listed on the Event Application form and any updates to that list, which must be submitted to the Authorised Officer for approval at least 7 days before the animals are to be brought to the Site.

	Please list the animals that will be attending the event

	     



Do you have copies of all relevant licences / registration documentations for each animal?


	Please provide details of the Public Liability Insurance.

	     




The Hirer shall be 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 Hirer shall furthermore at all times abide by the obligations and the duty of care imposed on him by the Animal Welfare Act 2006.


20. [bookmark: _Toc477951365]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.


Event communications – Surrounding residents

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

	     



Event communications – Audience at the event

	Document here what plans you have in place for communication with your audience on the day.

	     



More information on event communication can be found in the HSE Event Safety Guide Chapter 5 Communication – page 42

Event 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.

	     




21. [bookmark: _Toc477951366]LOST CHILDREN / VULNERABLE PERSONS

The event will need to have an agreed procedure for reporting a child missing or found. This may involve Event Control or the event organiser, stewards or police. 

 “Children” includes vulnerable teenagers under 18 years old.

A team member with an enhanced DBS/CRB/PVG Scheme check will be allocated the responsibility for supervising the lost children service at all times.

	Who has been allocated the role of managing lost children.

	     



	Do they have a DBS certificate, if so what is their certificate number

	     



Attached is some guidance for dealing with lost children.





22. [bookmark: _Toc477951367]LICENSING

Does your event have any of the following:
	☐
Recorded Music
	☐ 
Live Music

	☐ 
Alcohol
	☐ 
Late Night Refreshment 
(after 2300hrs)



Will you have 499 persons or more at any one time?


	Have you applied for a Temporary Event Notice or does the venue have a premises licence that covers your activites.

	     



There are a number of legal requirements for those providing licensing activities.

The following aspects must be provided when selling or supplying alcohol.

· Have an Age Verification Policy
· Provide Free water – whether bottled or tap water.

In some circumstances, Essex Police may seek a Drugs and Searching Policy. Please find below an example template for the drugs policy and age verification policy.


[bookmark: _MON_1552212863]


23. [bookmark: _Toc477951368]INSURANCE

All 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 and that a copy of the policy has been forwarded to the team.


Do you hold copies of all contractors relevant insurance and that copies of such can be provided to the team upon request




24. [bookmark: _Toc477951369]PROVISION OF FOOD

Document details here of 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 Key Event Contacts – Other.

	Will you have food provisions at your event? If yes please provide details.

	     




If you need to register your food business, please complete the below form





25. [bookmark: _Toc477951370]SITE PLAN

A site plan must be submitted for each and every event.
As this template has been designed to assist smaller event organisers we do not expect you to supply a site plan of a standard that we would anticipate from a larger professional event organiser, however the more accurate and detailed the plan the better.

It will help you execute the site build and production elements of your event.

Your site plan should include the following:

	Placement of all temporary structures 
All other site infrastructure 
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 
Lost children's point 
Vehicle entry points 
Any event décor, i.e. flags, banners etc



Be aware that you may want to create two versions of a site plan, one that you would use at the site on the day to provide event participants with information and another version that is purely for your management team.

Accurate site plans are very helpful when you are doing the site build as you are able to clearly direct people when they arrive on-site to their correct position.

Site plans are also a useful tool in the event design process as you can plan how people will enter the site, how people will interact with the site and how people will move about the site.




26. [bookmark: _Toc477951371]TOILETS

You are required to provide adequate toilets facilities for you event attendees, staff and contractors. 

The HSE guidelines for toilets numbers are provided below. More information on Sanitary Facilities at your event can be found in the HSE Event Safety Guide – Chapter 14 page 88. Be conscious that you will need to provide disabled facilities and separate sanitary facilities for caterers. 

Please outline here your planned toilet provisions for your event based on your expected numbers and gender split.
	Female Toilets
	Male Toilets

	Click here to enter text.	Click here to enter text.


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

	1 toilet per 120 females
	1 toilet per 600 males + 1 urinal per 175 males

	

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

	1 toilet per 100 females
	1 toilet per 500 males + 1 urinal per 150 males




27. [bookmark: _Toc477951372]VEHICLE ON 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 vehicle access. 

Ideally this should be a sterile route however this may not always be possible and you therefore need a procedure in place for the safe entry and exit of emergency vehicles. 

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

	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.


28. [bookmark: _Toc477951373]TRAFFIC, TRANSPORT AND PARKING

Many smaller community events will have limited impact on traffic and parking, however it is still important that you give this consideration when planning your event. Larger events can have significant impacts on local traffic and transport and will require extensive risk assessments and detailed plans dealing specifically with traffic and transport. It is important that through your risk assessment you consider traffic, transport and parking no matter what scale your event is. 

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? If so the team can provide the correct contacts to apply for a road closure, be aware that road closures require a minimum of 6 weeks lead time and in all cases the more notice provided the better.

	What is the estimated number of vehicles attending?

	     



	Is a Signage plan required?

	     



	When will they be arriving and leaving, what routes will they be signed to take on arrival and departure?

	     



	Will the volume of traffic for this event cause an adverse impact on the road network?
· If yes, how will this be managed?

	     



	How will the car parks be managed to ensure efficient ingress off the highway and ensure no conflict with pedestrians walking from the car park to the event entrance where relevant.

	     



	Where are the car park entrances and exits, what's the predicated rate of flow into and out of the car parks.

	     



	Are there any reduction in speed limits on any roads required for safety purposes?
· If yes, please state the restriction.

	     



Please note: Highways may insist on a speed reduction for safety purposes




29. [bookmark: _Toc477951374]ENVIRONMENTAL CONSIDERATIONS

It has never been more important for event organisers to put in place plans to minimise their environmental impact. 

The Team will not approve any event unless the following headings regarding the environment are addressed.

Recycling 
It is essential that your event has a recycling plan in place and that it is carried out. For small community events this could be as simple as labelling some bins to encourage people to separate their waste into a range of categories and then making sure that these are taken to the council provided recycling bins located around the borough.

Larger events will need to demonstrate that they have a sound recycling strategy in place or are employing a professional recycling organisation to manage recycling on the day.

Points for consideration: 
· Make sure your concessions and food suppliers have appropriate policies and procedures in place in regards to providing biodegradable containers and systems for the disposal of dirty water, cooking oil etc
· Think through how you will encourage people to place the appropriate waste into the correct receptacle. Contaminated recyclable materials could mean that the materials need to be sent to landfill 
· How will you keep the site clear of waste? Will this be the remit of stewards or volunteers?

