TEMPLATE EVENT MANUAL 
This template, along with the Aberdeen City Council Event Guide, is designed to empower event organisers to produce event documentation which is appropriate to the risk, scale and format of their event in order to assist them in delivering a safe and successful event in Aberdeen.
WHAT IS AN EVENT MANUAL & WHY DO I NEED ONE?
An Event Manual is a key document which will help organisers and key staff coordinate and manage event activities and ensure the well-being of employees, volunteers, suppliers, contractors, the public in attendance, as well as others who may be impacted by their event.

Event Manuals are live/living documents which should be amended and updated as the event planning

process progresses and following feedback and input from key contributors.

To be effective, event manuals should provide details of all aspects of the planned event including the

format, technical set up, contingency plans, emergency procedures and the health and safety measures in place at the event. They should define the roles and responsibilities of key personnel, clearly state lines of communication, management structures and decision-making hierarchies as well as detail the standards, plans and procedures in place for delivering the event safely.

As Event Manuals detail the plans, procedures and key roles/responsibilities required to ensure the safe

delivery of the event, they should be developed, reviewed and signed off by those with allocated roles in

managing the event in normal, contingency and emergency situations.

As well as a referencing tool for those working at the event, the event manual, if produced adequately, will contain all the information required to satisfy those with enforcement responsibilities (such as the Emergency Services, Licensing Authority and the Landowner) that the event meets the standards expected in terms of public safety and legality.
MAKING THE MOST OF THIS TEMPLATE
Although the content of each event’s Manual will be determined by the risks associated to their event, this template has been produced to provide organisers with content headings commonly required for outdoor public events. 
To further assist event organisers, each section heading links to the appropriate section of guidance and many sections also contain example content to give organisers an idea of the type of information which is advised to be included in the plan. 
This template has been designed to ensure a consistent approach or organising events in Aberdeen, although there is no obligation placed on organisers to utilise this template and it may not make practical sense for long standing events to convert to this format. However, even if the template is not used, organisers are advised to review the headings which are contained herein to ensure that their own documentation contains clear section headings relevant to their event. 

Throughout this template there are sections of Red text, Blue Text and Black text.
Blue text indicates an example, which should be replaced with details specific to the event.  

Red text is provided as guidance to assist event organisers understand what content is required under each heading. 
Both blue & red text should be removed before distribution

Black text indicates sections headings and content which may be common and a as a result may be left within your Manual.
PLEASE NOTE

This template is provided as a guide to assist event organisers only. It is the responsibility of the event organiser to ensure that their event is safe, complies with all relevant legislation and that all licences / permits / permissions are obtained.
It is important that Event Manuals are a true reflection of the event they describe, including the plans, processes and hierarchies which have been developed specifically for the event. It is not acceptable to copy and paste the examples which have been provided within this template. These examples are provided to assist organisers to develop their own plans and procedures which, in order to be effective, should be specific to the risk and format of their event. 
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Hazlehead Park, Aberdeen
10:00 – 17:00
Event Manual 

& 

Contingency Plan 

Version control 
It is essential that every person, organisation and company involved in the planning and delivery of the event is working to the most up to date information, plans and procedures. The simplest way of ensuring this is to utilise version control on all of the event’s documentation.
Version control is the process of recording and managing documents which are likely to result in multiple versions being created. Version control is especially important for digital documents such as Event Manuals which require input by multiple people.
The example provided on the below shows a basic version control measure which details which version of the document it is, which sections have changed since the previous update, who the author of any changes was and other information relevant to those who will receive the update.
It is recommended that amendments and additions are detailed as track changes or highlighted in a different coloured text. This will ensure that during the planning process, recipients of multiple versions of the document do not need to re-read the whole document each time another version is shared and that changes, no matter how small, are obvious.
If you are expected to review a document and are unsure as to whether you are working to the latest version, then you should email the owner of the document to check. If you are the owner of a document, it is advised that you provide your contact details on the document to allow others to contact you with queries.
	Version 
	Date Reference
	Sections updated
	Author 
	Comments

	1
	26/1/19
	Event created
	SO’N
	Initial draft



	2
	10/2/19
	1,14,25
	JP
	Updates following contractor meeting


	3
	27/3/19
	25,
	SO’N
	Updates following SAG



	4
	5/4/19
	N/A
	SO’N
	Final version distributed



It is important when reviewing this document that it is the most up to date version available. If in any doubt please contact the Event Manager, Stephen O’Neill 
Phone number:  01224 522956
Email address: stoneill@fakeventcompany.com
CONTENTS PAGE 

Event Manuals will likely develop in to large documents covering the multiple and varied aspects of the planned event and as a result It is advised that a contents page is provided near the beginning of the document. This will help to ensure the document is easy to navigate which will, in turn, reduce the time and effort of those required to review, approve or refer to it.

The contents of the Event Manual will be dependent on the scale, format and content of the planned event and as a result, organisers may be required to add additional headings or to remove some which are not relevant to specific event. Organisers may find it easier to mark unrequired headings as “N/A” rather than remove them from the template provided, as adding or removing sections will impact the numbering of the remainder of the document and require additional work to rearrange. 
Similarly, it is recommended that the page numbers are only listed once the document is near completion and prior to distribution to allow for content to be added or amended without the need to renumber the whole document on each occasion. 
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DISTRIBUTION LIST 

Although the Event Manual is created by, or on behalf of, the event organiser, its development will require input from multiple contributors and its contents will impact those who have a role or responsibility at the event as well as agencies with responsibilities in responding to emergency situations which may occur at, or as a result of, the event. It is therefore essential the Event Manual is distributed to;

· Key personnel who have responsibilities at the event

· Those who have contributed to its development or creation

· Relevant departments of the Local Authority & Emergency Services *
*This group form the Aberdeen Safety Advisory Group (SAG). Details of and information on the SAG are included here.

It is recommended that the Event Manual is distributed during the early stages of the planning phase, thus allowing sufficient time for it to be reviewed thoroughly and for any changes to be made following feedback from contributors. 

Often Event Manuals will be shared multiple times and amended following feedback before all parties are happy with its contents. Once all partners are happy with the plans, procedures, roles and responsibilities detailed within the manual a final version should be created and distributed.

As you will see in the example below, Aberdeen City Council’s, City Events Team will distribute the m
Manual, once received, to the Safety Advisory Group partners on behalf of the event organiser. The Event Organiser will be responsible for getting the document to Aberdeen City Council in good time and for distributing it to those outwith the Safety Advisory Group.

	Aberdeen City Council
	Role / Job Title 
	Distributed by

	
	City Events Executive
	Event Organiser

	
	City Events Team 
	Aberdeen City Council

	
	City Wardens
	Aberdeen City Council

	
	Environmental Services
	Aberdeen City Council

	
	Roadworks Coordination
	Aberdeen City Council

	
	Environmental Health
	Aberdeen City Council

	
	Licensing 
	Aberdeen City Council

	
	Signals Team

Public Transport Unit

Facilities 

Planning
	Aberdeen City Council

	Police Scotland
	
	

	North East Division 
	Event Planning
	Aberdeen City Council

	
	
	

	Security / Stewarding provider
	
	Event Organiser

	Scottish Ambulance Service
	
	Aberdeen City Council

	
	
	

	First Aid provider
	
	Event Organiser

	
	
	

	Scottish Fire & Rescue Service 
	
	Aberdeen City Council

	
	
	

	Suppliers, key staff and contractors
	
	Event Organiser

	
	
	

	
	
	


1
INTRODUCTION 

It is important that those required to refer to, review or approve the Event Manual are provided with an overview of the event to allow them to understand the scope of the activities the document describes. This will allow recipients to review the finer details, plans and procedures in the context of the overall event proposal.

It is recommended that readers are provided with a detailed overview of the event. This should include the date(s), times (build, event and derig), locations, format, activities, whether it is free of charge, ticketed or unrestricted entry, anticipated attendance and crowd profile etc.

Aberdeen's Highland Games is a long-standing event which is held annually in the Games Field of Hazlehead Park, Aberdeen, and is now in its 8th year. This year’s event will be held on Sunday 18 June and will be open to the public between 10:00 and 17:30.

The event will feature a full programme of traditional competitions and family friendly entertainment including; heavy and light events, track and field events, dancing, pipe band and solo piping, family entertainment, a fun fair, demonstrations, trade and charity stalls, catering and a beer tent to complement the offering. 

The build-up for the event will commence from Monday 12 June and be complete by 09:00 on 18 June when the licensing inspection will take place. The de-rig will commence from 17:30 on Sunday 18 June and be complete with the site returned to Aberdeen City Council on Tuesday 20 June. A full production schedule is enclosed as Appendix 6.

The event will be ticketed with tickets available in advance via Eventbrite. Tickets will also be available on the day of the event, subject to a sell-out, in cash sales.  The expected attendance is between 8,000 and 12,000 dependent on the weather and other competing events in the region. The highest attendance was in 2009 with approximately 15,000 attending; this was  due to the warm weather that year.

	Highland Games

Ticket Prices 2017
	Advance tickets (Eventbrite)


	Day tickets (Event sales)



	
	Before 24 May
	After 24

May & Before day of event
	

	Family ticket


	£18.00
	£22.00
	£24.00

	Adult ticket


	£8.00
	£10.00
	£12.00

	Child ticket


	£2.00
	£3.00
	£4.00


STATEMENT OF INTENT 

Event organisers have a duty under the Health & Safety at work Act 1974, to plan, manage and monitor their event to ensure that workers, the attending public and others impacted by the event are not exposed to foreseeable health and safety risks. Writing a Health & Safety Policy for the event is a positive first step in committing to ensuring that these obligations are fully met.

A Health and Safety Policy should set out an organisation’s or event organiser’s, committed approach to managing health and safety and should detail the arrangements for complying with their legal obligations, the processes and procedures in place as well as individual responsibilities of staff to ensure a safe working environment is developed, maintained and monitored. A health & safety policy is a useful tool to develop positive health and safety cultures in workplace environments.

Employers, who employ five or more people, are legally obliged to have a written Health and Safety Policy and smaller organisations are strongly recommended, by the Health & Safety Executive, to have one in place as they reduce the risk of accident, injury and financial loss.

The event organiser’s Health & Safety Policy may be included as an appendix within the Event Manual or made available upon request, but it is recommended that the Policy’s Statement of Intent is included near the beginning of the document to highlight the organiser’s commitment to the health, safety and welfare of workers, contractors the attending public, as well as those impacted by the event.

The Statement of Intent within your Event Manual will provide readers with a brief overview of the contents of the organisers Health and Safety Policy and detail the event organiser’s overarching aim to create and maintain a positive health and safety culture at their event.

