How to use this Event Management Plan (EMP) Template

The EMP Template has been designed to cover all types of events, from small fetes with less than 500 people in attendance, up to large music festivals with over 10,000 attendees. This means that some of the information that the templates asks for may not be relevant for your event, where this is the case please just answer that section with “not applicable”.

This Template is designed to be completed alongside reading the information provided in the Health and Safety Executive (HSE) guidance “The Event Safety Guide – A guide to health, safety and welfare at music and similar events”. This is commonly referred to as the “Purple Guide”.

The Purple Guide can be viewed or downloaded at: 
https://www.thepurpleguide.co.uk/
Completed Event Management Plans should be sent to licensing@brentwood.gov.uk
For events involving 500 to 10,000 people a minimum of 3 months’ notice should be sought, although we would encourage you to contact us at least 6 months before the event.

For events with more than 10,000 people a minimum of 6 months’ notice should be sought, although we would encourage you to contact us at least 12 months before the event.

For further information or assistance with completing this template please call 01277 312523 or email licensing@brentwood.gov.uk
Information is disclosed in confidence for the purposes of the Safety Advisory Group meeting.
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Event management 

1.1. Event overview 

· Type of event
· Description of the site/premises

· Audience profile

· Type of entertainment

· Expected capacity
1.2. Event management contacts

	Name:
	Role:
	Responsibility:
	Contact (Mobile preferred) & radio channel (if radio allocated):

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.3. Event contractor contacts – other

	Suppliers (marquees, catering etc)

	Company:
	Contact Name:
	Service Provided:
	Phone numbers:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Authorities (fire, police, first aid etc)

	Organisation:
	Contact Name:
	Phone Number:
	Email:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1.4. Entertainment/Acts
	· Type of entertainment
· Celebrity/famous acts performing attending


1.5. Programme & setup schedule

	Authorities (fire, police, first aid etc)

	Date
	Task
	Start
	Finish
	Resources/ who

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1.6. Event Programme
	
	Event Programme

	Time
	Act / Event
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2. Licensing

	· Premises Licence details

· Temporary Event Notice details

· Type of entertainment provided

· Is alcohol being sold or supplied?


3. Health and safety

3.1. Risk assessments and management

	· Provide risk assessments from event organisers


3.2. Risk assessments – other contractors

	· Provide risk assessments from all contractors


3.3. Crowd Management
	· Audience capacity and crowd dynamics
· Entry and exit points

· Ticketed event

· Admission policy

· Search Policy
· Barrier type and location



3.4. Stewarding and Security
	· Deployment location and numbers stewards
· Competency, training and briefing of stewards

· Deployment location and numbers of security staff

· Details of providers of security staff

· Management and supervision of stewards and security staff


3.5. Emergency procedures and planning
	· Evacuation procedures for possible eventualities.

· Links with emergency services

· Communication

· Inclement weather provisions

· Cancellation of event

· Bomb/terrorism threats


3.6. First aid

	· Medical, Ambulance and first aid provisions
· Location of resources
· Contact name and details
· HSE Purple Guide event score


3.7. Electricity

	· Provision of electricity to site
· Generators

· Lighting

· Emergency lighting


3.8. Fire safety 

	· Fire risk assessments
· Means of escape

· Fire fighting equipment

· Emergency access

· LPG or generator usage
· Water provision


3.9. Amusements, attractions and promotional displays
	· Funfairs
· Inflatable’s

· Promotional displays

· Merchandising


3.10. Temporary Structures

	· Stages
· Marquees


3.11.  Alcohol & Drugs
	· Alcohol Policy

· Drugs Policy


4. Communications
4.1. Event communications – Surrounding residents

	· Liaison with local residents


4.2. Event day communications - Audience

	· Emergency messages
· Public announcements


4.3.  Event day communications – Internal
	· Communication type
· Links to emergency services


5. Publicity and promotion
	· How will the event be publicised

· Where will tickets be sold


6. Children

	· Lost children provisions
· Children’s play areas

· Safeguarding considerations


7. Insurance
	· Provide details of public liability insurance


8. Provision of food and drink
	· Quantity and type of catering provided
· Alcohol supply

· Location

· Drinking water supply


9. Site considerations

9.1. Site Plan

Please attach a copy of your proposed site plan.
	· Venue capacity

· Exit requirements

· Entrances and site access

· Fencing

· Location key infrastructure e.g. 1st aid, stage, control, bars, barriers, toilets.


9.2. Sanitary Facilities
· Numbers and type
· Location
· Sewerage disposal

· Disabled access

9.3. Special Effects, Fireworks and Pyrotechnics
	· Lighting
· Fireworks and Pyrotechnics

· Fog 

· Lasers

· Big Screens


9.4. Traffic, transport and parking

	· Traffic Management Plan
· Road closures

· Parking arrangements and capacity

· Public transport availability

· Vehicle access to site

· Emergency access

· Pedestrian segregation

· Wet weather provisions


10. Environmental considerations

10.1
 Waste Management
	· Refuse collection
· Bin provision

· Litter picking

· Site clean up

· Recycling




10.2 Sound Noise and Vibration

	· Noise assessments

· Prevention of nuisance

· Staff protection


11 Other
	· Camping
· Performer facilities
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