	Please document your recycle plans here.

	     




30. [bookmark: _Toc477951375]NOISE

All residential areas in close proximity and it is therefore essential that the team and the Environmental Health are fully aware of any event elements that may cause noise issues.

The most obvious elements that have the potential to cause noise pollutions issues are live music stages, fun fairs and public address systems.
It is therefore essential that you contact the noise service to discuss your plans and get agreement on noise levels at identified sites surrounding your event.

No event that has the potential to cause noise nuisance will be granted approval until confirmation has been received from the Environmental Health that they are happy with your plans.
	
Points to consider: - Selection of location for your event - Larger events that have a music stage will always have to employ a professional sound engineer and they must liaise with the Environmental Health to establish agreed sound levels – 

Residents should be provided with a event day contact from your organisation that can be contacted on the day should they wish to raise a noise complaint

	Please document what elements of your event have the potential to cause noise nuisance and what plans you have in place to mitigate this.

	     



	Have you conducted an assessment against the Noise at Work Regulations 2005? What were your findings.

	     





31. [bookmark: _Toc477951376]LIGHTING

	What type of lighting will be used within the event?

	     



	What is your provision for emergency lighting (inside and outside structures)?

	     



	What happens if you loose all power, how will you ensure there is adequate lighting.

	     





32. [bookmark: _Toc477951377]EVACUATION PLANS

Evacuation Time 
The maximum escape time for open-air events can vary dependant on various factors, including the size of the venue, whether full or partial evacuation is employed, etc. This is normally between five and 10 minutes. 

These times depend largely on the level of fire risk present, with the figure of five minutes suggested for higher-risk events, and a longer period for lower fire-risk events. 

The escape times for individual structures should be based on between 2 and 3 minutes dependant on risk


33. [bookmark: _Toc477951378]RV POINTS

We recommend 3 RV points are identified, the most appropriate RV point will be used dependent upon the location of the incident.

Primary RV Point

	Where is the primary RV Point to meet the emergency services. Remember, you may be evacuating people out of the venue, so you do not want the emergency services arriving at the exit you are trying to evacuate people.

	     



What are your backup locations, incase the primary RV Point is blocked?

	Describe the back up locations.

	     





34. [bookmark: _Toc477951379]THE CONTINGENCY PLAN – make one so you don’t need one

The advice of the Safety Advisory Group is to consider a back up plan. Running events can be very unpredictable and important considerations missed. Working through the Event Management Plan will help organisers understand the responsibilities in running events. During the planning of any event, always consider any potential risks and how they can be reduced. 

Some of these factors could be out of control of the organiser such as fire at a premises nearby or a road closure due to a serious car accident. These factors need to be considered and documented should an incident occur.


35. [bookmark: _Toc477951380]RISK ASSESSMENTS	

Please upload your risk assements to the document.

For Risk assessment forms, please click below
http://www.hse.gov.uk/risk/index.htm
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ROCHFORD SAG - ADVERSE WEATHER GUIDANCE

Event organisers must acknowledge that extreme (or adverse) weather could have a
serious impact on the event either during the ‘build up’/‘load in’, “event day’/live event’ or
‘breakdown’/‘load out’ phases and it is their responsibility to plan for such an occurrence so
as to insure the safety of everyone associated with the event.
The Event Manager must review the weather up to 2 hours before the event to ensure the
event is safe to continue. The Met Weather service should be consulted.
These weather conditions could include: -

e Heavy rain and/or flooding
High wind
Electrical storm
Extreme heat — unlikely due to time of year of event
Extreme cold

All of the above weather conditions could occur individually or in combination however
each situation will be addressed individually.

Various options that should be considered including: -

During ‘load in’ or ‘load out’ suspend or delay work

Close or restrict access to a particular area

Postpone the event to another date (that would be very difficult)

Delay the opening of the event or close early

Cancel the event - this is the last resort option but if the circumstances are such that it
would be irresponsible to continue with the event then this decision would have to
be taken

e Abandon the event on the day should conditions dictate i.e. ‘flash flooding’

The event organiser must consider a plan for extreme weather in the lead up to and on the
day(s) of the event.

The following components should be considered by the Event Management Team: -
¢ Inthe event of extreme weather any decisions should be taken by the Event
Management Team in consultation with the emergency services, venue owners etc.
o Weather reports and forecasts should be monitored, starting at least ten days before
the event
¢ Receiving from contractors who provide temporary demountable structures
information regarding the wind tolerance of such structures
A system to monitor wind strengths and direction on site
The affect of adverse weather on the event site
Effective and clear communication with all event staff, volunteers, participants etc.
Ensure all event staff and volunteers are wearing suitable equipment and appropriate
welfare facilities are available
Adequate first aid resources on site
¢ A communication strategy with the public who may be considering attending the
event Specific weather advice: -

Flooding — The Event Manager should researched the previous events and had discussions
with the venue to identify areas of the event site which are prone to possible flooding.

Heavy rain — While rain itself is not a danger to the public it does increase risks to those
working in those conditions whether during the ‘load in’ the ‘live event’ or load out’. It is
very difficult to quantify how much rain is too much; it is for the Event Team to use their
judgment to decide when conditions are no longer safe.





ROCHFORD SAG - ADVERSE WEATHER GUIDANCE

High Wind - High winds can, obviously, cause serious and sometimes catastrophic incidents,
so all event equipment, stages, marquees and all other infrastructure will be properly
erected and secured and not likely to collapse/topple. It is hot possible to quantify when
winds get dangerously high so as different structures will have different wind tolerance
limits. These should be added to the Event Management Plan as part of the ongoing risk
assessments.

Phases that should be considered
Planning - site topography and prevailing winds
¢ Normal Conditions — Monitor, forecast and review
o Action Level 1 - Alert, risk, assess
e Action Level 2 - Enhanced action response plan
e Action Level 3 - STOP! May involve event cancellation

Wind Reference Chart (from ‘Guidance for the Management & Use of Stages and related
temporary event structures’)

Beaufort Scale & Description

Average Speed at 10 metres above ground.