The Scottish Government has created a platform for encouraging, supporting and advising employers on how to develop safe work environments, this initiative is called Healthy Working Lives. Within the Healthy Working Lives website, you will find useful guidance on how to create a Health & Safety Policy as well as other logical and practical tips on matters related to workplace Health & Safety.

The Health & Safety Executive have also produced a guide to writing a Statement of Intent.

The Statement of Intent within your Event Manual will provide readers with a brief overview of the contents of the organiser’s Health and Safety Policy and detail their overarching aim to create and maintain a positive health and safety culture at their event.

FakeEvents Company’s Events team, as the event organiser, recognises their responsibility to ensure, as far as is reasonably practicable, the health, safety and wellbeing of all their employees and any third parties involved in, or impacted by, the event. The event organiser will put in place the necessary arrangements and set up appropriate systems and procedures to organise, manage and deliver this event safely. Every care has been taken to reduce risk, increase safety and set up rigorous and robust procedures to ensure a safe and enjoyable environment for all staff, contractors, participants, spectators and those impacted by the event.

2.
EVENT MANUAL AIM
The Event Manual Aim is an extension of the above Statement of Intent which details the role of the Event Manual in ensuring that the event organisers meet their obligations and achieve their Health & Safety Policy aims and objectives to deliver a safe event.
Example 

This Event Manual is a method statement which, along with the multi-agency planning process, aims to provide a co-ordinated approach to the safe running of the event.  They aim to ensure the well-being of employees, volunteers, suppliers, contractors, the public in attendance at the event and all others who might be affected by it.

The Event Manual defines roles and responsibilities, clearly states lines of communication, management structures and procedures for delivering the event safely and should be read in conjunction with the Event Contingency Plan by those personnel with responsibilities during the event or in an emergency.

The FakeEvents Company’s full Health & Safety Policy is enclosed as Appendix 1.

The event organiser’s Health & Safety Policy should be included as an appendix for reference.  
3.
SAFETY ADVISORY GROUP (SAG)
Aberdeen’s Safety Advisory Group is a platform designed to provide advice and guidance to event organisers in order to assist organisers in delivering events which are safe and legal.
The aim of the Aberdeen SAG is to provide independent safety advice to event organisers assisting them to discharge their public safety and wellbeing functions. It is the policy of Aberdeen City Council and all members of the SAG to uphold a suitable and sufficient standard of public safety that ensures compliance with legislative obligations and to encourage the wellbeing of the public, operatives and competitors. Event organisers retain the legal responsibility for ensuring a safe and legal event.
The SAG meets monthly to provide feedback on events which have recently taken place and to review the plans and risk profile of upcoming events.
The SAG group is made up of representatives from the following agencies & Council departments to ensure that advice can be given on the wide-ranging aspects involved in event management:
• Aberdeen City Council, City Events Team

• Aberdeen City Council, City Wardens

• Aberdeen City Council, Environmental Services

• Aberdeen City Council, Roadworks coordination

• Aberdeen City Council, Environmental Health

• Aberdeen City Council, Licensing

• Aberdeen City Council, Public Transport Unit

• Aberdeen City Council, Planning

• Aberdeen City Council, Facilities

• Police Scotland, Event Planning

• Scottish Ambulance Service

• Scottish Fire and Rescue Service
By choosing to hold your event on Aberdeen City Council owned land you have agreed to follow the City Council’s External Event Application Process. As part of this process your event will be vetted through the Aberdeen SAG and if deemed useful or necessary you may be invited to attend a SAG meeting to receive advice and guidance from the group on areas concerning public safety.
If you are requested to attend a SAG you will be notified by the City Events Executive who will provide advice If your event goes through a SAG, it is advised that you let your insurer know this as you may find that your insurance premium is reduced as the insurer has additional comfort that your plans and procedures are suitable and sufficient for the risk posed by your event.

Full SAG Policy and Terms of Reference are available upon request, please contact cityevents@aberdeencity.gov.uk
In order to ensure that Event Manager can deliver a safe, enjoyable and successful event and that all health and safety issues are correctly addressed, the event manager will work in conjunction with colleagues, volunteers, contractors, suppliers, advisors, Aberdeen City Council, external agencies and others as required regularly. Email, written, phone and face to face communication will be encouraged.

The Safety Advisory Group have invited the event organiser to present their event and to receive advice at the April SAG. The SAG will take place at 14:00 Wednesday 5 April at Marischal College, Aberdeen.  The event will be represented by: Joe Bloggs – Event Manager & Mary Jones – Health and Safety Coordinator.

4.
PLANNING MEETINGS & TABLETOP EXERCISE 
As mentioned within the Roles & Responsibilities section of this guidance, it is important that the workload of the event project is shared between competent individuals, organisations and contractors. In order to effectively coordinate the project it is advised that this group meet regularly to provide updates, discuss interdependencies, allocate / agree further actions and highlight any risks or concerns.
Depending on the scale of the event, the interdependencies and the availability of those with responsibilities organisers may set multiple sub-group meetings or they may invite all parties to one large meeting. Subgroup meetings will ensure a focused approach to the delivery of the event. They will also help to make good use of people’s time, as they do not need to sit and listen to items and discussions which are of no interest or have no impact on them.
This section should include details of the planning meetings which have been arranged for the event (including multi-agency planning meetings and sub-group meetings). 
Information on whether the event’s plans, processes and hierarchies are to be tested through a tabletop exercise should also be included within this section; If a Tabletop is arranged then the date should be included along with information on who is developing the exercise and who has been invited to attend. If the exercise has taken place, then information on what areas of the plan were tested and the main lessons learnt should be recorded for information. 
5.
ROLES & RESPONSIBILITIES  
It is important that event organisers understand their roles and responsibilities as well as the role of Aberdeen City Council as the landowner and licensing authority. The black text below details these roles and liabilities. Organisers may decide to leave this black text in their documents to evidence their understanding and acceptance of these liabilities.  


Health & Safety Responsibilities 
Site Owners (Aberdeen City Council)
Aberdeen City Council owns, manages and maintains the site of the event and have legal responsibility to ensure that the venue is fit for purpose, safe and without unreasonable risk to anyone who uses the site. Following approval through the external event application process, Aberdeen City Council will accept an application from the Event Organiser to have control of the site for the duration of their event, during which the Event Organiser will be defined as “the occupier of premises” under the Occupiers’ Liability Act (Scotland) 1960.

Occupier of Premises (Event Organiser)

Section 2 (2) of the Act states that an occupier of premises owes a duty of care to all persons entering the premises. A duty of care is a legal obligation imposed on an individual requiring that they adhere to a standard of reasonable care while performing any acts that could foreseeably harm others. In this case, a duty of care is owed to the public by the organisers to ensure that they do not suffer any reasonably foreseeable harm. This duty applies irrespective of whether the public have permission from the organisers to enter the premises. The Event Organiser has an obligation to ensure that all reasonable precautions have been put in place to protect the public from any foreseeable harm.

A duty of care is also owed under the Health and Safety at Work etc Act 1974 (HASAWA) to staff and anyone effected by the employer’s undertaking including persons that are not invited or in this case cannot be classed as attendees. Therefore, they must be safe even if they have no knowledge of or intention to comply with rules & regulations in place for safety.

The Management of Health and Safety Regulations also require employers to appoint one or more competent persons in health and safety to assist him in undertaking the measures he needs to take to comply with health and safety regulations. This may help you as it would alert those people who run an event but try to do it on their own.

The Event Organiser is responsible for ensuring, so far is as reasonably practicable:
a) the health and safety of all their employees, contractors and members of the public attending the event
b) for the provision and maintenance of plant and systems of work and,

c) for the creation and maintenance of a positive health and safety culture at the event.

The organiser will ensure that risks are assessed, that information is shared, that contractors cooperate and that an Event Manual is created. 
The Event Organiser will satisfy themselves that any contractors engaged to provide services or contribute to the event are competent, provide a written Health and Safety Policy and method statements (where applicable), carry out event specific risk assessment, hold valid insurance(s) and work safely at all times. 
The Event Organiser shall ensure that the obligatory statutory insurances, such as Public Liability Insurance, (providing cover for at least the minimum of £5 Million) and Employer’s Liability, where required, are in place. 


CDM Roles 


The Construction Design and Management Regulations (CDM2015) were introduced in 2015 to improve the health and safety standards of construction projects. The legislation, although not aimed at, covers many elements often featured at events and If your event involves “Construction Work”, such as building temporary structures (marquees or stages etc.), then you are legally obliged to comply with the regulations. 

If your event does not require any construction work to be carried then place “Not applicable” after each of the CDM roles below, otherwise a named person or organisation should be detailed and the duties carried out accordingly.

FakeEvents Company’s Team will organise and manage the event on behalf of Aberdeen City Council and will therefore retain the CDM Client duties.  Joe Bloggs, the FakeEvents Team Event Manager, will plan, manage, monitor and coordinate the pre and live construction work for the event and will therefore retain the CDM Principle Designer & Principal Contractor duties.  Joe Bloggs will discharge these duties with the assistance of the other members of the FakeEvents Team and the event’s contractors. 
The FakeEvents Team will employ competent contractors to install the stages, marquees and other equipment required at the event. Each of these contractors have satisfied the Event Manager that they have the skills, knowledge and experience to carry out their duties effectively and safely.  These contractors will retain the roles and associated duties of CDM Designers and CDM Contractors.

Joe Bloggs and the will ensure that all working personnel receive pre-event information relating to their tasks and any known risks of the site and build. Contractors and working personnel will also be required to attend a safety briefing before being allowed to enter the site. These measures will help to ensure a culture of cooperation and communication between staff, contractors and suppliers at the event and ensure that incidents are reported and recorded. 

The Event’s CDM2015 compliance documentation, comprising of Pre-event information, Construction Phase Plan and a Site Suitability Report, are included in appendix 9.

