Event Management Plan

 Example Template
Event Name:


Date of Event:


Emergency Contact Name:

Emergency Contact Number:

A copy of the Event Management Plan should be retained by the 
Event organiser for use on the day of the event.
Last updated: January 2020
Introduction
The purpose of the Event Management Plan is to help identify and manage foreseeable risks associated with the staging of the event. The plan should help to guide the smooth and safe running of the event.

Murrindindi Shire Council is committed to ensuring the health and safety of all persons involved in staging or attending an event within the Shire.

Expectations and commitments regarding events within Murrindindi Shire:
· Murrindindi Shire Council expects that any event staged to complete an EMP (you are not required to use this template).

· All stakeholders participate through consultation to deliver a safe and successful event, each sharing responsibility for one another.

· Event organisers and staff will endeavor to identify and manage all risks/hazards and where possible reduce them to a safe level or eliminate them 

· Event organisers will work with all regulatory and all other authorities to ensure compliance with relevant legislation.

· Consideration of equal access for all participants at your event.

Should you require any assistance completing the document, please contact Murrindindi Shire Council on 5772 0333 or email events@murrindindi.vic.gov.au 
For more information refer to WorkSafe Victoria’s information on Event management available on the WorkSafe website – www.worksafe.vic.gov.au
1.
Event details
1.1 Event place and time
	Name of event:



	Address of event:

	Details of event (Please list the types of activities; e.g. amusement rides, food stalls, car rally, animal rides, wine tasting, music, etc).:  



	Date and time event starts or is open to the public:

	Date and time event finishes:

	Estimated number of people expected to attend:


1.2 Contact during event

	Event manager/ contact on day of event:



	Mobile:











Email:

	How will communication be conducted on the day between event stakeholders? i.e. mobile phones, radios, runners/gophers.

Is there adequate mobile network coverage at the event venue?

How will event organisers communicate to the public in the event of an emergency? i.e. radio, speaker, mobile phones, PA system.




1.3
Road closures

If you have advised Council that traffic flow will be impacted as a result of the event through a road or lane closure or diversion have you;

· Engaged a traffic management company to develop a traffic management plan

· Submitted the traffic management plan to the road manager and Council
· Provided Council with approval permit from the road manager
It is worth including a copy of any closure documentation with the event management plan.
1.4 Security and crowd control

Do you need security or crowd control for the event? 





Yes/No

If yes, why do you require this? __________________________________________________
2.
Insurance
2.1
Insurance details

You are required to provide Council with a copy of your insurance policy / certificate of currency for the event noting Murrindindi Shire Council as an interested party.
Retain a copy of your insurance policy with this event management plan during the event. 
3. Hazard identification and risk assessment

Please note: It is your responsibility as the event organiser to ensure that foreseeable risks are identified and managed.  Below is one method to assist this process, however, you are welcome to use your own if desired.

Potential hazards

Using the table below, Hazard Identification and Risk Assessment, list the foreseeable hazards at the selected site and the actions implemented to minimise the risk.

Follow these steps:

1. Identify hazard/risk and list in column 1

Some examples of hazards to consider could be (but are not limited to):

· Security, people/crowds (barriers, crowd control) 

· Plant, hazardous substances/dangerous goods (gas, chemicals etc)

· Legal compliance issues, planning, all ability access

· Manual handling (exertion of force), slips /trips/falls 

· Contractors ( carnival operators, security, first aid)

· Vehicle safety (parking, pedestrians, vehicle maintenance)

· Electrical safety (electrical leads, adaptors, weather conditions)

· Fire safety (fire extinguishers, CFA)

· Working at heights (stages/platforms, marquees/tents)

· Food preparation (education of all staff including volunteers).