0 Calm Metres Per Second Miles Per Hour
1-3 Light Breeze 0.3to 5.4 m/s 0.7 to 12.2 Mph
4 Moderate Breeze 55to 7.9 m/s 12.3t0 17.8 Mph
5 Fresh Breeze 8.0to 10.7 m/s 17.9 to 24.0 Mph
6 Strong Wind 10.8 to0 13.8 m/s 24.1to 31.0 Mph
7 Nr Gale Force 13.9to 17.1 m/s 31.1to 38.3 Mph
8 Gale Force 17.2 t0 20.7 m/s 38.4 to 46.4 Mph
9 Strong Gale Force 20.8 to 24.4 m/s 46.6 to 54.7 Mph
10 Storm Force 24.5to0 28.4 m/s 54.8 to 63.6 Mph

Wind Directions

Abbreviation wind direction Degrees
N North 0°

NNE North-northeast 22.5°

NE NorthEast 45°

ENE East-northeast 67.5°

E East 90°

ESE East-southeast 112.5°

SE SouthEast 135°

SSE South-southeast 157.5°

S South 180°
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SSW South-southwest 202.5°
SW Southwest 225°
WSW West-southwest 247.5°
w West 270°
WNW West-northwest 292.5°
NW Northwest 315°
NNW North-northwest 337.5°

Extreme Heat - High temperatures can impact on event staff, volunteers, the public etc. Staff
should be reminded as will the public via stage announcements to: -

Apply generous amounts of at least SPF 15 sunscreen and top it up regularly

Try to stay out of the sun (if possible) and seek shade between 11.00hrs and 15.00hrs
when the risk of burning is highest

Wear a hut and clothing that will keep you cool and covered

Make sure you drink plenty of water or other soft drinks during the day so that you
stay hydrated

If you are drinking alcohol, don’t let it get in the way of you enjoying the day but
make sure they eat well and drink water or soft drinks in between alcoholic drinks

If anyone feels unwell (sickness, dizziness, headaches etc.) seek help at a First Aid
point or speak to a steward

Extreme cold - Staff and volunteers should be reminded to wear suitable clothing and
footwear should the forecast indicate cold weather.

Action

Plan - the following action chart is from the document ‘Guidance for the

Management & Use of Stages’ and related temporary event structures’ which will be
adopted at this event.
“The following action chart is a guide to operational monitoring throughout the event.

Wind Speed | Monitoring Interval Action
Metres/sec level

Below 6 8 hourly Regular Weather Forecast Review.

12-18

18 - 22

Hourly Regular on Site Assessment

Prepare to halt erection operations until safe
working conditions have resumed. During

30 mins Show phase it is likely that Show Stop will
occur in this range due to factors other than
safety

Site safety meeting and risk assessment.

3l Prepare for full site evacuation

Over 22 Constant - Site evacuation procedure to be implemented
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At Action Level 1. Alert, Risk, Assess

When monitoring registers a gust wind speed in excess of 12 metres per second, in
conjunction with an increasing general trend of recorded high wind speeds, then subject to
risk assessment, all staff involved with the installation/ erection of the structure(s) should be
put on alert that action may be required to delay the erection process until safe working
conditions have returned. This process should be adopted into the overall site wind
management plan.

At Action Level 2: Enhanced action response plan

It is recommended as safe practice for a site safety meeting (Event Management Liaison
Team) to be convened to assess the overall site conditions when monitoring registers a gust
wind speed in excess of 15 metres per second in conjunction with an increasing general
trend of recorded high wind speeds. (This can be varied subject to onsite risk assessment.)
This should be adopted into the overall event safety plan and preparations should be made
regarding show stop procedure and full or partial evacuation of the site should wind
speeds increase making site conditions unsafe.

At Action Level 3: STOP! May involve event cancellation

When monitoring registers a gust wind speed in excess of 22 metres per second in
conjunction with an increasing general trend of high recorded wind speeds, and
determined by risk assessment:

Site evacuation may have to be implemented

A safety meeting (Event Management Liaison Team) must be called to identify subsequent
action such as the lowering of production

The structure must immediately become a hard hat area for essential personnel only

The stage may be evacuated and a safe perimeter imposed around all temporary structures
Before performances resume, or deconstruction begins, there must be a structural
inspection and new sign off. “

If the Event Management Liaison Team considers it necessary to close the event because of
extreme weather then an announcement will be made over the PA’s, in addition to any loud
hailers that may be used.

Staff should assist in clearing the site of the public and should, subject to it being safe to do
s0, ensure the safe packing up by traders, production staff etc. ensuring exiting does not put
anybody at risk.

If weather forecasts indicate extreme weather ‘on the way’ then The Met Office can be
contacted on 0870 900 0100 or 01392 885680 — ask ‘for a forecaster’. Met office website
www.metoffice.qgov.uk.

Met Office Weather Warnings Guide

“We warn the public and emergency services of severe or hazardous weather which has
the potential to cause damage, widespread disruption and/or danger to life through our
National Severe Weather Warning Service. This includes warnings about rain, snow, wind
fog and ice.

These warnings are given a colour depending on a combination of both the likelihood of
the event happening and the impact the conditions may have.

The basic messages associated with each of the colours are:

No Severe Weather Be Aware Be Prepared Take Action





ROCHFORD SAG - ADVERSE WEATHER GUIDANCE

What the colours mean: -

Yellow: Be aware. Severe weather is possible over the next few days and could affect you.
Yellow means that you should plan ahead thinking about possible travel delays, or the
disruption of your day to day activities. The Met Office is monitoring the developing
weather situation and Yellow means keep an eye on the latest forecast and be aware that
the weather may change or worsen, leading to disruption of your plans in the next few
days.

Amber: Be prepared. There is an increased likelihood of bad weather affecting you, which
could potentially disrupt your plans and possibly cause travel delays, road and rail closures,
interruption to power and the potential risk to life and property. Amber means you need to
be prepared to change your plans and protect you, your family and community from the
impacts of the severe weather based on the forecast from the Met Office

Red: Take action. Extreme weather is expected. Red means you should take action now to
keep yourself and others safe from the impact of the weather. Widespread damage, travel
and power disruption and risk to life is likely. You must avoid dangerous areas and follow
the advice of the emergency services and local authorities

These warnings are given a colour depending on a combination of both the likelihood of
the event happening and the impact the conditions may have.
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ROCHFORD SAG — CHILD WELFARE GUIDANCE

The event will need to have an agreed procedure for reporting a child missing or found.
This may involve Event Control or the event manager, stewards or police. Always follow the
procedure that has been established.

“Children” includes vulnerable teenagers under 18 years old.

Children who have become separated from their parents/companions are likely to be upset
and frightened.

Comforting them often takes time and patience.

Parents/guardians may also need considerable support, as losing a child is very distressing.
A team member with an enhanced DBS/CRB/PVG Scheme check should be allocated the
responsibility for supervising the lost children service at all times.