· Client: FakeEvents Company Ltd.
· Principle Designer: Joe Bloggs, FakeEvents Company Ltd.
· Principle Contractor: Joe Bloggs, FakeEvents Company Ltd.
· Designers: Example Stage Supplier ltd & Example Marquee Supplier

· Contractors:  Lights, sound, power & site dressing 

Event Specific Roles 
It is essential that the workload of the event project is assessed and managed to reduce risk. This often involves tasks being delegated to other competent persons or organisations. It is also important that roles which have been delegated are communicated and coordinated effectively to reduce risk and ensure the work is carried out as required.
Event organisers should detail the roles and responsibilities specific to their event. The example below has deliberately been left incomplete. Organisers should ensure the roles and responsibilities detailed within their documentation are a realistic description of the arrangements which have been developed for their event. It is not appropriate for the examples below to be copied and event’s which submit documentation which done so will refused.  
Event Manager: Joe Bloggs

· Plan, design, budget and retain overall responsibility for the successful delivery of the event

· Produce and circulate relevant event documentation
· Retain Principle Contractor and Principle Designer duties under CDM2015
· Procure all required infrastructure and entertainment ensuring suppliers and contractors are competent

· Work with suppliers, contractors, multi-agency partners & internal partners to develop and implement suitable traffic management, waste management, adverse weather, welfare, first aid, lost children, communication, stewarding & other plans as required

· Apply for all licences, permissions, road closures and permits as required

· Allocate tasks to supporting staff and create staff briefing documents prior to the event

· Coordinate the event operations from the Event Control Room 
· .

· .

· .

· .

Event Assistant:  Jill Example

· Support the Event Manager in the planning and delivery of the event and carry out duties as detailed in the Event Assistant Briefing Document

· Source a competent funfair operator to provide a small funfair consisting of 7 children’s fun fair rides, 3 large thrill rides and 2 stalls

· Manage a tender for the supply of event marquees ensuring that the event receives best value from a competent supplier with a proven track record and excellent health and safety procedures

· Collate certificates, risk assessments and insurance documents relating to the contractors under her remit and ensure that the Health & Safety Manager has vetted them before signing contracts

· Monitor the set-up of the funfair & marquees ensuring that the equipment is laid out as per the event Site Plan and that safe working practises are in place at all times.

Health & Safety Manager: John Mitigate (CFIOSH)

· Review and sign off on the Event Manual and event risk assessments providing feedback to the Event Manager as required

· Carry out a fire risk assessment including a site suitability report ensuring that a suitable capacity is set for the event and each temporary structure

· Review the health & safety documentation of contractors and suppliers

· Create a site safety briefing presentation which details the key health and safety issues and all site rules.

· Ensure that all staff, contractors and suppliers receive the site safety briefing prior to gaining access to the site

· Risk assess the event making strategic decisions where required to eliminate or reduce risk

· Monitor working practises of suppliers and contractors to ensure safe working practises 

· Responsible for enforcement of all health & safety issues and site rules

· Carry out site inspection and give the go ahead for the event to open to the public

· Continually to monitor and risk assess the event throughout the day, dealing with any issues which may arise and communicating concerns and actions in to Event Control 

First Aid Providers: 

· Risk assess the event and determine adequate first aid cover

· Provide a Medical Manager to act as part of the event management team who will maintain radio contact with the roaming first aiders and Scottish Ambulance Service and allocate resources as required.

· To provide first aid care and comfort as required

· Provide a first aid post to treat casualties

Funfair Manager

Volunteer Coordinator  

Scottish Ambulance Service

Steward Company: Fake Steward Ltd Managed by Mark Siabadge

Car Park Manager: Mike Bay

Production Manager: Margaret Name

Stage Manager: Sally Gaffa

6.
EVENT CONTROL
To ensure smooth and coordinated operational management of an event and allow for effective communication, events should ideally be coordinated from an Event Control room in which representatives from all key organisations are based. This will ensure that key decisions can be made instantly with all partners agreeing to actions and understanding their organisations role in implementing or adapting as the decision dictates. 
In order for the event organiser to maintain strategic and operational control of the event an Event Control Room will be set up, a robust communication plan developed, and an event management team structure implemented for the event. This will allow for a coordinated approach to managing the event.

Event Control will be set up within a portable cabin unit on-site and maintained by senior personnel from the following agencies. 

· Event Manager

· Site Management team representative

· Police Scotland

· Stewarding radio controller 

· First Aid radio controller 

· Logger

The above representatives will form the Event Management Team who will be responsible for maintaining the integrity of the event. They will have access to all site plans, event documents, telephone numbers for all contractors and a dedicated two-way radio system to assist in the management and coordination of the event.

Overall responsibility for the strategic and operational management of the event lies with the Event Manager.

7.
MANAGEMENT STRUCTURE & COMMUNICATIONS  
This section should show the management and communication structure which will be developed and maintained to ensure the safe delivery of the event. It is advised that a diagram is created to show the communication flows.
On the example below the dark blue boxes indicate the main radio network, the yellow boxes detail who is stationed within Event Control and the light blue is an independent radio network.
Example

A two-way radio communication system will be installed for the event to ensure that real time information can be shared and situations managed appropriately and quickly. To ensure that the network does not become congested, 3 separate channels have been designated. The independent channels will ensure that those who are required to collaborate can communicate in real time whilst also allowing for communication between other teams as required throughout the event.

A radio logger will be stationed within event control to record all key messages and decisions. This will allow an audit of the event and assist with the debrief which will take place following the event.
There will be spare radio handsets and earpieces in the event of any isolated radio failures.

In the event of breakdown of any systems then mobile phones, face to face communication and the PA system will be used until the issue is resolved. The radio supplier has been deemed competent by the event organiser and all systems will be tested prior to the event. The supplier will remain on-site to deal with any technical problems.

Signage has been strategically placed around the site to direct members of the public to areas and facilities around the site. Stewards will be located throughout the site to direct and communicate with customers and the Public Address System, which covers large areas of the site, will allow messages to be communicated to the public in attendance as and when required. 
Additionally, an audio playback loop has been installed at the entrance gate to provide key information to the public entering the event. This has been complemented with a visual version for those who are hard of hearing.

The diagram below details the organisational hierarchy for each sector as well as the communication structure.

Full contact details are included as an appendix 4.
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8.
RISK ASSESSMENT, SITE INSPECTION  & FIRE PREVENTION ARRANGEMENTS 

Event organisers have a legal obligation to ensure, so far as reasonably practicable, the health safety and welfare of their employees and those impacted by the event. One method of ensuring this is to ensure that the event and its activities are Risk Assessed. This section should provide information on the scope of the assessment and the policy for maintaining and reviewing risks throughout the event.
This section of the manual should also Include details of the event fire risk assessment including, who carried it out, the key risks highlighted, the measures put in place to manage the risks identified and where the full version of the fire risk assessment can be found.

Finally, information on the pre, during and post event inspection regimes which have been developed should be detailed here.  A pre-event- site inspection checklist is provided for information within Appendix 13.

A full risk assessment, fire risk assessment and DIM ICE assessment have been conducted by the Event’s H&S Manager in accordance with the Health and Safety Executive's relevant guideline publications and industry best practice.  These assessments are enclosed as appendix 8.

All aspects of the event will be continuously monitored in the context of safety throughout by the event control team, including those risks specifically identified at the initial assessment stage.
A fire risk assessment has been carried out for the event by ExampleEventFire Ltd, who specialise in fire risk assessments for events. The event organiser has accepted the findings of the fire risk assessment and the event organiser and Examplefire Ltd have developed measures deemed appropriate to mitigate the risk and respond to any fire. Which may occur.   The fire risk assessment is provided within appendix 8 It has been agreed that:-
The Event will have provision of firefighting equipment, an evac chair, 3x loud hailers, trained staff and a public address system to assist in dealing with incidents involving fire. Only trained staff should operate equipment if they feel it is safe to do so and staff training and briefings will be carried out prior to public opening to ensure sufficient numbers are available to operate this equipment and enact any and all procedures designed to reduce risk or respond to incidents.
All the FakeEvents team have had appropriate training, including safe use of firefighting equipment & Evac Chair training and will receive event specific briefing to confirm the contingency planning arrangements which have been developed for the event. This will take place prior to the event opening to the public. 

House rules have been developed and communicated to all staff, contractors’ suppliers and traders to reduce the risk of fire as a result of build-up of refuse, unauthorised use of electrical equipment, 

If a fire is not containable or if staff feel it is unsafe to tackle using on site equipment, then the Scottish Fire & Rescue Service will be contacted without delay (tel. 999).
Contractors and suppliers will be required to provide suitable firefighting equipment for their own activity based on their own risk assessments.
A stand-alone break glass fire alarm system will be installed within the main event Marquee.  This will consist of 8 battery pack break glass alarms placed in close proximity to each exit. The alarms will be linked ensuring that upon activation all units sound their alarm simultaneously. Each alarm is 100db.

2x Marquee heaters will be used throughout the event. These are External Indirect heaters. These have been supplied by a reputable supplier, will be used as per manufacturer instructions by the supplier. 2x carbon monoxide alarms will be installed at the areas in close proximity to the  ducting entrance. 

The event will have a total of 15 fire extinguishers these will be located as follows:
	Area
	CO2
	Foam
	Powder

	Event PA Gazebo
	2
	1
	1

	By each fire exit
	
	8
	

	Kitchen area
	
	1
	2
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9.
SITE PLAN & CONTROL ZONES
Organisers should provide copies of the event’s site plans and operational plan and also provide details of measures which will be installed to control access during the high-risk phases of the event and also any measures to control the site during the live phase of the event.  

When designing the event’s operational site plan it is important that it details all key features of the event and that it is representative of the proposed activities, infrastructure and facilities at the event. For accuracy plans should be designed to scale
The build-up for the event will commence from Monday 12 June until 9.30am on Sunday 18 June with the derig commencing from 5.30pm on Sunday 18 June until Tuesday 20 June. During these times the site will be treated as a sterile building site with access limited to key working personnel only.

The building site will be secured using the permanent perimeter fencing which surrounds the site and with controlled access which will be stewarded at all times.

The site plan is divided into gridded zones.  These will be used to help identify incidents and during the event.  They will also be used if there is a need for a partial evacuation of the event area.

The site will also be divided into four control zones with a member of the event management team allocated to each zone. The purpose of this is to ensure that each zone has an allocated manager responsible for monitoring and managing health and safety issues.
Scaled planning map 
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Zoned Management Map
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Zoned management map 
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Public Map
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10.
CROWD MANAGEMENT
In order to ensure crowd safety, organisers must assess the risks created by the crowds who are likely to attend the event.  Organisers are advised to detail the outcome of the assessment of the following areas; 

Crowd Dynamic 
Arrival
Ingress 
Event
Egress
Dispersal 
If this event or a similar event has been organised previously then the assessment may be based on the history of the event, with consideration given to any changes to the event e.g. profile, format, entertainment elements which may impact the regular behaviours.
11.
STEWARDING & MARSHALLING
This section should detail the stewarding arrangements which have been developed for the event, including; the contracted stewarding company, the number of each category of steward (Manager, supervisor, SIA, steward and volunteer), their operational times and the areas of their responsibility. Aberdeen City Council advise organisers to include their steward “dot plan” within this section or as an appendix.
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Stewarding guide example
For larger, more complex or riskier events this section may refer to the event’s Steward Operational Plan, which should be made available as an appendix or on request.  A stewarding briefing document & crowd management plan may also be required 

12.
ACCREDITATION  


This section should detail the accreditation plan which has been developed for the event; this could detail that staff will be identified by their work I:D badges and uniform (branded T shirts or work issue PPE) or that specific passes have been created for the event. 

