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USE THIS TEMPLATE AS A GUIDE
Complete the sections relevant to your event and delete the guidance boxes. 
Amend or delete any headings that do not apply and update the Contents table. 
The amount of detail should be proportionate to the event’s size, complexity and risk.
Add your supporting appendices at the end of this plan.
Further guidance is available from the Health and Safety Executive -Event safety - Event organisers (hse.gov.uk)

	Guidance
	Effective planning is key to putting on a safe and enjoyable event.
An Event Management Plan (EMP) sets out the arrangements for planning, managing and delivering an event safely and effectively.
It should cover everyone involved, including staff, volunteers, traders, contractors, performers and the public.
The EMP brings this key event information together in one document. Its length and detail will depend on the event’s size and complexity. It may include:
· an event summary, including dates, times, location and activities. 
· key roles, responsibilities and contact details. 
· site layout, structures, capacity, facilities and access arrangements. 
· transport and traffic management. 
· emergency and contingency procedures. 
· relevant risk assessments. 
· site plans.
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Page 10 of 10
[bookmark: _Toc243476388]EMP Aim and Objectives

	Guidance
	Example text: 
This plan is designed to bring together all the individual plans provided by the organisations and agencies involved in the event into one document to provide a complete and integrated event plan.
Its main objectives are:
To facilitate the running of a safe and enjoyable event.
To consider and plan for any problems that may happen.
To define trigger points at which other plans may be implemented.



	Add text





[bookmark: _Toc243476389]Event Overview / Summary of activities

	Guidance
	Add a description of the event and activities. Include the event date, operating times, location, set-up and breakdown dates and times, expected total attendance and maximum attendance at any one time. State whether the event is free or ticketed.



Add text


[bookmark: _Toc243476390]Event Contacts and Responsibilities

	Guidance
	Add an organisational chart or table showing key roles, responsibilities and contact details. This can be included here or added as an appendix. 
The organising team should understand who is responsible for each part of the event and who has authority to make operational and emergency decisions.



Add text



[bookmark: _Toc243476391]Event Production, Logistics and Suppliers

	Guidance
	Add details of how the event will be set up, operated and cleared away. Include supplier and contractor responsibilities, delivery times, vehicle movements, site access, equipment, plant, storage, working areas, site rules and handover arrangements.



Add text



[bookmark: _Toc243476392]Accessibility

	Guidance
	Create an inclusive event plan and ensure that accessibility is on everyone’s agenda. This should be considered at an early stage of planning. 
This includes access routes, viewing areas, welfare facilities, signage and communication. Reasonable adjustments should be made where practicable to support people with disabilities or additional needs. 



Add text



[bookmark: _Toc243476393]Alcohol and Drugs policy

	Guidance
	Add the event’s alcohol and drugs policy for staff, volunteers, contractors, participants and attendees. If alcohol will be sold or supplied, include details of the licensing arrangements, responsible service, age verification and management of anyone who appears intoxicated.



Add text



[bookmark: _Toc243476394]Amusements and Fairground Rides 

	Guidance
	Add details of any amusements and fairground rides at your event.

This may include funfairs, individual fairground rides, inflatable devices such as bouncy castles and bungee jumping.  Health and safety guidance for fairgrounds (hse.gov.uk)



Add text



[bookmark: _Toc243476395]Audience Profile 

	Guidance
	Describe the expected audience, participants or spectators. Include anticipated age ranges, total attendance, maximum attendance at any one time, site capacity and whether visitors are expected to be local, regional or national. Explain how the audience profile may affect arrival, circulation, queuing, exit, crowd density, welfare and stewarding arrangements.



Add text


[bookmark: _Toc243476396]Barriers and Fencing 

	Guidance
	Add details of any barriers and fencing at your event. 
Barriers and fencing can manage crowd movement, define routes, prevent access to temporary structures and other hazards, reduce overcrowding and crowd pressure, and provide site security.
Event safety - Crowd-management - Using barriers at events (hse.gov.uk)


  
Add text



[bookmark: _Toc243476397]Catering

	Guidance
	Add details of the food and refreshments available at the event. 
Check what food and drink licences are required for the event.
Check that all food businesses and traders are registered with their local authority and have suitable food hygiene arrangements. Include details of food storage, allergens, LPG, cleaning, water and waste.
Southampton City Council supports the Local Authority Declaration on Healthy Weight. Event organisers should provide affordable healthier food and drink choices and limit high-calorie, low-nutrient options where possible.
Explain in the Event Management Plan how the event will support this commitment.