Communication about lost children should be by telephone wherever possible, not the
radio.

The event public address system should never be used to find a particular child but
announcements may be made about where to find the lost children’s facility.

Confidentiality and Forms

All information about missing/found children must be treated as confidential, including the
information on completed children forms. Access to information on the forms should only
be shared with another team member or organisation if it is in the best interests of the child.

Wristbands

At some events a special child wristband is available for the parent/guardian to write their
contact number(s) on, which can be used if the child becomes separated. Because of
potential problems with mobiles on site, it may be helpful if both an on-site mobile and off-
site land line are given.

What to do when a child is found

A found child may be brought to the welfare area by another organisation or will
sometimes just turn up. Do not leave the welfare tent to collect a child from another
organisation/place. If a child is found and being ‘held’ somewhere else (e.g. with the
stewards), take down details of the child on a Found Child (yellow) form.

Make note on the form of who has the child and how to contact them.

The procedure to follow when a child is found is as follows:

As soon as a child arrives, introduce yourself and welcome and reassure them - they may
be upset and frightened.

Enter their details on a Found Child (yellow) form, including the time they arrived and the
team member taking responsibility for them. Make a note of anything a child has with them
(e.g. atoy).

Look in the Missing Child (blue) forms to see if the child’s parent or guardian has been in to
report their loss. If so, reassure the child that their parents are looking for them and will
come to the welfare tent soon.

Ask the child who they are with and if they can describe what they look like. Make a note on
their form.

If the child knows a phone number for their parent/guardian or someone at home; if they
are wearing a wristband with a phone number on it; or if the parent/guardian’s number is
logged on a Missing Child (blue) form, try to call (or text) the number. Be discreet when
contacting a parent/guardian/other relative, as they may not know that the child is missing.
Tell Event Control (or other agreed organisations) immediately — depending on the specific
procedure for the event.

Use the phone to give individual details, not the radio.





Make sure you give the precise location of where the child is (use the grid reference, if there
is a gridded plan).

If there is another welfare point, phone them with details of the found child (and
subsequently let them know when the child is collected).

When someone comes to collect the child,

Monitor the child’s reaction - If you are at all unsure about a hand over because the child
does not seem to recognise the adult, or if a child is reluctant to go with the person, or if the
adult appears intoxicated or aggressive or incapable of caring for the child, alert the welfare
manager/supervisor immediately.

They will assess the situation and contact Event Control (or other organisation) if there is any
concern.

Before a child is allowed to be taken by an adult, make sure you get the name, address and
signature (in some circumstances, identification) of the person who collects the child. Parents
often want to rush off after being reunited with their child, so have the form ready for them
to sign.

When the child is collected, enter the time and the name of the team member handing over
the child, on their form and make sure the child takes everything they brought in with them.
Generally, you should not allow a child to be collected by anyone under 18 years old.
Check with the welfare manager/supervisor.

Remember to tell Event Control and any other organisations involved when the child has
been reunited with its parents

If a child is not reunited with its parents/guardian after some time (about 1 hour), Event
Control (or other organisation) should be told. There may be another organisation on site
with more suitable space who can take over looking after the child.

Looking after a found child

The welfare service is responsible for the safety and well-being of any child in its care until it
has been reunited with a parent/guardian and, preferably, the same team member should
look after a child throughout. If this is not possible, another team member should to take
over their care - they should never be left alone.

A child should not normally be taken out of the workspace. However, if you have to take a
child to the toilet, you must tell the other team members that the child is with you and where
you are going. Write this information, including the time, on the child’s form and make
another note when you return. Preferably, two team members should take a child to the
toilet.

It is unlikely that a separate area will be available for looking after children, so it is important
to make them feel at home and protect them from anything that could be harmful to them,
including the behaviour of other people who may be helped in the same space. Care
should be taken to ensure that children are not exposed to inappropriate language or
materials.

At times, when very busy or at night, the welfare tent may not be a suitable space for a child.
Arrangements should be made in advance with the event manager if this is considered a
possibility. A record must be kept of a child taken by another organisation, including the
time, place, name of the person taking the child and contact number. The welfare
manager/supervisor will arrange this.

If a child wants to leave the welfare workspace, every effort should be made to persuade
them to stay. However, they cannot be forced to stay. If the child leaves, tell Event Control
(or other organisations involved) immediately and make a note on the child’s form. If a
steward is available it may be possible to ask the steward to follow the child and track their
movements.





Team members should not, however, leave the workspace to do this.

Be alert to potential problems relating to inappropriate touching of children.

Physical contact should only be in response to a child’s need and should respect their age
and individual stage of development.

Always ask them if its OK first. Corporal punishment (smacking, slapping, shaking) is illegal.
When a group of mixed age children is being cared for, they may be happy to play with
each other.

However, be alert to older children accidentally or deliberately being rough with smaller,
younger children.

Only give children water to drink and use disposable cups.

Fruit may be given to an older/mature young person, at your discretion and if they tell you
they can eat it, but be extremely cautious, as some children/young people may be allergic
to, or may have an illness that prohibits certain foods. If possible, check with a responsible
adult who knows the young person first.

If you are concerned about the welfare of a child, immediately report this to the welfare
manager/supervisor, so that appropriate action can be taken. Make a note of your concerns
on the back of the child’s form. Lost Children Checklist

Use the phone (rather than the radio) for communication regarding lost children whenever
possible.

MISSING CHILD reported to welfare.

1. Write down details on a Missing Child (blue) form.

2. Contact Event Control (or equivalent) and other welfare point (if there is one) with the
missing child information. Write the time you do this on the child’s form.

3. Give the parent the welfare phone humber and ask them to contact us if they find their
child.

4. If the parent contacts you to say they have found their missing child, make a note on the
child’s form.

5. Contact Event Control and the other welfare point to let them know what the parent has
told you. Write the time you do this on the child’s form.

FOUND CHILD at welfare

1. Make them feel at home.

2. Check if the child has been reported missing on a Missing Child (blue) form. If so, attempt
to contact the person who reported the child missing.

3. If not, write down as much information as possible on a ‘Found Child (yellow) form. If the
child has a wristband with their parent’s phone number, or if they know a contact phone
number, try to call. Then make a note on the child’s form.

4. Contact Event Control (or equivalent) and other welfare point (if there is one) to give them
the child’s details. Also let them know if you have tried to make contact with the parents.
Write the time you do this on the child’s form.

5. When collected, get a signature on the form from the parent.

6. Contact Event Control (or equivalent) and the other welfare point (if there is one) to let
them know the child has been collected. Write the time you do this on the child’s form.