2. Rate likelihood - insert in column 2

Likelihood (probability and indicative frequency of exposure)

	Likelihood rating 
	Descriptor
	Definition 
	Probability 

	5
	Almost certain 
	Is expected in most circumstances – Frequently during the year.
	>95% to 100%

	4
	Likely 
	Will probably occur - Once during the year 
	>70% to 95%

	3
	Possible 
	Might occur at some point – Once every three years  
	>30% to 70%

	2
	Unlikely 
	Could occur at some time – once every 5 years 
	>5% to 30%

	1
	Very unlikely 
	May only occur in exceptional circumstances. Known to have occurred elsewhere. Once every 5+ years
	<5%


3. Rate consequence - insert in column 3

Consequence (likely outcome of exposure)

	Consequence Rating
	Financial Impact
	People Effects
	Reputation
	Service Outputs
	Legal / Compliance
	Management Impact

	5 

(Critical) 
	<$3m
	One or more fatalities or severe irreversible disability to one or more people 
	National media coverage; Significant impact on funding  for several years; long-term loss of clients 
	Total cessation of multiple services for many months
	Major litigation costing $>3m; Investigation by regulatory body resulting in long term interruption of operations
	Restructuring of organisation with loss of many senior managers 

	4

(Major) 
	$1m - $3m
	Extensive injury or impairment to one or more persons
	State media coverage; CEO departs affecting funding or causing loss of clients for many months
	Disruption of multiple services for several months
	Major breach of regulation with punitive fine, significant litigation involving many weeks of senior management time and up to $3m legal costs
	Significant disruption that will require considerable senior management time over several weeks 

	3

(Moderate) 
	$300k - $999k
	Short term disability to one or more persons
	Local media coverage over several days; senior managers depart; noticeable loss of clients for many months
	Total cessation of one service for a few months
	Breach of regulation with investigation by authority and possible moderate fine, and litigation and legal costs up to $999k
	Disruption that will require senior management time over several weeks 

	2

(Minor) 
	$10k - $299k
	Significant medical treatment; lost injury time <2 weeks
	Local media coverage, and complaint to management
	Some service disruption in the area
	Breach of regulations; major fine or legal costs; minor litigation
	Will require some senior management time over many days 

	1

(Insignificant) 
	<$10k
	First aid or minor medical treatment
	No media coverage; complaint to employee
	Minimal disruption
	Minor legal issues or breach of regulations
	Will require some management attention over several days


4. Risk rating is Likelihood x Consequence - insert into column 4

Find risk rating figure in Risk Rating Matrix table below and identify risk in Legend table.

[image: image1.emf] 


5. List control measures in column 5

6. Re-assess likelihood and consequence and rate risk – insert in columns 6, 7 and 8

7. Identify responsible person - insert in column 9

8. Initial date in column 10.
Legend
Action Priority depending on Risk Score

	Risk Score/Level
	Priority

	[E] Extreme 
	Unacceptable: do not proceed

	[H] High 
	Requires consultation with the relevant General Manager and implementation of risk controls within 5 days

	[M] Medium
	Requires consultation with the relevant Manager and implementation of risk controls within 14 days

	[L] Low 
	These risks are considered acceptable.  Accordingly, no further action is necessary. However, if there are controls which can be initiated that are easy and inexpensive they can still be administered.  The timeframe for the completion of controls associated with this level of risk is within 28 days


Hierarchy of Control:

	Elimination:
	The most effective control measure involves eliminating the hazard and associated risk.

	Substitution:
	Substitute the hazard with something safer. Change a work practice, substance or piece of equipment to provide a safe environment. 

	Isolation
	Separates the hazard from the employees at risk.

	Engineering:
	Modify the design of the workplace or planned and/or environmental conditions to make it less hazardous

	Administrative:
	Developing procedures and forms such as Safe Work Method Statements and systems to control the interaction between people and hazards including safe work practices, training, supervision or information.  

	Personal Protective Equipment (PPE):
	Limit exposure to the harmful effects of a hazard through wearing of PPE but only if employees wear and use PPE correctly.


Hazard Identification and Risk Assessment
This structure for this hazard identification and risk assessment is based on AS/NZ ISO31000:2009 Risk Management.

Event Name:

Date of Assessment:


Date(s) of Event:

Last Assessment:


Location:

Event Organiser:

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Hazard description

(before controls)
	Likelihood

Probability of hazard causing injury/loss

(before controls)
	Consequence

Likely outcome severity

(before controls)
	Risk rating

(before controls)
	Controls that will be evident to reduce the risk as far as is practicable
	Likelihood

Probability of hazard causing injury/loss

(after controls)
	Consequence

Likely outcome severity

(after controls)
	Risk rating

(after controls)
	Who is responsible?
	Initial and Date

	EXAMPLE:

Slips and trips around stalls
	4
	2
	Likelihood x Consequence = 8
	1. Restricting access to customers to front of stall only.

