	Event - Emergency Management Plan
Fill in all detail. Delete non applicable areas. Add extra detail if required.

Ensure all staff are aware of detail and responsibilities. 

Provide relevant Emergency Services a copy of this Plan

	Name of Event:
       
	Date & time of Event: 
     

	Event Location:      

	Name of event’s Emergency Services Contact: (ESC)
       
	Organisation:
      
	Contact MOBILE number:       

	People involved in compiling this Plan:                    
	Date:      

	Potential Emergency Situation(s)
	Response Organisation

Police / Fire / Ambulance: 000

(local number)      
SES

132 500

	· Severe weather

· Fire

· Explosion
	· Violent behaviour

· Crowd panic
· Bomb threat


	· Serious injury

· Lost/found child

· Other      
	

	Action
	Who
	When

	Preparation:

· Establish Communications Point attended full time by event personnel.

· Communications Point to be equipped with:

· phone, 

· loud hailer(s), 

· safety vests, 

· first aid kit 

· details of First Aid Officers available on site

· fire extinguisher

· fire blanket

· (this) Emergency Management Plan  

· Evacuation Plan on display.
	ESC
	On day



	· Notify emergency services organisations ie fire, ambulance, police of event.
	ESC
	Before event

	· Maintain clear access for emergency services.
	ESC
	Ongoing

	· Assembly area defined.
	ESC
	On going

	· Review weather forecasts.
	ESC
	Before event /on day

	· Secure temporary structures


	ESC
	On day

	· Maintain clear access route for evacuation


	ESC
	Ongoing

	· Code Red Days:- Consult with Municipal Emergency Resource Officer and CFA about cancelling the event.
	ESC
	At declaration of Code Red.

	· For severe weather situations, decide trigger point for postponing/shutting down event ie if lightning is imminent and/or winds are predicted to be dangerous, eg “Strong breeze” >39kph winds = Large branches in motion. Whistling heard in overhead wires. Umbrella use becomes difficult. Empty plastic garbage cans tip over. (Ref. Beaufort Wind Force Scale)
	ESC
	Before event

	· Committee staff briefed on potential emergency action required.
	ESC
	Before event

	· Allocate search areas for lost child situation.
	ESC
	Before event
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	Action
	Who

	Response: Never put yourself at risk
· Serious injury 

· Notify first aid staff.

· Keep public clear of area/affected person(s) including route for emergency services.

· Minimise further impact by removing source of emergency if safe to do so.

· Instigate evacuation if necessary to prevent further injury.

· Assist emergency services as instructed.
	ESC

	· Fire

· Notify CFA.

· Keep public clear of area including route for emergency services.

· Attempt to extinguish fire if safe to do so.

· Instigate evacuation if necessary to prevent further injury.

· Assist emergency services as instructed.
	ESC

	· Severe Weather

· Instigate site evacuation at pre-determined trigger point ie lightning imminent or wind in excess of 39kph imminent.
· Ensure public do not enter area until safe to do so.
· Monitor site and secure loose items.
	ESC

	· Explosion

· Notify Police & CFA if fire is present.

· Keep public clear of area including route for emergency services.

· Attempt to extinguish fire if safe to do so

· Instigate evacuation if necessary to prevent further injury.

· Assist emergency services as instructed

· Minimise disturbance to scene

· Note any strange behaviour for police investigation
	ESC

	· Violent behaviour

· Notify VicPol 

· Keep public clear of area including route for emergency services

· Instigate evacuation if necessary to prevent further injury.

· Assist injured people if safe to do so.

· Assist emergency services as instructed

· Note any contributing behaviour for police investigation
	ESC

	· Lost Child

· Notify VicPol
· Notify all committee staff to begin search and observe strange behaviour for police information.
	ESC

	· Found Child

· Keep child at Communications Point and do not leave unattended.

· Identify owner if possible
· Notify committee staff to begin search for owner
· Notify VicPol
	ESC

	· Crowd Panic 

· Notify VicPol

· Broadcast message to keep calm.

· Direct people to assembly area or nearest safe exit. 

· Assist injured people if safe to do so.

· Assist emergency services as instructed
	ESC

	· Bomb Threat (treat all threats as genuine) 

· Do not hang up on caller. Calls may still be traced after the caller has hung up.

· Obtain as much info as possible. Eg. background noise, age, accent etc.

· Notify Emergency Services Contact

· Notify VicPol

· If object found, DO NOT TOUCH IT. Evacuate immediate area.

· Assist emergency services as instructed
	ESC


Emergency Management Plan approved by Event Organiser (sign)    …………………………………………. 

Date:      
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