Organisers should provide details of the pass system which will be in place for their event including arrangements for staff/crew, the attending public, VIP’s and traders as well as the vehicle access arrangements in place. 

Fake Events Company Ltd. Have developed an accreditation plan for the Aberdeen Highland Games which will ensure access to restricted areas is only granted to those who are authorised to do so and help to control and manage the event.  
Stewards, who will be responsible for the implementation and integrity of the accreditation plan, will be provided with the event pass sheet, as shown below, which will detail all accreditation in use at the event to ensure consistency throughout the site and reduce the likelihood of unauthorised access or refused access due to poor communication or understanding of this plan.

Accreditation is personal issue and must be worn at all times to ensure the integrity of the event all staff, contractors and partners issued with passes will be notified of this responsibility in advance. 
The arrangements for the event are:

	Caterers and Traders
	Black wristband 
	Access to trader village and main arena only

	VIP’s 
	Green wristband
	Access to main arena and VIP area only

	Staff & Crew
	Blue wristband 
	Access to backstage, working areas & event arena only

	General public 


	Event Brite Ticket 
	Access to main arena only 

	Event Management Team 
	AAA laminate pass 
	Access all areas 



	Traders car park 
	A5 Parking pass 
	Games Field parking access only   
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13.
BRIEFINGS & SITE INDUCTION
In order for the plans and procedures which have been developed for the event to be effectively installed and maintained, staff and contractors must be sufficiently briefed.  Information on the planned briefing sessions and any site inductions should be included.  Full briefing sheets may be useful to be provided as an appendix or made available upon request. 
14.
SITE INSPECTION  

Prior to the site being occupied, and again prior to the event opening to the public, Event Organisers should ensure that a site inspection takes place and that it is deemed to be safe. It is advised for organisers to create a site inspection checklist for pre, during and post event to ensure that all key aspects are checked and that the inspection is recorded. An example pre-event inspection checklist is included within Appendix 13.
15.
TRAFFIC MANAGEMENT
This section should Include brief details of the internal and external traffic arrangements which have been developed for the event, including; details of the event’s TTRO, barrier locations, parking restrictions, park and ride plans, internal site rules, taxi / parent drop off and collection points, advance information signs, direction signage, local access arrangements, emergency services access plan and parking arrangements (including, staff, attendee/participant, trader and accessible parking). 
16.
ACCIDENTS AND MEDICAL EMERGENCIES


This section should detail the arrangements in place for dealing with accidents and medical emergencies.  It should include information on the first aid and ambulance cover in place for the event, details of the qualifications of staff, the locations of the first aid points as well as the protocol for responding to, and escalating incidents.
The British Red Cross have been engaged to supply a total of 7 staff to provide first aid cover for the event. The staff will be on-site fully briefed and operational from 09:00 until the event is clear 18:00.  This cover will consist of 4 first aiders, 2 enhanced skilled first aiders and a radio controller & a supervisor.

A First Aid Post (Floored 6x6 marquee with modesty dividers) will be stationed at Grid Ref B2 within the Games Field and First Aiders on foot will provide cover throughout.  The British Red Cross Supervisor & Radio Controller will be positioned within Event Control for the duration of the event.

The Scottish Ambulance Service will provide ambulance cover at the event treating patients as and when required. The Scottish Ambulance Service vehicle will be located Grid Ref B2 and will maintain radio contact with venue control for the duration of the event.

Accidents and Emergencies will be dealt with in the first instance by the trained volunteers from the British Red Cross with the first call being made to Event Control where further assets can be deployed. The BRC will triage patients brought to the treatment post.  Patients will be assessed and treated for minor injuries and where required, the event’s ambulance will be called to take over the treatment when required. 
The event ambulance will stay on site. If required, another ambulance will be requested to transfer the patient to the nominated hospital.  Only if the patient is in a life critical situation will the event ambulance leave the event site. In these circumstances another ambulance will be dispatched to the event to replace the leaving ambulance so to maintain cover all times. 

The Event Manager will liaise with the Emergency Services and act accordingly to maintain public and staff safety.

Contractors and suppliers will be required to provide suitable first aid for their own activity based on their risk assessments.

Prior to the event all three emergency services and the local A & E will be advised of the date and locations of the event. The nearest A&E facility is at Aberdeen Royal Infirmary, which is 2.2 miles from the event site and would take 6-10 minutes to drive in normal traffic conditions.

This is the main A&E facility in Aberdeen, it is also a tertiary hospital serving a population of over 600,000 across the North East of Scotland. It is run by NHS Grampian and has 900 beds.

Aberdeen Royal Infirmary

Foresterhill

Aberdeen

AB25 2ZB   

01224 681818.
17.
TOILET PROVISION
Organisers should provide details of the toilet facilities which have been arranged for the event. Details of the locations, provision and servicing arrangements should also be provided. 
A temporary portable toilet will be provided for the build and break phases of the event. This toilet will be serviced every 2 days for the duration of the build and break. Arrangements have been made for additional servicing as and when requested from the Event Manager. 

Temporary portable toilets will be available for public use throughout the live phase of the event. This provision is being provided by Fakeloos who will have an attendant on-site to service throughout as and when required.  

Arrangements have been made to ensure the service vehicle can navigate the site without interacting with members of the public. The supplier has been provided with information on these arrangements as well as site rules and protocol. 


The toilet provision and locations are: - 
· Portaloo unit x1 Event Staff use (next to Event Control)
· Portaloo unit x1 Medical Staff/ casualties (behind 1st aid marquee) 
· Portaloo unit x1 Public bar staff (behind marquee)
· Portaloo units x11 Public (LP gate next to stalls)
· Portaloo units x11 Public (beside the Beer tent and exit)
· Portaloo unit x1 unit VIP’s (beside the VIP’s marquee within the barrier area).
· Portaloo unit x1 back stage (for the other performers)
· Portaloo Disabled/ Baby changing unit x2 (beside the entrance gate)
· Portaloo Disabled/ Baby Change x2  (LP gate next to stalls)
This provision has been deemed sufficient based on anticipated attendance and previous event use. 
18. 
WELFARE ARRANGEMENTS
This section of the Manual should details of the event’s staff, public and child welfare arrangements and facilities. 
19.
MISSING PERSONS POLICY
This section should include the event organiser’s policy & procedures for dealing with missing and found persons, including venerable adults and children.  It is recommended that a flow chart of actions, time scales and responsibilities is created to assist in the development and management of these process.  
An example missing person procedure is included as appendix 5 to assist organisers but it is essential that organisers create their own to make sure that it is a true reflection of the process in place for the event. 
20.
ACCESSIBILITY ARRANGEMENTS  

It is important that events are accessible and that those with additional needs are catered for. Details of any accessibility assessment should be included as well as information of the arrangements which have been developed for the event. 
21.
TEMPORARY DEMOUNTABLE STRUCTURES & ELECTRICAL SYSTEMS (MARQUEES, STAGES ETC.) 
Details of all marquees, gazebos, stages and other temporary structures should be detailed here. If required details of the application of a Section 89 Permit should be listed. Details of any temporary electrical systems should also be noted.
22.
FUNFAIRS & INFLATABLES 
Details of the funfair arrangements should be detailed here, including the full list of rides, stalls and equipment, the roles and responsibilities and the measures in place to ensure competent suppliers are used, such as vetting processes and procurement.  

23.
WASTE MANAGEMENT
Aberdeen City Council’s business waste team have been contracted to provide waste bins for the event. There will be 2 x 1280 bins (larger steel bin) for use of traders and stallholders. These will be stored within the Marquee outwith the sight lines of the public.

There will also be 4 240l general use waste bins strategically placed throughout the event site for use by the public.

Pro-active monitoring of waste build up will be ongoing by the venue management team with issues addressed upon discovery.  Bins will be emptied by Aberdeen City Council every Monday throughout the Operational dates. Additional collections will be arranged as required.

24.
FOOD SAFETY
Details of the provision of catering at the event should be provided as well as an overview of the measures in place to ensure public safety. Confirmation of the full list of catering providers, that each has been vetted by the Event Organiser and through ACC’s Environmental Health Service and information on the provision of hand washing infrastructure should be provided at a minimum. 
25.
NOISE MANAGEMENT & GOOD NEIGHBOUR COMMUNICATIONS 
It is important that consideration is given to the impact the event may have on noise sensitive buildings. Within this section it would be expected to see information on the potential noise impact from the event, the locations of any noise sensitive buildings and the communications which have been sent to this group. A copy of the correspondence and, where required, Noise Management Plans, should be provided as an appendix.  An example good neighbour letter is provided within Appendix 12. 
26.
LICENCING
Details of the licences required, and the current state of the applications should be noted here. The licences that may be required are; Street Trader Licence, Charitable Collection Licence, Public Entertainment Licence and an Occasional Licence. You may also be required to complete a Public Procession Permit / notification form.
27.
INSURANCE 

The Event’s insurance certificate should be provided as an appendix and insurance of suppliers, contractors and entertainers should be available upon request.

The event is covered under (Insert Name)’s insurance. Party Public Liability Insurance is held in the name of __________with a cover sum of _________
All presenting partners, production partners and contractors have a minimum of £5,000,000 Public Liability Insurance, copies of which are held by the event organiser and available upon request. 
28.
CANCELLATION OF EVENT
Although it is hoped that the event will proceed without any difficulty it is nevertheless important to have in place arrangements should it be necessary to cancel or curtail the event for any reason.

Responsibility for the cancellation of the event, prior to the scheduled start time, will rest with the member of Aberdeen City Council’s City Events Team with seniority on-site at the time of the incident.  He/ She will seek advice from the Event Lead, Police Scotland, her line management and others, as appropriate, in making any decision.

*Hierarchy for making key decisions including cancellations:  
Manager 

Event Lead > 

Event Officer > 

Events Executive. 

In the event of a major incident, other incident or crime which has or is likely to have a significant impact on the event, Police Scotland will co-ordinate the required response and take such action as is considered necessary for the circumstances, assisted where appropriate by ACC City Events. ACC City Events will ensure that all personnel in the contact telephone list under Appendix 5 are advised of the suspension/cancellation.