7. If the child is still with you after about an hour, contact Event Control to tell them that.





FOUND CHILD

Childs Name

Brought in by

Date & Time Staff taking child
Where Found

Age Sex

Approx Height Build

Hair colour Eyes Colour

Skin Colour Clothing description

- _______________________________________________________|
PARENTS NAMES

Address

Phone Number

Parent / Companion Description

Attended Event Control at Time & Date

|
COLLECTED BY:

PRINT NAME

Address

Signature

Relationship

Time left Event Control Staff present to verify

Notes of interest: extreme distressed, injured
etc






MISSING CHILD
REPORT

Childs Name

Date & Time Lost

Where were they last seen? Who were they with?
Age Sex

Approx Height Build

Hair colour Eyes Colour

Skin Colour Clothing description

Other features (including special medical
conditions

- __________________________________________________|
PARENTS NAMES

Address

Phone Number

Attended Event Control at Time & Date

Notes of interest: extreme distressed, injured
etc

Staff member completing form

Date and Time completed
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Drugs Policy

DO NOT BRING DRUGS TO THE EVENT. ANYONE FOUND IN THE POSSESSION OF DRUGS WILL FACE REJECTION FROM THE EVENT
AT THE GATES AND HANDED OVER TO THE POLICE.

e Our gate staff will be searching for disallowed and illegal items, including drugs. As we've said in our terms
and conditions, you may be bag searched upon entering and leaving the event. This is in line with crime
reduction strategies with the police.

e Any dealing or use of illegal drugs is not condoned by the Event Management Team. It is illegal to take, to buy
or to sell drugs. Drug enforcement laws are as applicable on site at the event, as anywhere else in the country.
If you deal in drugs, it is likely that you will be arrested via security and handed over to the police.

e There may be undercover police and security at the event who will take action as appropriate.

e This includes the use of Nitrous Oxide (NOs) and other ‘Legal Highs'. Both are banned from the event, along
with all associated items, including but not limited to balloons, CO2 dispensers and whipped cream dispensers.
If found with them, or using them, you will be evicted from the site immediately and potentially banned from
future events promoted by the event organisers.

e Remember that experimenting with drugs can lead to bad side effects, meaning you could end up taking
part in anti-social or illegal behaviour whilst under the influence. This will not be tolerated and you will find
yourself liable for eviction from the site.

e  This includes the use of any gas canisters or Nitrous Oxide (NOs) in a recreational way.
It is extremely dangerous and these items are banned from the entire event. If found with them, or using
them, you will be evicted from the site immediately and potentially banned from other events promoted by
event organisers. This includes if found throwing them onto any fire, or near any heated source, which can
cause extremely serious injuries to you, or your friends, or anyone nearby. It is not a joke and is a lifetime ban
from our events. Just say no.

e Bad reactions to drugs can also be extremely disorientating and frightening, especially with the large crowds
and stage effects, as well as some severe reactions being fatal. Do not spoil your enjoyment of the event or
risk your health by doing drugs. Rumours, hearsay and friends ‘tales’ of their experience is absolutely no
evidence for what taking something may do to your system, or how your body will react. Everyone is
completely different.

e If for some reason you decide to take drugs and you do become ill, depressed or frightened, make sure you
ask a steward for assistance. If someone you are with has a bad reaction and needs medical help, talk to a
steward immediately and let them know what they have taken —you could save your friend’s life, which is
miles better than dumb pride.

e We do not allow Herbal highs to the event at all. And they will not be sold at the event. Please do not try to
bring these into the site. Anyone found with suspected herbal highs will face eviction.

e Anyone suspected of carrying items which may be used in an offensive or dangerous manner, or carrying out
illegal activities within the site may be searched, evicted and/or arrested.

Legal/Herbal Highs (psychoactive substances)

e If you look at the packaging you will see that legal/herbal highs are sold with “not for human consumption”
marked on the packet. There is good reason for this - their contents are toxic, even the plant based ones, they
are untested on humans and they do kill. 68 people died from taking them in 2012.

e We don't sell them on site and we ban them from the event, as they are unpredictable and can be
dangerous.

e Our medics and the local hospital may not know how best to treat you, as it may not be clear what you have
digested.

e Please don't be fooled that they are safe to bring to the event.
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                                    Premises Age Verification Policy



Name and Address of Premises

.......................................................................................................................................

.......................................................................................................................................

.......................................................................................................................................

Name of Premises Licence Holder



.......................................................................................................................................

Name of designated premises supervisor



.......................................................................................................................................

1. This policy applies in relation to the sale or supply of alcohol on this premises.

2. For this policy the responsible person is one of the following:

· The holder of the premises licence:

· The designated premises supervisor

· A person age 18 or over who is authorised to allow the sale or supply of alcohol by an under 18 ; or 

· A member or officer of a club present on the club premises in a capacity which enables him or her to prevent the supply in question

3. Staff serving alcohol on the premises must require any individuals who appear to the responsible person to be under the age of 25 years of age to produce on request, before being served alcohol, identification bearing their photograph, date of birth, and a holographic mark.

4. Examples of appropriate identification include:

A photo card driving licence

A passport

A proof of age card bearing the PASS hologram

5. The premises licence holder or club premises certificate holder will ensure that staff are made aware of the existence and content of this policy.





Signed........................................................................................................................

PREMISES LICENCE HOLDER/CLUB PREMISES CERTIFICATE HOLDER 
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If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

Y ou can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader_downl oad.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.
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Department for

Transport

Traffic Advisory Leaflet 04/11
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Temporary Traffic Signs for Special Events
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Show
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/ MITE[
festival

Championships

SUMMARY

Temporary traffic signs may be erected for a
limited period to guide traffic going to special
events, such as major sporting events, shows or
other public gatherings that are expected to
attract large volumes of traffic. This leaflet gives
advice on the circumstances in which these
signs may be used, their design, construction
and mounting.

The advice in this leaflet supersedes that in the
Department of Transport Network Management
Advisory Leaflet, "PROVISION OF
TEMPORARY TRAFFIC SIGNS TO SPECIAL
EVENTS", dated May 1993, which is hereby
withdrawn.

INTRODUCTION

Temporary traffic signs to special events can be
provided to assist road safety and reduce
congestion by giving clear directions to road
users seeking the best route to an event.

Regulation 53 of the Traffic Signs Regulations
and General Directions 2002* (TSRGD)
provides for temporary signs to be erected to
guide traffic to sporting events, exhibitions or
other public gatherings which are expected to
attract a considerable volume of traffic.

