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Section 1 - General Event Details 
	Event

Event

Event
	AIM: 
Operational Requirements: 
Members involved:
First Aiders:



	Expected Number Of Participants:
	

	Expected Number Of Spectators:
	


Section 2 - Organisers
* - Contactable by radio on day (Channel 5)
	
	Contact Name
	Contact No.
	Email

	Event Manager
	
	
	

	Assistant Event Manager
	
	
	


Section 3 - People with Disabilities

	Action
	Details

	Is the venue, and the course, suitable for people with disabilities and wheelchair users?   Details of restrictions and facilities available.
	


Section 4 - Health and Safety Communication Flow

Health and Safety

The University values high standards of health and safety and will continue this commitment when hosting events like Derby day. The event will be managed in line with University of Essex’s health and safety polices and standards. (http://www2.essex.ac.uk/safety/NewSafety/Policy.shtm) 

Olivia Matthews (Event Manager) has overall responsibility for ensuring the event activities comply with the University’s and SU safety requirements and has effective systems in place for the management of health and safety of the event. They will ensure that there are arrangements in place for managing significant risks arising from the matches and review match health and safety risk assessments.

All employees and volunteers involved in the organisation and delivery of the Netball fundraising event will look after their own and others health and safety in accordance to University of Essex and SU Policies. 
Section 5 - Car Parking

	
	Details

	Car Parking available?

Capacity & Location
	

	Disabled Parking available?

Capacity & Location
	

	Drop off Points?

Location
	

	Is this area usually a car park?  If not, what is its normal use?  

Has permission been sought to use this site?
	

	Will the car park be signposted from the major roads?
	

	Will the route from the car park to the Essex Sports Arena be signposted?
	

	Will there be stewards on duty to supervise the parking of cars? 

Numbers and times required.
	

	Is there a charge for car parking?  Who collects this?
	

	Is there an overflow car park?

Capacity & Location
	


Section 6 - Communications 
	What is included?
	

	Power requirements?
	

	How will be the technical support for the PA System on the day 
	

	PA checked by Installation team and IT 
	

	In the event PA failure what communication method will be used 
	


Portable Radios
	Will portable radios be used?
	

	How many will be on site?
	

	Will there be a designated frequency?
	

	Are there any other pa systems or appliances on site or near by which could be affected by their use?
	

	Who will be briefing personnel on the correct use of portable radios?
	


Section 7 - Pre Event Briefing 
	Staff Present

	


Section 8 - Welfare

	Toilets
	6 toilets, 12 cubicles est in male and female. 3 disabled toilets.

	Number of units suitable for disabled users
	3 bathrooms, 1 on each floor

	Catering Available from SU stalls
	 


Section 9 - EMERGENCY & FIRST AID COMMUNICATION
Listen to ensure there is NOT another message being sent. If there is then wait. You will not be heard if another message is being sent.
When the channel is clear, there are five stages to a message.

1. Always hold down the button for 2 seconds before speaking.

2. IDENTIFICATION.

a. Who you are – your name and marshal point number
b. Who you want to speak to – i.e. Dominic King, event manager
3. CONFIRMATION OF RECIPIENT

a. Go ahead = recipient ready to hear message
b.  Wait one = recipient is busy and will response with go ahead when ready
4. MESSAGE

a. SHORT and CONCISE

5. SIGN OFF

a. Any message sent needs a sign off =  over (response needed) or out (no response needed)
Information required:

	EMERGENCY 


	ACCIDENT 

	Details of location (where), nature of incident (what), time (when),  running number (who)
	Details of location (where), nature of incident (what), time (when),  running number (who)

	Dispatch ambulance straight away*
	Complete an incident form (welfare point)


Any injuries occurred during event will be reported through two way radios by Event Security and First Aid Teams.  Initial treatment/assessment will be made via the mobile treatment unit/teams and if further external medical support is needed, this will be communicated via University Security through Head of Event Security/First Aid Team.
If the emergency or accident is significant, that is:

The University needs to act fast 
AND

There is a need for extensive cross-departmental co-ordination

AND  EITHER

There are potentially major negative PR consequences

OR

There is a major disruption to the operation of the University

The University Of Essex’s Crisis Emergency Plan is activated by the Patrol Staff. 
Section 10 – EVACUATION OF BUILDINGS (SPORT ARENA)
	Who will be responsible for authorising and carrying out the evacuation?
	Essex Sport Duty Manager

	Location of place of safety
	Fire assembly point is between the Sports Arena and the Sports Centre 

	Location of emergency rendezvous point
	Car Park A and new tarmac road between the sports centre and sports arena 

	Have all staff been brief on evacuation procedure
	By 9am on day in arena reception area 

	How will the arena be evacuated in the event of an emergency?
	Announcement over the PA


PA ANNOUNCEMENTS 

Evacuating the Arena 
This is a formal public announcement. We need to evacuate the arena (i.e.) due to a fire alarm sounding. Please leave the building calmly by the nearest fire exit and assemble at the front of the arena between the sports centre and sports arena 
EVENT MANAGER / GENERAL MANAGER
· Ensure that the area has been fully evacuated
· Ascertain the problem and call the Fire Brigade if needed
· Instruct person/s in charge to switch off any power/gas that needs be if able/safe to do so
· Report to the staff meeting point initiate a role call and inform the General Manager as soon as this is done, telling them whether or not everyone is present and accounted for.
· Liaise with emergency services on arrival
You MUST NOT re-enter the area until the Event manager has informed you to do so.
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