If the event is cancelled, prior to the planned starting time, it is still essential that stewards and other key staff report for duty as originally instructed.  Stewards will be required to remain in attendance to ensure any members of the public arriving in the event area are advised of the situation and to carry out other duties as determined by the Event Manager or the Police.

In the event of cancellation, the event compere will relay the appropriate message to those at the event via the PA system.  Event stewards will contact entertainers, catering units and street vendors to pass on all appropriate information. Loud hailers will be available for staff to convey messages to all on site advising on cancellation and orderly dispersion. Liaison with be made with press team and Corporate communication to convey messages through multi media outlets.

Only in exceptional circumstances shall the event be cancelled, messages can be relayed to those attending the event and elsewhere by the following methods:

a) Uploading a message on to the Customer Service Centre telephone system

b) City Events accessing the Council’s website and relaying messages and information.

Using all operational staff on duty at the event – Police, City Events, Stewards, SAS, British Red Cross, and ACC Road Services
APPENDIX 1: HEALTH & SAFETY POLICY 
No example provided. A copy of the organiser’s Health and Safety Policy should be included or details of how to request a copy should be detailed.
APPENDIX 2 - CONTINGENCY PLAN EVACUATION PROCEDURE
This section should detail the Contingency planning arrangements, including evacuation plans, which have been created for the event. For larger events this would be expected to contain information on; evacuation procedures, cordon procedures adverse weather, suspect package / bomb threat, terrorist attack, fire, illness to key staff, lost persons, crowd disturbance, disruptive behaviours, accidents and injuries and cancellation. 



No example provided.
APPENDIX 3: WIND MANAGEMENT PLAN & ADVERSE WEATHER PLAN

Limited example 
[image: image10.png]'WEATHER MONITORING

In order to allow the Event Manager to prepare for adverse weather conditions, including
wet weather and high winds, a weather monitoring system must be in place.

* The Event Manager will monitor the weather forecast of various websites from 14 days
prior to the event

*  The Event Manager will, on the day of the event, use an anemometer to check the
conditions on site

STRUCTURAL INTEGRITY & EVENT SPECIFIC LOADS

All temporary structures being used during the event will be installed, adapted and used in-
line with the manufacturer’s guidelines for safe usage.

The guidelines provided from the manufacturer / supplier includes safe operating
parameters for various weather conditions including wind, snow and rainfall. The structures
being used, and their safe parameters are: -
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[image: image11.png]COMMUNICATIONS
A communication plan has been developed for the event.

*  The Event Manager will communicate forecasts with venue control and contractors, as
required

* Contractors (including PA and the display operator) are responsible for communicating
information into the Event Manager through venue control

* Communications regarding forecasts and any resulting instructions will be made as per
the event communication plan.




[image: image12.png]EVACUATION / INVACUATION AND CORDONS

In the event of extremely high winds it may be necessary to evacuate part of the site or of
the whole event site.

e Botha partial and a full evacuation will be co-ordinated by Event Control and
implemented as per the process detailed within the Event’s Contingency Plan.

e Cordon distance will be measured at least 3x the height of the structure as a general rule
of thumb. A dynamic assessment will be made to deem if this is sufficient|





[image: image13.png]Example Wind Action Plan - Stage
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Alert contractors, performers and stage manage
etc.

Show stop procedure activated
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Stage crew to dismantle stage / lower production
(if deemed safe to do so)
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APPENDIX 4: COMMUNICATION PLAN & CONTACT DETAILS 
No example provided.
APPENDIX 5: MISSING PERSON POLICY AND PROCEDURE
Missing Person Point: Information tent Gird ref B1
Missing Person Supervisor:
 Mrs Caring 
The text within blue and green boxes is the procedure an event steward will follow in the event of a missing or found person at the event.

Text within the grey boxes is further information for the stewards and actions for the Missing persons Supervisor / Event Control.

SITUATION ONE - Parent/Guardian notifies you that a person is missing

[image: image14.png]* Ask them to take you to where the missing person was last
seen and assist them in their search

* Remain with the Parent / Guardian. If they refuse, ensure
that you get a telephone number for them
1. Reassure the

Parent/Guardian & * Radio event control notifying them of a "Kilo 10" (Give

Notify Event Control information of last known location, age and sex of the child)
e.g. at Tombola Stall, Grid Ref A4. "Details to follow via
telephone”

* DO NOT give out details of the missing person over the radio
(name or description)




[image: image15.png]Kilo 10 is code for lost child. It is important that this is communicated discreetly which is why a code
is used.





[image: image16.png]2. Contact Event
Control via Telephone
(Do not use radio)

Discreetly to prevent
public over hearing

* Event Control - 0773901883

* Provide details of the missing person; Name, Age,
Description, Address, Parent/Carer details, distinguishing
features, language spoken etc. Also provide time and place
of last known sighting and contact details




[image: image17.png]Event Control communicates the situation via the radio and stewards are deployed to the last
known location to assist in the search for the missing person.

Event Control will contact Police Scotland on 101 who will allocate resources,including CCTV, to
assist in the search.

If the person has been described as vulnerable, is below 12 year's old or there are other
mitigating circumstances Event Control will contact Police Scotland on 999.

The Missing Person Supervisor will startto complete the missing person report form using
information provided





[image: image18.png]3. Notify Parent / * Reassure them, try and keep them calm and with you - If they
Guardian that the go looking for the missing person you should follow to

search has started maintain contact at all times.




[image: image19.png]If the missing person is not found within 15 minutes then more resources will be allocated and all
stewards notified to be on the look out





[image: image20.png]* Continue the search with the reporting person (Parent or
Guardian), potentially widening the search area from the
4. If the missing immediate area the person was last seen. Ensure contact is
personis not found maintained at all times with the reporting person.

within 15 minutes
* If they refuse to remain with you then ensure that you get a
telephone number for them.




[image: image21.png]If the Missing Person has not been found within 30 minutes then Police Scotland will be notified on
999, referencing the 101/999 Call Reference number





[image: image22.png]Missing Person Is Found





[image: image23.png]If the Missing Person is found the Steward who has the child will be sintrcuted to take them to
Missing Person Point for repatriation and all other stewards notified to stand down.

Missing Person Supervisor completes the Missing Person report form

NOTE - Proof should be provided that the person claiming the missing person is the bona fide carer
- e.g |.D or child’s reaction to seeing the parent etc

If the child is reluctant to reunite or the Missing Person Supervisor is unsure then Event Control
should be notified / Police Scotland called if necessary





[image: image24.png]5. Event Control * All involved parties to return to normal duties. If you are with
confirm situation has the parents / guardian you will be contacted and instructed to
been resolved bring them to the Missing Person Point




[image: image25.png]PLEASE NOTE:- All decisions relating to the missing person are to be made by Event Control.

PUBLIC ADDRESS SYSTEM: Should only be used to remind attendees of the location of the Missing
Person Point. Under no circumstances should details of the missing person, parent/guardian or
other information about the situation be communicated publicly as it puts the missing person at
greater risk.

POLICE SCOTLAND PROTOCOL: If Police Scotland arrive on-site to take ownership of the situation
then Event Management Team should continue this procedure and provide support to Police
Scotland.





SITUATION TWO – A Person reports to you as lost or is found and brought to you

[image: image26.png]* Reassure the person - Kneel to reassure the person and
make yourself look less intimidating - remember the child
will be scared

* Ask the adult who brought them to remain with you until
the situation is resolved

* Radio Event Control to notify them that a "Kilo 10" has been
found (Give description of location) e.g. at Tombola Stall,
Grid Ref A4. Details to follow via phone

* DO NOT give out details over the radio (name or
description)





[image: image27.png]* |deally with another adult, another steward or adult who
found the person. You should not be left in sole care of the
person. If required you should radio requesting additional
steward support

* As It is likely that the parent/guardian will be looking for
the found person at their last known location. Begin a
search of the immediate area keeping contact at all times
with the found person





[image: image28.png]o If the contact details are known this should be passed on to
Event Control who will contact them.





[image: image29.png]* Provide details of missing person to allow Missing Person
Supervisor to start completing Found Person Report Form

* Event Control - 0773901883





[image: image30.png]Event Control communicates the situation and stewards are requested to look out for distressed adult





[image: image31.png]* Ask the adult who brought the child/person to you to come
with you or seek another steward to assist.

* REMEMBER: You should not be alone with the person at any
point. If required you should radio for additional support.





[image: image32.png]Missing person supervisor takes ownership of the child and completes the relevant forms.

The Steward may be requested to remain with the child as they are by now familair with them.





[image: image33.png]The Missing Person Supervisor/Event Manager may arrange for an announcement over the PA
System if they deem it appropriate. The only communication that will be made over the PA System is
" Could Mr/Mrs insert name report to insert location".

PLEASE NOTE: The location used must be different than the found persons location, which will allow
time for staff to verify the person's identity and they are bona fide.





[image: image34.png]If the Parent / Guardian has not been found within 30 minutes then Police Scotland will be notified
on 101





[image: image35.png]Parent /Guardian is found





[image: image36.png]If the Parent / Guardian is found they will be taken to Missing Person Point for repatriation and
stewards notified to stand down.

Missing Person Supervisor takes details from the Parent / Guardian and completes Found Person
Report Form.

NOTE - Proof should be provided that the person claiming the missing person is the bona fide
carer - e.g I.D or child’s reaction to seeing the parent etc

If the child is reluctant to reunite or the Missing Person Supervisor is unsure then Event Control
should be notified / Police Scotland called if necessary ‘





[image: image37.png]* All involved parties to return to normal duties. If you are with
the parents / guardian you will be contacted and instructed to
bring them to the Missing Person Point




[image: image38.png]PLEASE NOTE:- All decisions relating to the missing person are to be made by Event Control.

POLICE SCOTLAND PROTOCOL: If Police Scotland arrive on-site to take ownership of the situation
then Event Management Team should continue this procedure and provide support to Police
Scotland.





	MISSING PERSON REPORT





(For use in Situation One)


Please complete the following (in block capitals) as far as is possible/applicable
	Event/Venue:


	

	Date:


	

	Name of Missing Person:


	

	Address:


	

	Tel No:


	

	Approximate Age:


	

	Gender: Male/Female


	

	Description:


	

	Additional Information:


	

	Area Lost:


	

	Time Lost:


	

	Reported by:


	

	Signature:


	

	Form Completed By:


	


	Reunion Details


	Reunited with:


	Print

	
	Sign



	Relationship to child: 


	

	Identification shown:


	

	Action taken if not found:


	

	Missing Person released by:


	

	Time:

	


	Missing Person - Disclaimer


	Event/Venue:


	

	Date:


	

	Name of Missing Person:


	


I, the parent/guardian of the above missing person, having reported their absence now intend to leave the Missing Person Point and search for them myself. I confirm that I do this of my own accord, having been 

requested to remain at the Missing Person Point to await their arrival. I fully understand that it may be difficult to contact me should the missing person be escorted to the Missing Person Point in the meantime and 

accept that this could cause delay in reuniting me with the missing person.