Fixed signs must be one of the following: black
on white; black on yellow; white on blue or blue
on white. Under direction 38 of TSRGD* they
may only be displayed for the duration of the
event, and not longer than 6 months without the
approval of the Secretary of State.





They are usually erected by road user
organisations with the consent of the traffic
authority. For safety reasons, it is seldom
appropriate for private individuals to erect signs
on public roads.

Whilst this leaflet contains advice on the design
and use of fixed signs, regulation 53 of
TSRGD1 also permits the use of light-emitting
variable message signs (VMS) for this purpose.

The restrictions and requirements relating to
sign content and erection that apply to fixed
signs must be applied to VMS. In patrticular, the
guidance in respect of letter sizes is of great
importance; the height of upper case letters is
1.4 times the recommended x-height.

On motorway and all-purpose trunk roads in
England, reference should be made to the
Highways Agency's policy document? for
additional requirements and guidance.

CODE OF PRACTICE FOR THE ERECTION
OF TEMPORARY SIGNS FOR SPECIAL
EVENTS

Temporary signs should be provided only for
events expected to attract a considerable
volume of traffic from outside the local area and
where there is adequate parking. They should
not be used on routes where there are already
permanent local direction or tourist signs to the
site, although for some major events it might be
desirable to indicate other routes to assist traffic
management. Where the route to a special
event differs from the signed route to a location,
temporary signs of the type shown below might
be helpful. Signs should not normally be erected
more than 48 hours before an event and should
not be retained after it has ended.

For balloon
festival
follow A123

For music
festival
leave at J10

The signs must comply with the provisions of
TSRGD? (currently regulation 53 of the 2002
Regulations) and must give clear information
about the route to be followed. Under no
circumstances should telephone numbers,
internet addresses or other contact details be
displayed on temporary traffic signs for special
events.

Names of event sponsors should not be
included unless similar events in the same area
at the same time make such identification
necessary for traffic management purposes.
Dates and times should not normally be
included since the signs are not intended to
advertise an event, but are for people who know
about it and need guidance to the site. Such
information may however be included if the
traffic authority considers it would be helpful to
other road users to have advance information
about likely congestion. If included, the text
should conform to the requirements of TSRGD*
as set out in Chapter 7 of the Traffic Signs
Manual®. The number of words on a sign should
always be kept to the absolute minimum - the
longer the message, the longer drivers take to
read it, and the longer their attention is diverted
from the road.

Signing proposals should be put to the
appropriate traffic authority in time for them to
be given proper consideration and for the police
to be consulted where necessary. This should
normally be a minimum of 4 weeks before the
event. Proposals should include information
about the nature of the event, the expected
number of visitors and the provisions for
parking.

The distance from which signs should be
provided and the number of routes to be
indicated depends on the nature of the event
and the volume of traffic anticipated, but once
signing has commenced, continuity must be
provided along the route. Signing for up to 5
miles or from the nearest A or B road should
usually be adequate. More extensive signing
might be appropriate for events which are
expected to attract very large numbers of
visitors (e.g. major air shows) but it is very
rarely appropriate for events to be signed from
motorways.

The traffic authority is the final arbiter of the
signing appropriate for any event and may
remove or re-site any signs which have not





been approved, at the expense of the body
which erected them.

Traffic authorities are encouraged to develop
their own policies for the provision of temporary
signing for special events, having due regard for
local conditions. While adherence to the
requirements of TSRGD' is mandatory, local
policies should address matters such as
attendance numbers and extent of signing.

Organisations erecting temporary traffic signs
on the highway must take all necessary
measures to avoid obstructing traffic and also to
ensure they do not cause additional danger to
the public or others working on the highway, as
specified in Chapter 8 of the Traffic Signs
Manual® and the Code of Practice “Safety at
Street Works and Road Works™. They are
responsible for the cost of making good any
damage to street furniture and statutory
undertakers’ equipment resulting from the
erection of the signs and must have adequate
public liability insurance cover. They will be
required to indemnify the traffic authority against
any claim arising out of an accident alleged to
have been caused by the inadequacy of a
temporary sign whether in siting, visibility,
insecure mounting or other cause.

DESIGN OF SIGNS

In order to ensure adequate legibility, it is
essential that temporary traffic signs are
designed to the same standards as permanent
signs. A badly designed sign constitutes a
hazard because a driver’s attention might be
diverted from the driving task for an
unnecessarily long time. The design rules
contained in Chapter 7 of the Traffic Signs
Manual® should therefore be observed. These
include the size, positioning and orientation of
arrows relative to the size and content of text.

The colours and design of temporary signs are
prescribed in TSRGD* (currently regulation 53
of the 2002 Regulations). The signs must be
either rectangular or rectangular with a pointed
end. Table 1 sets out the combinations of
colours and alphabets that are currently
permitted for signs to special events. Black on
yellow should be used on motorways.

Letter Background

Black Yellow Transport Heavy
Black White Transport Heavy
Blue White Transport Heavy
White Blue Transport Medium

Table 1: Permitted design of signs.

The colours should be as specified in BS EN
12899-1:2007° and in accordance with the
recommendations of the National Annex
thereto. Fluorescent materials are not permitted.
The back of signs must be grey, black or in a
non-reflective metallic finish.

The signs may include wording, numerals,
arrows or chevrons and any appropriate symbol
taken from any diagram in any Schedule to
TSRGD'. The Transport alphabets prescribed in
TSRGD* (Schedule 13) for traffic signs, which
use upper and lower case lettering, should be
used as these are designed for optimum
legibility.

They may also accommodate any crest, badge
or other emblem of a traffic authority, police
authority or an organisation representative of
road users. However, the inclusion of such
devices, which must be incorporated into the
sign face in accordance with the design rules
set out in Chapter 7 of the Traffic Signs
Manual®, will inevitably lead to larger signs. As
an alternative, direction 42 of TSRGD* permits
information about the ownership of a sign to be
indicated on the back of a sign in characters not
exceeding 25 millimetres in height where they
are shown in a contrasting colour, or in
characters not exceeding 50 millimetres in
height where they are embossed in the same
colour.

The size of a sign will be dictated by the size of
lettering required to enable the legend to be
read from vehicles travelling at the prevailing
traffic speed. Letter size is usually expressed in
terms of “x-height”, defined as the height of the
lower case letter “x” in millimetres. The layout
and/or lettering must not be compressed or
otherwise distorted as this will adversely affect
legibility. All text on a sign must have the same
x-height.