2. Ensure stall holder is aware of their responsibility to maintain clear access to stall.

3. Use of a non slip mat if area is wet and slippery.
	2
	2
	4
	Event organiser and stall holder
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


3.2 Site Plan

It is a requirement of any event that a site plan is developed. This is a plan of the site at least A3 in size. It must include surrounding areas and designated parking areas. Council can provide a copy of a suitable map of your event venue should you need one.
It should be copied and posted throughout the event site. On this plan, locate and indicate the items below and any other important items. Tick the items after you have indicated them on the plan or place an x if the item is not relevant. 

This site plan is essential for emergency management. All event staff and stakeholders are to be made aware of the Evacuation Plan and have knowledge of the evacuation procedures as well as a copy of the site plan prior to the event.

· Vendor stalls

· Activities stalls

· Refreshment areas
· Event Control Point
· First aid posts

· Shelter

· Seating

· Temporary structures

· Mains power, water and gas

· Provision for disabled people

· Liquor outlets and consumption area

· Restricted areas

· Entrances & Exits

· Toilets

· Parking

· Location of entertainment

· Vehicle access points

· Stage
· Emergency Coordination Centre
· Emergency vehicle access
· Emergency Exits

· Fire fighting equipment / extinguishers

· Emergency meeting points

· Lost children meeting point
3.3
Contingency controls

List the major influences (e.g. rain, extreme heat, high fire danger / Code Red day, storms, etc) which may disrupt your event and the contingency plans (e.g. cancel event, provide alternate venue or shelter) you will put in place.

4.
Event parking 
4.1
Parking 
Is there parking available at the event for:

	
	Yes
	No
	N/A

	Emergency vehicles
	
	
	

	Key stakeholders
	
	
	

	Disabled patrons
	
	
	

	General parking
	
	
	

	Overspill of vehicles
	
	
	

	Buses (if required)
	
	
	

	Taxis (if required)
	
	
	


4.2
Adjoining properties
If the event is likely to impact neighbouring properties through noise, additional vehicles, road closures etc. it is highly recommended that you contact these properties well in advance of the event.  

Please advise if this has been undertaken and by what method they were contacted? E.g. advertising in local newspaper, property visits
5.
Emergency management
5.1
Emergency Coordination Centre
Ensure the Emergency Coordination Centre is clearly marked on the site plan. It is recommended to test the emergency management plan in advance of the event commencing with all stakeholders to ensure the plan works effectively in the event of a real emergency. 
5.2 Emergency Services Contacts
It is recommended to contact local police, ambulance and CFA in advance of your event to notify them of the event taking place, its location, expected attendance numbers and any other relevant details in order that they can provide relevant advice and plan their resources accordingly.
	
	Police
	Ambulance
	CFA

	Contact name / role:


	
	
	

	Station:


	
	
	

	Contact number

	
	
	

	Email:

	
	
	

	Date contacted:
	
	
	


5.3
Emergency management contact details

	First Aid Officer 1

Name:
	Contact details:



	First Aid Officer 2

Name:
	Contact details:



	Event Emergency Coordinator
Name:
	Contact details:

	Local Police

Closest Station: 
	000

	Local Ambulance*
Closest Station:
	000

	Local CFA

Closest Station:
	000

	Local SES

Closest Station:
	132 500

	Closest Hospital

Name:
	Contact details:


Any commercial First Aid services engaged for the event must be compliant with The Non-Emergency Patient Transport and First Aid Services Act 2003 (the Act) and associated Non-Emergency Patient Transport and First Aid Services (First Aid Services) Regulations 2021.
5.4     Murrindindi Shire Emergency Contact List
	Ambulance Victoria Alexandra
	Mick De Groot
	alexandra.teammanager@ambulance.vic.gov.au