	Signed:


	

	Relationship:


	

	Missing Person Supervisor:
Print


	

	Signed:


	


	FOUND PERSON REPORT





(For use in Situation Two)


Please complete the following (in block capitals) as far as is possible/applicable

	Event/Venue:


	

	Date:


	

	Name of Found Person:


	

	Address:


	

	Tel No:


	

	Approximate Age:


	

	Gender: Male/Female


	

	Description:


	

	Additional Information:


	

	Area Found:


	

	Time Found:


	

	Found by:


	

	Signature:


	

	Form Completed By:


	


	Collection Details


	Collected by:


	Print

	
	Sign



	Relationship to found person: 


	

	Identification shown:


	

	Action taken if not collected:


	

	Found Person released by:


	

	Time:

	


APPENDIX 6: KEY TIMINGS / PRODUCTION SCHEDULE
Limited example 
	Week commencing 27 May – 16 June 
	Key Timing
	Company
	Description of work
	Responsible Person(s)
	Notes

	Monitoring of Weather forecasts 
	Daily 
	Fakevents Ltd
	Monitoring of MET Office long-term forecast 
	
	


	Monday 10 June 
	Key Timing
	Company
	Description of work
	Responsible Person(s)
	Notes

	Site inspection and handover of site 
	12:00 
	ACC & Fake Events 
	Joe Bloggs to meet land owner to inspect the site and handover the site 
	Joe Bloggs 
	Photographs of defects to be taken and noted to Land Owner

	Site measurement and mark-up 
	12:00 – 18:00 
	Fake Events 
	Measure and mark up site using Operational Layout Map (section 9) 
	Site team 
	

	Delivery and installation of Cabins 
	13:00 -15:00
	Cabin Contractor & Fake Events 
	Cabins placed as per site plan Grid ref 2B – Door facing the event site
	Joe Bloggs
	Driver to call Joe Bloggs 0774* **665  when departing the Aberdeen yard

	24 Hour Stewarding cover  
	17:30 - 
	Fake Steward Company 
	1 Steward to patrol the area to deter trespassers and protect the site
	
	

	Site lockdown and Fake Events Off-site 
	18:00
	Fake Events 
	Team depart site, securing access gates and locking down the event site
	
	


	Tuesday 11 June 
	Key Timing
	Company
	Description of work
	Responsible Person(s)
	Notes

	Fake Events On-site 
	07:00
	Fake Events 
	Site opened 
	Maggie
	Ensure that gate padlocks are removed and stored in the Site Office

	Site induction & Accreditation office installed 
	07:00 – 10:00
	Fake Events 
	
	Marc & Maggie
	

	Site induction & accreditation office open 
	10:30 
	Fake Events
	
	
	

	HS Manager on-site 
	10:30 – 18:00
	
	HS Manager to monitor site works
	
	

	Games arena mark-up & build 
	11:00 – 18:00
	ACC
	
	
	As per plan

	Car Park mark-up
	11:00 – 18:00
	Fake Events 
	
	
	As per plan

	Marquee install no’s 1-5
	11:00 – 18:00
	Marquee supplier 
	
	
	As per plan – Joe Bloggs to do walk round to explain markings and confirm requirements before build.

	Waste bins delivery
	14:00 
	
	Marc to accept delivery and ensure placement in close proximity to locations as detailed on the site plan 
	
	

	Site works end 
	18:00
	ALL
	All contractors to cease works 
	
	

	Stewarding cover increased to 1 SIA + 1 Steward
	18:00
	
	Stewards to patrol the area to deter trespassers and protect the site
	
	

	Site lockdown 
	18:30
	Fake Events
	
	
	


APPENDIX 7: TRAFFIC MANAGEMENT PLAN 

Road closure: 0800hrs to 1800hrs on the 16 June 2019

•
Hazlehead Avenue from its junction with the Recycling Centre to the Bus turning circle.

Waiting Restrictions 1700hrs on 15 June to 1800hrs 16 June 2019

•
HAZLEHEAD AVENUE-both side, from its junction with Queens Road to its junction with Hazlehead Policies Road.

•
GROATS ROAD- both sides, from its junction with Queens Road to its junction with Hazlehead Avenue.

•
HAZLEHEAD POLICIES ROAD-both sides, from its junction with Hazlehead Avenue to its junction with Hazledean Road.

•
UN-NAMED ROAD of 50m from Somebody Cares to HAZLEDEAN ROAD – both sides, full length

•
HAZLEDEAN ROAD – both sides, from its junction with Queens Road to a point 200m or thereby west of its junction with Countesswells Road.

•
BUS TURNING CIRCLE ROAD ADJACENT TO HAZLEHEAD PARK ENTRANCE- both sides, from its junction with Queens Road to its most westerly point.

•
UN-NAMED ROAD, COUNTESSWELLS ROAD TO HAZLEDEAN ROAD- both sides, from its junction of Hazledean Road to a point 225m west.

•
UN-NAMED ROAD, GROATS ROAD AND HAZLEHEAD AVENUE TO HAZLEDEAN ROAD- both sides, from its junction with Groats Road and Hazlehead Avenue to its junction with Hazledean Road.

•
QUEENS ROAD- both sides, from its junction with Hazledean Road to its junction with Kingsgate.

Car Parking:

•
Event car parking will be on the football pitches and will be accessed from Hazlehead Avenue and exit to Hazledean Road.

•
Event coaches will be parked next to the bus turning circle.

•
All other car parks within the park will be available to all park users.

•
The coach parking area behind the maze is being advised to the golfers attending the 9 hole course and the 18 hole courses. 
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APPENDIX 8: RISK ASSESSMENT


The example below is a limited example to provide guidance to organisers.

	Event:

City of Aberdeen



Highland Games
	Dates: (Build / Event / De-rig)


16 June 2018
	Date RA Undertaken:

20 May 2018

	Venue:
Hazlehead Games Field, Aberdeen
	RA Undertaken by: 

John Mitigate (CFIOSH)
	Distribution:

· SAG Partners

· Event Manager

· First Aid Team

· Contractors 

	Scope of Event Arena: 

· Games Arena

· Car Parking – Football Pitches


	Signed: 

For: 
	

	Organiser:


Aberdeen City Council
	
	


Scope of Risk Assessment:

· Pre-Event Build

· Event

· De-rig and clean-up of site

Key Activities / Visitor Profile:
· A paid event, within one venue that showcases the various Highland Games competition events (Piping, Pipe Bands, Highland Dancing, Heavies Events, Light Events and Tug ‘o’ War) and provides a number of free family activities as well as trade and charity stalls either selling goods or giving information to the attendees.

· The event is marketed as a family event and to as wide an audience as possible.

· The anticipated attendance is anything from between 10,000 and 12,000 made up of locals and UK and international tourists.

· The maximum capacity anyone time is 12,000 persons within the event area.
· There will be a Public Bar with a fenced outdoor area, no drinking is allowed out with this area.

· There is also a fun fair within the event grounds managed by Fakefairs Fairs Ltd.

· Free car parking is available on the adjacent football fields.
	Hazard
	Consequence
	Who is at risk
	Before

Controls
	Control Measures
	After 

Controls

	
	
	
	P
	S
	R
	
	P
	S
	R

	Slips, trips and falls
	2-RIDDOR 7 day
	Employees

Public

Volunteers

Contractors
	3
	2
	6
	· The event is taking place on land owned and maintained by Aberdeen City Council who are responsible for keeping it in a safe condition for public use.

· Prior to taking occupancy a site inspection will take place to Identify and repair any uneven areas of the ground

· Site has been designed avoiding cables crossing public areas and where this isn’t possible cable matting or alternative used as required

· Good Housekeeping - Continual monitoring of the site by event organisers and stewards to ensure no obstructions are left on site as trip hazards.

· Regular monitoring of ground and weather conditions and any areas deemed unsafe will be cordoned from members of the public

· Implement a defect reporting system

· Conduct a site walk through prior to event opening during which potential hazards would be identified and fixed

· There are 5 areas of the site deemed to have insufficient street lighting at night, these areas will be covered by additional portable tower lighting
	2
	2
	4


	Hazard
	Consequence
	Who is at risk
	Before

Controls
	Control Measures
	After 

Controls

	
	
	
	P
	S
	R
	
	P
	S
	R

	Vehicle Movement within a pedestrian area – Collision between vehicle and pedestrian

During build, event and de-rig
	5-Multi death/

injury
	Employees

Public

Volunteers

Contractors


	3
	5
	15
	· Site has been designed to separate vehicles from pedestrians. 

· (For example cleansing vehicles for toilets will have a controlled route out of the event arena)

· A sterile working area will be created during the build and de-rig phases to ensure no public access to the site

· Regular monitoring of vehicle movement by event organisers

· Vehicle curfew in place so there is no vehicle movement during the event

· Site Rules communicated in advance to all contractors – Including use of banksmen, hi viz worn at all times and site speed limit

· Staff and contractor briefings to take place before gaining access to the site

· Steward plan to enforce site rules and prevent vehicle access/movement 

· Car park layout designed to control movement of vehicles 

· Car park staffing employed to coordinate and direct vehicles

· Staff briefing and training held prior to the event to introduce risks and develop measures to keep staff safe whilst carrying out their duties

· Car park inspected prior to event and high-risk areas cordoned off or made safe using ground protection.


	2
	5
	10


	0-5 = Low Risk
	Severity of the Potential Injury / Damage (S)

	6-10 = Moderate Risk
	Insignificant damage to property, equipment or minor injury

1
	Non-Reportable Injury, minor loss or slight damage to property

2
	Reportable injury moderate loss or limited damage to property

3
	Major injury, single fatality critical damage to property

4
	Multiple fatalities catastrophic loss of business

5

	11-15 = High Risk
	
	
	
	
	

	16-25 = Extremely High 

Unacceptable Risk
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	Almost Inevitable

5
	5
	10
	15
	20
	25

	
	Very Likely

4
	4
	8
	12
	16
	20

	
	Likely

3
	3
	6
	9
	12
	15

	
	Unlikely

2
	2
	4
	6
	8
	10

	
	Very Unlikely

1
	1
	2
	3
	4
	5


PRO-ACTIVE MONITORING
	Hazard
	Type of Monitoring
	Frequency
	Responsible

	Inadequate Health and Safety of Contractors
	Collection of method statements, Risk Assessments and Health & Safety Policies

Safety Briefings
	Pre-event and during if any updates are requested

During build, event and de-rig phases
	Event Organiser

Event Organiser

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


FIRE RISK ASSESSMENT 

No example provided.