Signs placed in advance of a road junction or
entrance to an event venue (known as advance
direction signs or ADSs) shall be rectangular
signs comprising text describing the destination
and a horizontal or angled arrow indicating the
direction to be taken at the junction or entrance.
Exceptionally, an ADS may incorporate the U-
turn symbol shown in diagram 2111.1 in the
TSRGD".

Air
Show

Example of an advance direction sign (ADS).

Direction signs (or DSs) shall be placed to
indicate the point at which drivers should turn
into a road or entrance. DSs consist of a
rectangular sign with a pointed end and are
commonly known as flag-type signs. They are
generally placed opposite the turning, but may
be placed in the entrance itself, facing traffic.
They must never be placed in advance of the
turning.

Air
Show

Example of a direction sign (DS).

ADSs are required to be read at normal traffic
speeds. The x-height will depend on those
speeds and also on the amount of information
on the sign. The x-height on a DS can generally
be lower because it is assumed that drivers will
have reduced their speed to some extent in
anticipation of making a turning manoeuvre.
However, if no advance direction sign is
provided, the x-height on a direction sign should
not be reduced.

Recommended x-heights for ADSs and DSs are
given in Table 2.

POSITIONING OF SIGNS

Temporary signing must not obstruct sightlines
at side roads or roundabouts, nor obscure a
road user’s view of other signs and signals.
Care should be taken to avoid adding to already
complex sign assemblies as only a limited
amount of information can be read from moving
vehicles. Advance direction signs must be
sufficiently far from a junction for road users to
read and react to the message. Signs should be
placed where they are not obscured by foliage,
street furniture or other signs. Appropriate siting
and visibility distances are given in Table 2.

Road users are accustomed to signs being on
the left hand side and such positioning should
be the general practice. However, siting on the
right will sometimes be dictated by road
geometry, e.g. where a clear view of the sign
cannot be obtained on the left. Direction signs,
which are placed either opposite or in an
entrance or turning, will be on the right for traffic
approaching in one direction.

The edge of a sign nearest to the carriageway
should be at least 450mm from the edge of the
carriageway, and at least 600mm where there is
a severe crossfall. On high speed dual
carriageway roads the clearance should be at
least 1200mm, and where there is a hardened
verge the nearest edge of the sign should be
not less than 600mm behind the edge of the
hardening.

Where signs are mounted above or project over
footways or areas readily accessible to
pedestrians, the lower edge of the sign must not
be less than 2100mm from the ground. This
should be increased to 2300mm over cycle
tracks or shared-use facilities. Where a sign is
mounted above a verge, the mounting height
should be between 900mm and 1500mm above
the highest point of the adjacent carriageway,
but special care must be taken not to obstruct
sightlines e.g. for vehicles emerging from side
roads. The safety of horse riders using the
verge should also be considered.

To prevent specular reflection, which can dazzle
drivers, signs should be angled to face slightly
away from the beam direction of headlights from
approaching vehicles within 200m of the sign.
This is equally important whether or not the sign
in question is itself required to be read at night.
An included angle of 95 degrees between the





plane of the sign and the direction of travel will
generally be adequate.

MOUNTING OF SIGNS

As most temporary signs are required for only a
few days, they will usually be mounted on
existing posts. Care should be taken to ensure
that this does not result in a mounting height
lower than that recommended. Most lighting
columns are not designed to carry signs and
temporary signs should not be attached to
columns without the express permission of the
traffic authority.

Temporary signs should never be fixed to posts
which already support any of the following
signs:

e STOP

e GIVE WAY

e "no entry"

e speed limit (other than repeater signs)
¢ traffic signals

Using posts which carry regulatory signs or
triangular warning signs should be avoided
where there is risk of confusing drivers or
distracting their attention. Temporary signs that
include dates and/or times should not be co-
located with existing traffic signs.

Temporary signs must not obscure any part of
another sign fixed to the same post. The overall
appearance must be tidy and professional in
appearance. The fixings must attach the sign
securely to its support and must not damage the
protective coating of any posts. They should be
adequate to prevent rotation or slippage. Where
a special post has to be provided, it should not
project above the top of the sign.

Care must be taken when using temporary
supports to ensure that they are adequate to
resist traffic and wind buffeting.

CONSTRUCTION AND MATERIALS

The signs should be of robust construction, but
the materials used need not be as durable as
those used for permanent signs. Sign faces
should be reflectorised when they are required
to be read during the hours of darkness, in
which case they should comply with the
National Annex to BS EN 12899-1:2007*.

The practice of re-using temporary signs can
lead to damage or residue build-up which can,
with time, affect legibility. Care should be taken
to ensure that this does not happen to an
excessive degree.

Where posts are specially provided they must
not be rusty or otherwise unsightly and must
remain serviceable for the expected life of the
sign. When erecting them, care must be taken
to avoid damage to statutory undertakers’
equipment and the ground surface must be
reinstated to its former condition when the
temporary sign is removed.

REFERENCES

1. The Traffic Signs Regulations and General

Directions 2002.
http://www.legislation.gov.uk/uksi/2002/3113/made

2. Highways Agency Variable Signs and

Signals (VSS) Policy: Special Events.
http://www.highways.gov.uk/knowledge/334.aspx

3. Traffic Signs Manual Chapter 7 - The Design

of Traffic Signs. 2003.
http://www.dft.gov.uk/publications/traffic-signs-manual

4. Traffic Signs Manual Chapter 8 - Traffic
Safety Measures and Signs for Road Works

and Temporary Situations. 2009.
http://www.dft.gov.uk/publications/traffic-signs-manual

5. Code of Practice “Safety at Street Works

and Road Works”. 2001.
http://www.dft.gov.uk/publications/street-works-safety

6. BS EN 12899-1:2007 Fixed, vertical road
traffic signs. http://shop.bsigroup.com/

NOTE: Itis important to ensure that these documents
have not been superseded.