Add text



[bookmark: _Toc243476398]Electrical Power and Lighting 

	Guidance
	Add details of all power supplies and lighting used at the event, including mains electricity, generators, solar power and LPG.
Electrical installations and equipment must comply with the Electricity at Work Regulations 1989. A competent person must carry out all installation work. Route and protect cables to prevent trips, damage and unsafe connections.
If the event will operate in darkness, explain how lighting will support safe movement, work areas and exit routes.
Event safety - Electrical safety (hse.gov.uk)



Add text



[bookmark: _Toc243476399]Environmental Responsibility

	Guidance
	Event organisers should reduce environmental impacts by managing waste, protecting green spaces and preventing damage to land, structures and infrastructure. Plan these measures early to avoid delays or restrictions. 
Add details of the measures taken to reduce the event’s environmental impact.



Add text



[bookmark: _Toc243476400]Fireworks and Pyrotechnic Management

	Guidance
	Add details of any fireworks, pyrotechnics or special effects at the event. Include a detailed risk assessment as an appendix.
Use a competent and experienced contractor to plan and manage public firework displays. The risk assessment should cover the site, weather, suitable products, contingency arrangements, barriers to keep the public outside the display area, stewarding, noise, smoke, debris and post-display clearance. 
Special effects may also include stage gerbs, fountains, mines, flames, fireballs and smoke effects.
Event safety - Special effects (hse.gov.uk)
The Safety of laser lighting displays (hse.gov.uk)



Add text



[bookmark: _Toc243476401]First Aid / Medical

	Guidance
	Add details of the event’s first aid and medical arrangements, including the provider, staffing levels, equipment and attendance times. 
Provide suitable cover for everyone at the event, including during set-up and breakdown. The medical provider should deliver a safe and effective service with suitably trained and equipped staff. Where safe and appropriate, casualties should be treated on site, with timely arrangements for transfer to further care when needed.



Add text




[bookmark: _Toc243476402]Information and Welfare

	Guidance
	Add details of the welfare services and information available at the event. Clear, accessible information supports crowd management and can be shared through the event website, social media, tickets, leaflets, a telephone helpline or email, information points, stewards, site maps and the event programme.



Add text



[bookmark: _Toc243476403]Insurance

	Guidance
	All those involved in an event must be adequately protected by insurance. Southampton City Council normally requires public liability insurance of at least £10 million for events on Council land, unless a different level has been agreed in writing. The organiser should also check that contractors, suppliers and activity providers hold suitable insurance for their work.
A copy of your public liability insurance can be added as an appendix.



Add text



[bookmark: _Toc243476404]Licensing 

	Guidance
	List any licensable activities and confirm the authorisation in place, such as an existing premises licence or, where required, a Temporary Event Notice.



Add text


[bookmark: _Toc243476405]Lost Property

	Guidance
	Explain how lost property will be received, recorded, stored, returned and disposed of after the event.



Add text



[bookmark: _Toc243476406]Media

	Guidance
	Explain who will deal with media enquiries and approve any statements issued before, during or after the event. Include arrangements for official photography and filming. Larger events may need a designated media area and a named media contact.



Add text


[bookmark: _Toc243476407]Noise Management Plan

	Guidance
	Add details of all expected noise sources, including amplified sound, public address systems, generators, fairground rides, crowds, sound checks, set-up and breakdown. Identify nearby homes, businesses and other noise-sensitive premises, and explain how noise will be controlled, monitored and reviewed.
The plan should name the person responsible for noise management and state what monitoring equipment will be used, where and how often readings will be taken, and how issues or complaints will be handled. Include relevant controls, such as sound limiters, speaker positioning, bass control, stage orientation and measures to reduce sound reaching nearby properties.
Where required, agree proposed noise limits with the Council. Limits should reflect the location, event duration and frequency, background noise and any premises licence conditions.
Event safety - Noise (hse.gov.uk)



Add text



[bookmark: _Toc243476408]Safeguarding 

	Guidance
	Set out safeguarding arrangements that reflect the event and those attending. Include procedures for lost children and vulnerable adults, clear reporting routes and a named safeguarding lead.
Where children, young people or vulnerable adults take part in activities, include suitable supervision, staff or volunteer checks and other relevant controls. Publicity should state whether the event is suitable for children and whether they must be accompanied by an adult.



Add text


[bookmark: _Toc243476409]Security / Stewards

	Guidance
	Add details of the security personnel and stewards working at the event. Include staffing levels, attendance times, locations, duties, supervision, briefing arrangements, communication methods and any required Security Industry Authority licences.