APPENDIX 9: CDM DOCUMENTATION  
[image: image39.png]CDM 2015 - Construction Phase Plan

(Eventiproduction template for simple projects)

Client details: Festival Organiser

Principal Designer details: Festival Organiser

Principal Contractor details: Festival Organiser

Description of workl project: Building a stage and FOH shelter for a small festival

Key date:

Load in and build — starts 8.00am on 25/05 (two days)Show day 27/058reakdown & load out 28°-30"-
site clear by 5.00pm on 30/05

'Key members of the project team during construction and their fole /
responsibilities. (insert name, role and summary of respansibiltes)

(name) Production Manager (PM) —in charge of stage and performance areas
(name) Site Manager (sM) — Site infrastructure and all logistics
(name) Crew Boss (C8) - Supervising local crew and provides site inductions

"How the WorK will be managed safely (include details of re site rules, arrangements fo ensure.
ooperation between project team members and coordination of their work (eg regular ste meetings), sitc
inductions, welfare faciltes and fire and emergency procedures. Also include arrangements for the

control of any specific risks such as fals from height /collapse of siructures/ handing heavy components)

Key Arrangements:

L Prestart meeting on morning of the 25/05 attended by all contractors and site management to
discuss work program and provide induction to site

Local crew briefing and allocation of crew tasks - attended by all local crew and lead by CB-to
include induction.

Daily morning briefings attended by all crews lead by PM.

Site ules distributed to all workers, copy attached to this plan.

Welfare arrangements — toflets, shower and break room are located in the village hall on the east
side of the green next to the production office.

First aid arrangements — SM is the nominated first aider.

WORKING TOGETHER / ORGANISE

Key safety risks on this project are:

L Fall from height - key control measures - trusses pre-rigged at ground level to minimise work at
height. PM wil oversee implementation of arrangements to make sure sutable fal
prevention/mitigations measures are n place.

Vehicle movements ~ Arrangements will be in place to make sure pedestrians and vehicles can
circulate safely. Designated Loadin areas will be used and allocated times / procedures for the safe





[image: image40.png]‘on/off loading of materials followed.

3. structural collapse ~ TDS contractor willlead the erection of structures in accordance with a safe
method of work. An adverse weather plan will be in place. Wind speed during the raising of the.
stage roof will be monitored.







ABERDEEN HIGHLAND GAMES 2019

CDM 

PRE-EVENT INFORMATION FOR CONTRACTORS, SUPPLIERS AND STAFF

Please double click on or tab between fields to complete

	Aberdeen Highland Games

	(i) Dates
	Build phase: 

Monday 10 June 2019 08:00 – Sunday 16 June 09:00

Event phase: 

Sunday 16 June 2019 10:00 – 17:30

Derig phase:

Sunday 16 June 2019 17:30 – Wednesday 20 June 12:00



	(ii) Times 
	09:00 – 10:00: site inspection

09:30 – 18:00: Vehicle curfew 

10:00 – 17:30: Event phase

10:45 – 17:15: Stage programme  

	(iii) Location
	Highland Games Field, Hazlehead Park, Aberdeen. 



	(iv) Description 
	Traditional event featuring, Family entertainment, interactive activities, stage performances & small funfair.



	(v) Description of CDM Works 
	Mobile stage, temporary platforms & marquees 



	CDM Roles 

	(i) The Client (The Event Organiser) 
	Fake Events Company Ltd.
	The Town House

Broad Street

Aberdeen

AB10 1AQ



	(ii) Principal Designer (The Event Organiser if not otherwise appointed) 
	Joe Bloggs, Fake Events Company Ltd.
	

	(iii) Principal Contractor (The Event Organiser if not otherwise appointed)
	
	

	(iv) Contractors 


	Lights, Sound, Power, Temporary Structures and Dressing contractors
	

	Planning & Management of the Project 

	(i) Site Induction 
	Access instructions for contractors and staff can be found here.
All Contractors must report to the Event Information Marquee (Grid ref E2) upon arrival where they will receive an on-site safety briefing and short site induction. Only once these inductions have taken place will contractors be provided with accreditation and allowed to enter the site.  

Contractors operating over multiple dates will not be required to complete the site induction on each occasion. They will however be required to report to the Site Office (Grid ref E1) to notify the Event Management Team that they are on-site.



	(ii) Accreditation 

 
	Once inducted, contractors and staff will be provided with their accreditation. These passes are individual issue and the responsibly of the individual. Accreditation should be worn at all times.

Staff / Contractor parking passes will be issued in advance. 



	(iii) Construction Timescales 


	The Event Manager has produced a Production Schedule to coordinate and control site works in order to reduce the risk posed by the construction phase of the event.  This schedule has been developed in conjunction with contractors and suppliers in order to ensure that it is a realistic and achievable plan which allows sufficient time and resources for each activity.

A cope of the production schedule is attached.  A summary of the construction timescales is detailed below:-

Contractors are responsible for reviewing this production schedule and must contact the Event Manager to raise any concerns by 24 May. 

Monday 10 June: 

Site inspection & site handover (Event Manager & Aberdeen City Council)
Staff welfare cabin and toilets delivered to site (company ltd.)

Site mark-up and measurement (Fake events Ltd.)

Storage compound build

24 Hour Steward cover in place

Tuesday 11 June 

Site induction and accreditation operational

Games arena mark-up and install 

Car park mark-up (Fake Events Ltd.)

Contractor waste bins delivered to site

Marquee 1 – 5 installs (Marquee Supplier)

Wednesday 12 June 

Event Cabins installed with power (Cabin supplier) 

Marquee 6 – 10 installs (Marquee Supplier)

Ground guard and Trackway installation (track supplier)

Barrier delivery & stored

Thursday 13 June 

Clearspan Marquee install 

Tables & Chair Delivery

Barrier configuration 

Friday 14 June 

Gazebo installs 

Event Signage & site dressing 

Public waste bins  delivered

Stage install and production installation 

Stewarding cover increased

Saturday 15 June

Funfair installation and sign off 

Sound checks 

Good neighbour drop in

Caterers on-site and positioned 

Site dressing and final touches 

Legal signage and fire fighting distribution 

Site inspection and risk assessment

Traffic management infrastructure in place

Multi-agency site inspection 

Sunday 16 June 

Traffic Management plan installed 

Traders and supplier’s arrival and site build 

Site inspection

Vehicle curfew 

Final event sign-off

Event Phase 

All construction work and sound testing work to be completed by 09:30 17 June.



	(iv) Communication 
	Communication is key to coordinate and manage the event effectively and safely and each Contractors is responsible for maintaining a positive culture in which they communicate and collaborate with other working personnel on-site. 

A communication plan has been developed for the event. This plan includes the use of handheld radios for essential contributors and mobile phone and face to face for non-essential contractors and suppliers. The communication diagram can be found here.

If you have been allocated a radio, this will be supplied during your accreditation along with information on appropriate use and instructions on operation. 

The Event Management Team will have a presence on-site at all times.  Contractors and suppliers will be introduced to the nominated Event Management contact during their site induction or when they report to the Site Office daily.

The Event Management team can be contacted on 07721 13*** 



	(v) Security of Site
	The event site is taking place within an enclosed location which will reduce the likelihood of unauthorised access – although trespassing is possible, and contractors should remain vigilant at all times. 

24 Hour security will be in place from Tuesday 11 June until the site is clear and returned to Aberdeen City Council.

Contractors are responsible and required to support the security team and should ensure that they do not leave the event vulnerable by leaving gates and access points unsecured behind them.

Each and every person involved in the event has a responsibility to remain vigilant to suspicious behaviour and should ensure that they read the Event’s Counter Terrorism briefing here.   Most importantly, if you see something which doesn’t feel right report it – See it, say it, sorted! 



	(vi) Welfare Provision 
	Temporary toilets will be installed prior to contractors arriving on-site. These have been deemed sufficient for the number of people required to use them.

Toilets will be cleansed every second day until the derig is complete. If additional cleansing is required, please notify the Event Management Representative. 



	(vii) Waste Management 
	Contractors are required to leave the site in the condition it was found and are required to ensure it is kept tidy at all times.  

Packaging, surplus materials and other waste should be removed to the appropriate waste bins which have been provided by the Event Manager.

These bins have been deemed sufficient for the waste which will be produced during the build and derig. Waste bins will be emptied as and when required. Please notify the Event Management Team for any works likely to result in large amounts of waste.



	Health & Safety Arrangements   

	(i) Fire Precautions 
	The Event Management Team will have firefighting equipment, during the build and derig, which will be located at key locations throughout the site. Additional equipment will be available at various locations during the live event as shown on the attached site plan.
Contractors are responsible for completing their own fire risk assessment and supplying their staff with suitable and adequate firefighting equipment, training and instruction as deemed necessary for their work.



	(ii) Traffic Management 
	A traffic management plan (TMP) has been developed for the event. The following rules must be adhered to at all times:- 

· Site traffic should not exceed 5mph

· Vehicles must stick to the one way road system which has been developed to reduce risk and damage to the event site

· Vehicles should only reverse when safe to do so and with a suitably trained banksman in place.

· Contractors to be aware of other contractors working at the event site when carrying out their duties.

· Vehicle curfew on site from 09:30 – 17:30 16 June.

· Normal rules of the road to be observed. It is preferred if amber beacons are used when moving within site, DO NOT USE HAZARD LIGHTS. 

· Loading / unloading should be done in a sterile area or with a trained banksman. 



	(iii) Means of Escape
	Construction work carried out in an enclosed event site which deemed to be sufficient in size to allow for evacuation from any area as required within the event site.

Full evacuation, where required, will be out of the park gates to the adjacent parkland.



	(iv) High Risk Areas
	Contractors are responsible for risk assessing their own works and activities and for briefing, training and providing appropriate PPE for their staff accordingly.  To assist those responsible for carrying out these assessments, the below are the high risks specific to this site/event: -

· Multiple contractors will operate on-site simultaneously and as a result there will be multiple vehicle movements.

· There are overhead cables at one section of the event site – No works are planned for this location but contractors should briefed: See attached plan.
· There are underground electricity cables running through the site: See attached plan. Contractors are required to use of Underground Cable Detection devices before any underground works are carried out in all locations.

· Unauthorised access: Although the site is secure, members of the public often breach the outer fence to use the site – contractors should be vigilant at all times and ensure gates are closed behind them

· Access roads, are public roads often used by park users as well as dog walkers and horse riders.