	Victoria Police - MERC
	Mick Mannix
	michael.mannix@police.vic.gov.au

	CFA - District 12 Catchment Officer
	Paul Brislin
	paul.brislin@cfa.vic.gov.au

	CFA - Alex Group
	Shanon Frith
	gpalgp@cfa.vic.gov.au

	CFA - Yea Group
	Peter Sharman
	Peter.Sharman@me.com

	SES Region
	John Newlands
	john.newlands@ses.vic.gov.au

	SES - Kinglake
	Leanne Klammer
	kinglake@ses.vic.gov.au

	SES - Marysville
	Josephine Hunter
	marysville@ses.vic.gov.au

	SES - Alexandra
	Peter Weeks
	weeksradio@virtual.net.au

	Yea Hospital
	Louise Sharkey
	Louise.Sharkey@ydmh.org.au

	Alexandra Hospital
	Chris McDonnell
	Chris.McDonnell@adh.org.au

	DELWP
	Emily Steer
	emily.steer@delwp.vic.gov.au

	Murrindindi Shire Council
	Chris Price
	cprice@murrindindi.vic.gov.au


5.5
Fire danger period
If your event is likely to take place in a period that could be subject to fire danger has your site plan been submitted to your local CFA?



Yes/No
5.7
Incident reports

If there are any incidents that result in an injury this should be recorded on an Incident report form.

To report an notifiable incident (see below for definitions), the event manager should contact WorkSafe on 132 360.

The event manager must take immediate action to ensure nobody is in further danger.
Following the event please contact the Occupational Health & Safety Coordinator at Murrindindi Shire Council to notify them of the incident and to provide a copy of the incident form for our records.
Please note:
From October 2021, all first aid services, providing commercial first aid in Victoria are required to be licenced under the Non-Emergency Patient Transport and First Aid Services Act 2003 (the Act). Licenced first aid services will be required to comply with the Non-Emergency Patient Transport and First Aid Services (First Aid Services) Regulations 2021 (the regulations).
Notifiable Incidents are:

· A death

· An injury involving a substance that requires medical attention

· An injury requiring in-patient treatment at a hospital

· Collapse or other malfunction of registered plant

· Collapse or failure of an excavation or shoring

· Collapse of part or all of a building

· Explosions and fires

· Escape or spills of dangerous goods

· The fall or release of plant, substances or objects from a height.

5.8
Emergency Spokesperson(s) regarding the media

In the event of an accident or emergency, your organisation is likely to be contacted by the media for comment, either at the time, or afterwards. 

It can be helpful to decide in advance, who is authorised; 1) to make decisions, and 2) speak on behalf of your organisation and to make sure that this information is conveyed to everyone involved in organising your event.  

It can also be important to decide what your key messages will be in the event of an accident or emergency.  These should include:

· The safety and wellbeing of event patrons and the public as a priority, and
· Factual information about the emergency and steps being taken to address it.

Your organisation may decide not to make any comment, pending legal advice.

	
	Name
	Position/Organisation
	Phone Contact

	Authorised to make emergency decisions


	
	
	

	Nominated Emergency Spokesperson 1


	
	
	

	Nominated Emergency Spokesperson 2


	
	
	


Incident form 

	Date and time of incident
	Description of incident
	Person(s) involved - name, address, phone
	Witness 

(must be over 18 years)
	Action taken

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Event Name:


Date of Event:


Contact Name:

Contact Number:

6.
Public health
6.1
List of food providers
All food and beverage providers at the event must be registered on Streatrader and submit a Statement of Trade through Streatrader for the event. You may wish to retain details of the vendors below.
	
	Food provider’s name
	Contact number 

during event
	Type of food
	Council registration number and/or Streatrader Temporary Food permit number 

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


6.2 Toilets

All events should offer an adequate number of toilet facilities to attendees whether existing toilet facilities or through the provision of portable toilets.  Whilst there is no uniform Australian standard for the number of toilets required at an event, the guide, Safe and Healthy Mass Gatherings by the Australian Institute for Disaster Resilience suggests the following number of facilities for outdoor events where alcohol is not available.
	
	Males
	Females

	Patrons
	WC
	Urinals
	Hand basins
	WC
	Hand basins

	<500
	1
	2
	2
	6
	2

	<1000
	2
	4
	4
	9
	4

	<2000
	4
	8
	6
	12
	6

	<3000
	6
	15
	10
	18
	10

	<5000
	8
	25
	17
	30
	17


Where alcohol will be available, the number of facilities needs to be substantially higher.

	
	Males
	Females

	Patrons
	WC
	Urinals
	Hand basins
	WC
	Hand basins

	<500
	3
	8
	2
	13
	2

	<1000
	5
	10
	4
	16
	4

	<2000
	9
	15
	7
	18
	7

	<3000
	10
	20
	14
	22
	14

	<5000
	12
	30
	20
	40
	20


You should also consider providing at least one accessible toilet for people with a disability. This should be located close to any accessible viewing area, for ease of access.