The DfT sponsors a wide range of research into traffic management issues. The results published in Traffic Advisory Leaflets (TAL) are
applicable to England, Wales and Scotland. Attention is drawn to variations in statutory provisions or administrative practices between
the countries. Within England, enquiries should be made to: Traffic Division, Department for Transport, 3/26 Great Minster House,

33 Horseferry Road, London, SW1P 4DR. Telephone 020 7944 2594. E-mail: TAL@dft.gsi.gov.uk

To join the TAL mailing list, send an e-mail with the word "subscribe" in the subject line to TAL@dft.gsi.gov.uk

Published by the Department for Transport © Crown copyright 2011.
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Table 2.  TEMPORARY TRAFFIC SIGNS FOR SPECIAL EVENTS -
LETTER SIZES AND SITING DISTANCES

Direction Signhs
(see note 1)

Advance Direction Signs

I
I
I
I
I

85%ile
approach speed
of private cars

Min. clear
visibility

Distance of
sign from

Examples of typical x-height
roads (see note 2)

x-height Min. clear
(see note 2) visibility

distance of
sign

distance of
sign

junction
(see note 3)

m m m

Not normally 60
Up to 20mph Very narrow needed (50) 30
Urban and rural roads 100 75
211D SOl of local character (75) GeHEY 2L (60) 45
Urban dual carriageway 125 100
R 0[1slsM and rural single two-lane 50-90 75 60
(200) (75)
roads
High standard rural 150 125
41 to 50mph single carriageway 70-150 105 75
(125) (100)
roads
Dual carriageway 200 150
51 to 60mph and wide single 100-225 135 105
. (150) (125)
carriageway roads
61 to 70mph all-purpose dual 225-325 180 135
. (200) (150)
carriageway roads
Motorways 300
SIEin (see note 4) (250)

NOTES

1. Where there is no advance direction sign, letter size and siting for direction signs should be in accordance with columns 3 and 5.

2. Temporary signs are frequently co-located with existing signs. Where this occurs, the temporary sign should have the same x-height
as the main sign, or that shown in columns 3 and 6 of the Table, whichever is larger. Where free-standing temporary signs are
provided, either in the absence of permanent signs or separated from them by at least the lower distance shown in column 4, the
alternative x-height shown in brackets may be used. Signs containing more than 4 words should always use the unbracketed x-
height.

3. Temporary advance direction signs should generally be placed at the distance from the junction shown in column 4. Where there are
permanent signs at a junction, it might be appropriate to mount the temporary signs at the same location. Otherwise, temporary signs
to special events should be separated from other signs by at least the lower distance in column 4. Special siting considerations apply
at motorways and high-speed all-purpose dual carriageway roads. The traffic authority will determine the appropriate sign locations.

4. Consent is very rarely given to the provision of temporary signing on motorways. Where it is permitted as an exceptional traffic

management measure for a major event, erection of signs should be as specified by the traffic authority. Temporary signs with an
x-height greater than 250mm require authorisation.

Published by the Department for Transport © Crown copyright 2011.
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Event organisers - medical calculation guidance.pdf
HSE Resource Assessment

Event Assessment
(Based on HSE Event Safety Guide)

Resources Required

(based on HSE recommendations)

Village / Church School Fete <1000 Resources 2 first aiders

Classical Music Performance <3000 2

Agricultural / Country Show <5000 8 _ _
State Occasions / VIP Visit <10000 12 Resources 4 first aiders

Demo / March: Low Risk <20000 16

Public Exhibition <30000 20  [RiskScore N TGS
Water Sports Activities <40000 24 Resources 6 first aiders

Motorcycle Display <60000 28 2 ambulance aider & 1 ambulance

Contact Sports (Football) <80000 34 Ambulance Manager to visit

Aviation Event <100 000 42

Athletics Event / Marathon <200000 50  [REKSCORENN s
Music Festival < 300000 58 Resources 8 first aiders

Horse Show / Riding Event
Motorsport / Powerboat

2 ambulance aider & 1 ambulance
Ambulance Manager to visit

Bonfire / Pyrotechnics None O

Pop / Rock Concert <4hours 1 ‘RiskScoe 335
Demo / March : Med Risk >4 hours 2 Resources 12 first aiders

New Year's Celebration > 12 hours 3 8 ambulance aider & 2 ambulance

Demo / March: High Risk

1 doctor & 2 nurse

Dance Event 1 Ambulance Manger

W 00 N N U1 U1 A N DN W W W W W WwMN NN N —

Demo / March: Opposing F Autumn 1
Spring 1 [IRiskiScorelii I Se o ——
_ Summer 2 Resources 20 first aiders
Indoor Winter 2 10 ambulance aider & 3 ambulance
Stadium 2 doctor & 4 nurse
Outdoor — confined (Park) _ 1 Ambulance Manger
Other Outdoor (Festival) <30 minsbyroad 0

Resources 40 first aiders
12 ambulance aider , 4 ambulance & 1 support

Widespread location (Street) > 30 mins by road 2

Temporary Outdoor Structure

(O R N N S N

Including Overnight Camping

Choice 1 3 doctor & 6 nurse
~ CStandingorSeated large ABE 2 2 Ambulance Manger
Seated 1 Small A&E 3

Mixed 2 ‘RiskScore 560
3

Standing Resources 60 first aiders

12 ambulance aider , 4 ambulance & 1 support

Full mix, in family groups

NB: more than one permitted
Carnival 4 doctor & 8 nurse

Helicopters 2 Ambulance Manger

Resources 80 first aiders
14 ambulance aider , 5 ambulance & 1 support

Full mix, not in family groups Motor Sport
Predominantly young adults
Street Theatre

Climbing

Predominantly children & teenagers

1

1

1

Parachute 1

1

Predominately elderly 1
1

A AW W N

Full mix, rival factions 5 doctor & 10 nurse

Abseiling
3 Ambulance Manger

Previous low casualty rate (<1%) = Suturing -2 _ _
Previous med casualty rate (1-2%) 1 X-Ray -2 Resources 100 first aiders

Previous high casualty rate (>2%) 2 Minor Surgery -2 16 ambulance aider , 6 ambulance & 2 support

No data Plastering -2 6 doctor & 12 nurse

Psychiatric -2
GP Facilities -2

4 Ambulance Manger
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Fire extinguishers meeting BS EN3 are manufactured with a red body and have a band of a second colour covering between 5-10% of the surface relaing to the
extinguisher's contents. Each different type of extinguisher agent has  corresponding colour making identiication easier for the user. a
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ABC Dry Powder AFFF Foam Fire CO2 Fire Water Fire Wet Chemical Fire Water Mist Fire
Fire Extinguishers ~ Extinguishers Extinguishers Extinguishers Extinguishers Extinguishers
AFFF FOAM CARBON DIOXIDE WATER - WATER MIST
poMDEs
Fire Extinguisher Classes and Suitability
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Type of Fire Fire Classification Fire Extinguisher Suitability
Extinguisher
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effecive solution for fires nvolving flammable gases.
. o~ % % X  Foamfreexinguishers are ideal for use on fir involving solid combustile materials and
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