	(v) Parking / Storage 
	On-site contractor parking has been agreed in advance and vehicle parking and access passes will be distributed prior to the event. Staff parking will be in the parkland adjacent to the event site. See plan & Access Instructions 
Additional staff parking and on-site vehicle access requests should be sent to parking@fakeevents.***
Under no circumstances should vehicles be parked on the on-way route or block park access or emergency exit gates.

Under no circumstances should vehicles be left running or with keys in the ignition. 



	(vi) First Aid 
	First Aid kit is located at event control as shown on the attached plan. 

During the build and derig phases of the event there will be trained and competent first aide provision but employers (Contractors) are legally required to assess their own activities and ensure that their staff have first aid available to them.  



	(vii)  Accidents / Near   Misses 
	All accidents and near misses to be reported to the Event Management Representative immediately.  

The Event Management team can be contacted on 07721 13*** 



	(viii) Works 
	All works must be carried out safely and in line with the risk assessments, method statements and information provided to the event manager in advance.



	(ix) PPE 
	Appropriate PPE must be worn when required. Task specific PPE to be worn as identified by the Risk Assessment. 



	(x) Smoking 
	No person shall smoke in any building, pavilion, erection, enclosure or place in any event area in contravention of the Smoking, Health and Social Care (Scotland) Act 2005 (Prohibition of Smoking in Certain Premises) Regulations 2005 or a notice prohibiting smoking.




APPENDIX 10: CONTRACTOR, STEWARDING BRIEFING & STAFF BRIEFING 
No example provided.
APPENDIX 11: INSURANCE 
No example provided – A copy of the event’s insurance certificate should be included.
APPENDIX 12: GOOD NEIGHBOUR LETTER 
[image: image41.png]{Date: May 2019}

Strategic Place

House name/number ity Growth
street ‘Aberdeen City Council
Area First Floor
Postcode 0ld Town House
Broad street
Aberdeen
AB101AQ

Dear resident
ABERDEEN HIGHLAND GAMES - SUNDAY 16 JUNE 2019
1 write to notify you of the date of this year's Aberdeen Highland Games, to inform you of the

anticipated impact of the event and to confirm arrangements which have been developed to reduce
impact on local residents

Aberdeen's Highland Games is a longstanding event held annually in the Games Field of Hazlehead
Park, Aberdeen. This year's event will be held on Sunday 16 June and will be open to the public
between 10am and 5.30pm.




[image: image42.png]The event will feature a full programme of traditional competitions including; heavy and light events,
track and field events, dancing, pipe bands and solo piping. Family entertainment, a fun fair,
demonstrations, trade and charity stalls, catering and a beer tent will complement the offering.

The expected crowd attendance is between 8,000 and 12,000, depending on the weather conditions
on the lead up and on the day of the event.

‘The build-up for the event will commence from Monday 10 June with the derig commencing from
5.30pm on Sunday 16 June until Wednesday 19 June. Works will be restricted to sociable hours and
there is no anticipated impact or noise omissions from these planned works.

Temporary traffic restrictions will be enforced on all roads within the park and neighbouring streets
on the day of the event only, to enable a free flow of traffic and to reduce impact on residents from
event traffic. Full details of the Traffic Restrictions are etailed herein:

I you require any further information or clarification on any aspects of the event, please do not
hesitate to contact the team on (01224) ****** or by email * @aberdeencity.gov.uk

Yours faithfully

Joe Bloggs




[image: image43.png]Road closure: 0800hrs to 1800hrs on the 16 June 2019

= Hazlehead Avenue from its junction with the Recycling Centre to the Bus turning circle.
Waiting Restrictions 1700hrs on 15 June to 1800hrs 16 June 2019

= HAZLEHEAD AVENUE-both side, from its junction with Queens Road to its junction with
Hazlehead Policies Road.

= GROATS ROAD- both sides, from its junction with Queens Road to its junction with
Hazlehead Avenue.

= HAZLEHEAD POLICIES ROAD-both sides, from its junction with Hazlehead Avenue to its
junction with Hazledean Road.

= UN-NAMED ROAD of 50m from Somebody Cares to HAZLEDEAN ROAD  both sides, full
length

« HAZLEDEAN ROAD - both sides, from its junction with Queens Road to a point 200m or
thereby west of its junction with Countesswells Road.

= BUS TURNING CIRCLE ROAD ADJACENT TO HAZLEHEAD PARK ENTRANCE- both sides, from
its junction with Queens Road to its most westerly point.

= UN-NAMED ROAD, COUNTESSWELLS ROAD TO HAZLEDEAN ROAD- both sides, from its
junction of Hazledean Road to a point 225m west.

= UN-NAMED ROAD, GROATS ROAD AND HAZLEHEAD AVENUE TO HAZLEDEAN ROAD- both
sides, from its junction with Groats Road and Hazlehead Avenue to its junction with
Hazledean Road.

= QUEENS ROAD- both sides, from its junction with Hazledean Road to its junction with
Kingsgate.




[image: image44.png]Car Parking;
= Event car parking will be on the football pitches and will be accessed from Hazlehead Avenue

and exit to Hazledean Road.
= Event coaches will be parked next to the bus turning circle.
= All ther car parks within the park will be available to all park users.
= The coach parking area behind the maze is being advised to the golfers attending the
course and the 18 hole courses.







APPENDIX 13: SITE INSPECTION CHECKLIST
[image: image45.png]VENUE: Highland Games, Hazlehead Park CAPACITY: 12,000

DATE/TIME VENUE LEAD:,

The Event Lead must carry out a site inspection prior to the event opening to the public. The Pre-Event Checklist
should be completed at the venue. During the event you should remain vigilant for any issues, especially those
which could have an impact on the public’s safe enjoyment of the event or risk the successful delivery of the event.
Incidents and actions should be recorded in the team'’s standard Operational Log format with photographs to be
added.

Pre-Event Checklist
- Yes | No | N/A

e Has the site been walked and is free from surface water, trip hazards and other risks?

e Has gritting taken place and is the spread sufficient?

e Are entrances, exits and emergency exits free from obstruction?

e Are appropriate levels of staff in place?

e Are stewards in position and briefed?

e Are adequate communication networks in place and tested?

e Can emergency vehicles gain access?

e |sthere appropriate first aid provision and means of contact arranged and tested?

e Has appropriate fire extinguishers been provided for the site and their locations known?





[image: image46.png]Is lighting in place where required?

Has appropriate and adequate signage been displayed?

Has the vehicle curfew been implemented?

Are all structures and installations complete?

Have all structures and installations been inspected and approved by competent person
Have all potentially hazardous activities been segregated or made safe?

Are toilets in place and serviced?

Is Event Control in place and staffed as planned?

Have waste bins been provided / emptied?

What is the weather forecast for the
event?

Does this forecast cause concerns?

Additional Defects Remedial Action
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'WEATHER CONDITIONS

OPERATIONAL LOG

Times Total for Cumulative Time | Description / Consequences / Actions
Time Period Total
Opening — 1800 09:00
1800 - 1900 12:00
1900 — Closing
14:00
16:00
17:00
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Description / Action / Comment

Image / Conclusion

VENUE LEAD:

SIGNED:





APPENDIX 14: ANTI-TERRORISM SAFETY BRIEFING 
[image: image49.png]Be Aware of Your Surroundings

Whilst there is no specific threat to the event, it Is incumbent upon all event personnel involved with events
where large numbers of people gather, to be vigilant at all times, especially at those places where the crowds
are most dense. When stewards and staff arrive at their post, they must have a good look around for
anything suspicious.

Operational Alert, HOT, ‘The Five Ws' and ‘Run Hide Tell' have been accepted as best practice.
Operation Alert

Al staff and crew should keep an eye out during build and event day on the areas they work in, so that in the
event of a search being requested they are able to respond. On arrival you should carry out a sweep around
your station, also checking infrastructure such as cabins and marquees, if relevant. Contact Venue Control
with any concerns on event day or the site management during build. Don't endanger yourself by
touching a package you have serious concerns over. Concerns can cover people, packages, objects or
vehicles. Ifyou think it needs reporting, let Venue Control know. Don't use radios or phones within 25m:
move away to safe place and Instruct others to do the same but without spreading alarm. The police
recommend when searching your immediate surroundings to bear in mind the mnemonic HOT:

If a suspicious object is found:




[image: image50.png]CONFIRM - why the object is suspicious
e Consider if it HOT? Hidden, Obviously suspicious or Typical of the environment.
o Checkwith others in the area - they may know something you don't.
e Use CCTV and review the circumstances (where possible)

CLEAR the area
e DONOTTOUCH IT! Take charge and move people away.
o Leave an open route if possible. Do not touch light switches etc.
o Cordon off the area.

COMMUNICATE to staff and visitors
e Call 999 & communicate internally. Inform the Emergency Co-ordinator
e Donot use radios or mobile phones within 15 metres.

CONTROL access to the cordoned area
e Public- Staff - Media - Terrorists - Emergency Services

Hidden - Has it been concealed or hidden from view?
Bombs are unlikely to be left in locations such as this - where any unattended Item will be noticed quickly.

Obviously suspicious - Does it have wires, circuit boards, batteries, tape or putty like substances? Do you think
the ltem poses an immediate threat to life?

Typical - Is the ltem typical of what you would expect to find in this location? Most lost property isfound in
locations where people congregate.

The emergency services will require the information listed below so please attempt to have as much
information as possible available.




[image: image51.png]HOWEVER you should do nothing that putsyou or anyone else in danger to obtain this information, nor
should you inappropriately delay making the Initial report whilst obtaining it.

The5W's

What — have you found, detail description, size, packaging, and wording, colour of any wires or smell
(If prudent make a sketch of it, marking its location and route to it)

Where -is it exactly & where geographically, what is the access to it?

When -what time wasitfirstseen, whattimewas the callreceived?

Why-Isitsuspicious, oroutof place inthis environment?

Who ~found it, has a second person seen it/confirmed it?

Run Hide Tell

Due to recent events people are understandably concerned about a firearms or weapons attack. These attacks
are very rare butin the event of such an attack, it helps to be prepared. So, tay safe and remember the words: Run,
Hide, Tell.

Runto a place of safety. This is a far better option than to surrender or negotiate.
Ifthere's nowhere to go, then....Hide. It's better to hide than to confront. Remember to turn your phone to silent
and turn off vibrate. Barricade yourself in if you can.

Then finally and only when itis safe to do so......Tell the police by calling 999





APPENDIX 15: NOISE MANAGEMENT PLAN
Likelihood of the hazard Occurring (P)
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