6.3 Liquor

If you have advised that liquor will be available at the event, have you applied for the relevant permits and / or liquor licenses relevant to your event?


Yes/No

6.4
Water
Water should be available at your event and on days that are forecast to be very hot additional or free water supplies should be available. How will water be provided at your event?

____________________________________________________________________________________________________________________________________________________________

6.5
Shelter
Shelter should be available in the event of adverse weather conditions. Consider where patrons will be able to access shade for your event.
Will sunscreen be available at the event?


Yes/No

6.6
Waste management

Events should aim to reduce, reuse and recycle, to provide for the efficient and safe removal of waste, and to discourage litter at events. The site must be cleaned at the end of the event to ensure the venue is in the same state as it was before the event. 
In order to encourage recycling at events Council will waive the hire fee for the first 5 recycling and waste bins if recycling is undertaken at the event. The event organiser must meet the cost of any additional bins provided by Council. Please contact Council to arrange this.
For all significant events on public land (>500 people), a Waste Management Plan should be submitted. A copy is available from Council.
6.7
Noise
Are there activities/mechanisms likely to create higher noise levels (than is typically present) at your event?

If there are any activities/mechanisms likely to create higher noise levels (than is typically present) describe how you will monitor and minimise these noise levels.

6.8
People/contractors

The Occupational Health and Safety Act 2004 requires that staff/people under the control of the event organiser are provided with information, training, instruction and supervision to perform the work they are doing at the event in a manner that is safe and without risk to health.

When considering outsourcing a service to a contractor, the following should be considered in your review:

· Previous Performance - what experience do they have?  How did they perform?

· Qualifications - are they qualified and competent to deliver the tasks they are engaged to deliver?

· Commitment to Safety – do they have a Safety Management Plan?  Has their safety plan been audited?  What were the results?  What is their injury record?

· Cost - to the event organiser could be increased due to fines and penalties if lower safety standards of the contractor are accepted by the event organiser.

· Industry Standards - what are the standard safety practices in the industry?

· Insurances - do they carry appropriate worker’s compensation and public liability insurance?

· Understanding the task - can the contractor demonstrate that they understand the tasks required and can they do so safely?  (This may require the contractor to submit a safety plan or safe work method statement).

· Sub-Contractors - does the contractor intend on sub-contracting some of the functions?  

If so:

· What are the qualifications of the sub-contractors?
· Have they provided a job safety analysis?
· Have they received any safety training?
6.9  Disabled Access
Under the Disability Discrimination Act (1992) it is illegal to discriminate against a person with a disability. To attract and consider event attendees who have a disability, small changes can be made to your event venue to make it more accessible. 
The following checklist will assist you to look at the accessibility of your event venue or site: 

	Making your Venue Accessible 
	Yes
	Not Yet

	Entrance to the venue is free of obstacles and signage of disabled access is clearly visible 
	
	

	Furniture and fittings do not prevent access of wheel chairs & mobility scooters
	
	

	A ramp or portable ramp is available for use 
	
	

	Door way to venue or entrance to site is wide enough for wheel chairs, walking frames, prams and mobility scooters 
	
	

	Hand rails are available on stairs and ramps 
	
	

	Accessible car park is available on site
	
	

	Accessible Toilet is available on site 
	
	


7.
Public Safety
7.1
Lighting and power

Do you require emergency power & lighting?





Yes/No

If yes, it is recommended that an electrician be available for the event.

Name of Certified Electrician: _________________________________

Contact details during the event: ______________________________

Describe emergency power and lighting systems.

7.2
Gas cylinders

List all food providers who will be using portable gas cylinders.

	Name of Vendor
	Contact number
	No. of Cylinders

	
	
	

	
	
	

	
	
	


Event organisers should ensure that;

1)  All gas cylinders are not ten years older than the test date stamp, and

2)  That a small fire extinguisher is available for any appliance/equipment with a naked flame.

7.3
Fireworks display

If there will be a fireworks display at the event has the ‘Notice to discharge fireworks’ been submitted by the Fireworks Provider?

Has a permit been obtained from Council or the CFA?




Yes/No

It is recommended to keep a copy of the permit together with the event management plan during the event.
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