Add text



[bookmark: _Toc243476410]Site Plans

	Guidance
	Add site plans as an appendix. Plans should show the main event layout, entrances and exits, emergency exits, emergency service access, rendezvous points, temporary structures, barriers, toilets, first aid, information and welfare points, fire equipment, generators and vehicle routes, where applicable.



Add text



[bookmark: _Toc243476411]Temporary Demountable Structures (TDS)

	Guidance
	Add details of all temporary demountable structures used at the event. These may include gazebos, pop-up structures, tents, marquees, temporary seating, viewing platforms, stages, video-screen supports and sound, lighting or camera structures.
Explain how structures will be designed, installed, inspected, used and dismantled safely. Identify responsibilities, certification requirements, weather limits and contingency arrangements. Add a schedule showing the installation and dismantling dates and times.
Further guidance.
Making CDM compliance easy for the events industry - CDM 4 Events  
The Construction (Design and Management) Regulations 2015 - HSE



Add text



[bookmark: _Toc243476412]Toilets

	Guidance
	Add details of the toilet provision at your event.



Add text



[bookmark: _Toc243476413]Traffic Management Plan and Sustainable Travel

	Guidance
	Explain how the event will promote sustainable travel, such as walking, cycling, public transport, ferry travel and car sharing. Include relevant travel information in publicity, tickets, joining instructions, websites and social media.
Provide details of nearby public transport, walking and cycle routes, cycle parking, taxi or private hire arrangements, Blue Badge parking, coach drop-off points and parking restrictions. Larger events, or those likely to generate significant vehicle movements, may require a separate travel plan.
Summarise how traffic will be managed on and off site, including road closures, signage, vehicle movements, site rules, staff and contractor parking, public parking and public transport. Add the full Traffic Management Plan as an appendix where required.
Event safety - Transport (hse.gov.uk)



Add text




[bookmark: _Toc243476414]Waste Management

	Guidance
	Explain how waste will be reduced, separated, stored, collected and removed during and after the event. Include the number and location of bins, recycling and food waste arrangements, litter picking, contractor details and final site clearance.

 Event safety - Handling waste (hse.gov.uk)



Add text



[bookmark: _Toc243476415]Event Health and Safety

	Guidance
	Explain how health and safety will be managed throughout the event, including the build and breakdown periods. Identify the person with overall responsibility, arrangements for staff and contractor briefings, site inspections, incident and near-miss reporting, monitoring and corrective action.



Add text



[bookmark: _Toc243476416]Communications

	Guidance
	Explain how staff, contractors, agencies and the public will communicate before and during the event. Include the methods used, such as mobile phones and two-way radios, call signs, staff briefings, emergency announcements and published contact details.
Where nearby residents or businesses may be affected, explain how and when they will be notified, who will receive the information and what contact details will be available. State how complaints, incidents and near misses will be recorded, including the time, issue, action taken, person responsible and outcome.



Add text


[bookmark: _Toc243476417]Counter Terrorism

	Guidance
	Include terrorism and other security threats in the event security risk assessment. Use ProtectUK guidance to assess the threat and identify proportionate security measures.
Martyn’s Law, the Terrorism (Protection of Premises) Act 2025, has received Royal Assent but is not yet fully in force. Review current Home Office and ProtectUK guidance to check whether the event may fall within its scope. In all cases, include security and emergency arrangements proportionate to the event’s size, location, nature and risk.
Add detailed arrangements to Appendix 9: Safety, Security and Public Protection.



Add text



[bookmark: _Toc243476418]Crowd Management

	Guidance
	Add details of how crowds will be managed during arrival, entry, circulation, queuing, exit and dispersal. Include expected numbers, audience profile, site capacity, entrance and exit points, stewarding arrangements, barriers, pinch points and any one-way systems or queue management measures.
Event safety - Crowd management (hse.gov.uk)



Add text



[bookmark: _Toc243476419]Fire Precautions and Equipment

	Guidance
	Add a summary of the fire safety plan, fire exits on site and firefighting equipment at your event. A fire risk assessment can be added as an appendix at the end of the document. Locations and types of equipment can be added to a site plan and used for staff briefing.

)



Add text


[bookmark: _Toc243476420]Emergency and Evacuation Procedures

	Guidance
	Add details of the event emergency plan, including key risks, emergency roles and responsibilities, communication methods, evacuation routes, rendezvous points, show stop procedures, emergency service access, and arrangements for briefing staff, stewards, volunteers and contractors.
This can be added as an appendix.
Event safety - Planning for incidents and emergencies (hse.gov.uk)



Add text



[bookmark: _Toc243476421]Events around Water

	Guidance
	Identify water-related hazards in the event risk assessment. Include suitable barriers, supervision, rescue arrangements, warning signs, lighting, emergency access and controls for activities taking place on or near water, where relevant.



Add text



[bookmark: _Toc243476422]Severe Weather and Event Cancellation

	Guidance
	Explain who can delay, stop or cancel the event, the trigger points for each decision and how the decision will be communicated.

The plan should consider hot and cold weather risks, including shade, drinking water, sunscreen advice, welfare facilities, ground conditions, wind, rain, lightning and arrangements for cancelling, delaying or stopping the event if conditions become unsafe.



Add text



[bookmark: _Toc243476423]Virus and Respiratory Infection Management

	Guidance
	Assess the risk of respiratory infections as part of the event risk assessment and put proportionate control measures in place, including good hand hygiene, regular cleaning of shared touchpoints, suitable waste disposal, and clear advice for staff, volunteers and attendees not to attend if they are unwell. Where relevant, you should also consider ventilation, crowding, welfare facilities and current public health advice when planning the event.



Add text




[bookmark: _Toc243476424]Post-event review and debrief

	Guidance
	Add details of how the event will be reviewed after it has taken place. This should include how incidents, complaints, near misses, medical cases and operational issues will be recorded, reviewed and used to improve future event planning.



Add text




[bookmark: _Toc243476425]Appendix 1: Event Schedule

	Guidance
	Add details and timings of site build, handover and breakdown arrangements. This should include contractor arrival times, site access, vehicle movements, working at height, plant or machinery, temporary structures, lighting, welfare facilities, public exclusion areas and final site inspection before reopening to the public.
Add the event day schedule.



Add text



[bookmark: _Toc243476426]Appendix 2: Security and Stewarding

	Guidance
	Add the security and stewarding plan, deployment schedule, roles, locations, briefing arrangements and communication methods.



Add text



[bookmark: _Toc243476427]Appendix 3: Site Plans

	Guidance
	Event safety - Venue and site design (hse.gov.uk)

· Main event site layout. 
· Car parks and pedestrian routes. 
· Emergency service access and exit routes. 
· Evacuation routes and rendezvous points. 
· Firefighting equipment. 
· First aid locations. 
· Lost child and lost property points. 
· Other relevant site information.



Add text




[bookmark: _Toc243476428]Appendix 4: Public Address Scripts and Media Holding Statements

	Guidance
	Add any public announcements and media holding statements that may be needed before, during or after the event, including welcome, safety, emergency, alcohol and closing messages. Adapt each script to the event, site and emergency procedures.



Add text



[bookmark: _Toc243476429]Appendix 5: Roles and Responsibilities

	Guidance
	List the key event team and organisations involved, their roles and responsibilities, and the command structure for making decisions, stopping activities, contacting emergency services and liaising with the Council or other agencies.



Add text



[bookmark: _Toc243476430]Appendix 6: Key Contacts


	Name
	Role
	Phone / Email

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




[bookmark: _Toc243476431]Appendix 7: Risk Assessments

	Guidance
	Add the event risk assessment, fire risk assessment and any other assessments relevant to the event. Identify who may be harmed, assess the risks, record the controls and name those responsible. Review the assessments when plans or conditions change.
Include relevant assessments from contractors, suppliers, traders, performers, security, medical, catering, inflatables, activities, fireworks and pyrotechnics.



Add text



[bookmark: _Toc243476432]Appendix 8: Licensing Conditions

	Guidance
	Add a copy of the premises licence or Temporary Event Notice and list the authorised activities, times and relevant conditions.



Add text



[bookmark: _Toc243476433]Appendix 9: Safety, Security and Public Protection

	Guidance
	Set out proportionate measures to manage safety, security and public protection risks. Consider crowd and vehicle movement, emergency access, weather, event activities and responses to serious incidents.
Identify responsibilities, procedures and briefing arrangements.

Arrangements should reflect the event’s size, location, nature and risk, in line with the Terrorism (Protection of Premises) Act 2025 guidance.
Consider:
· reporting concerns;
· public communication during serious incidents;
· evacuation, invacuation or lockdown;
· moving people away from danger;
· queues, pinch points and crowded areas;
· vehicle access and movement;
· protecting pedestrians from vehicles;
· keeping emergency routes clear; and
· briefing staff, stewards, volunteers, contractors and traders.

Larger or more complex events may also require security, stewarding, traffic, emergency or briefing plans.



Add text







