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[bookmark: _Toc228962996][bookmark: _Toc226631199]Shortened Event Management Plan (EMP) Template V4

When the EMP has been complete, replace the above and below with:
· Event Name: 
· Event Date: 
· Version: 
· Date Issued:

This Shortened Event Management Plan is intended for low-risk events with up to 500 attendees. It applies to a proportionate, risk-based approach in line with the Purple Guide best practice. 
Events falling outside the criteria set out in Section 2 may require submission of a Full Event Management Plan and/or referral to the Safety Advisory Group (SAG).

Instructions for Event Organisers
Please complete all sections of this Event Management Plan clearly and accurately.
Advisor notes are in red, when you have completed that section delete the red wording 
Where a section is not applicable, mark it N/A and provide a brief explanation.
Attach any supporting documents where referenced (for example: site plan, risk assessment, insurance certificates or licenses).
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1. [bookmark: _Toc226631200][bookmark: _Toc228962997]Event Overview

	Event Type: (e.g. community event, performance, public meeting)
	

	Event Times (including build / break)
	

	Venue / Site Name
	

	Full Address
	

	What3words
	

	Local Authority Area
	

	Event Organiser (organisation / individual)
	

	Primary Contact Name
	

	Email
	

	Telephone (available on event day)
	

	Expected Attendance (maximum number)
	

	Audience Profile (e.g. general public, families, adults only)
	



2. [bookmark: _Toc228962998]Scope and Suitability of This Plan

This Event Management Plan is intended for low‑risk events with up to 500 attendees, applying a proportionate and risk‑based approach in line with the Purple Guide
This template is suitable only where all criteria below are met.
Where criteria are not met, the Local Authority may request a Full Event Management Plan and/or refer the event to the Safety Advisory Group (SAG)
	Confirm that the event meets the following criteria (click all that apply):
	Yes
	No

	
Attendance up to 500 people Yes or No

	☐	☐
	
Single-day or short-duration event Yes or No

	☐	☐
	
Largely static or seated audience Yes or No

	☐	☐
	
Are there any alcohol sales or licensable activities Yes or No

	☐	☐
	
Are there any  high-risk activities (e.g. inflatables, fireworks, fairground rides, water activities) Yes or No

	☐	☐
	
Held at an existing venue or clearly defined site. Yes or No

	☐	☐
	Event Description
Provide a brief description of the event, including activities, timings, and audience interaction.










3. Management, Command and Control

Identify key roles including Event Organiser, Event Manager, Safeguarding Lead, First Aid Lead and Fire Warden.

The Event Manager (or nominated Deputy) will be present for the duration of the event and has authority to pause, modify or stop the event where safety concerns arise. The Event Manager will act as the primary point of contact with emergency services and the Local Authority.

	Role
	Name
	Contact Number

	Event Organiser
	
	

	Event Manager (on site)
	
	

	Deputy Event Manager
	
	

	Welfare Lead 
	
	

	Lead Safeguarding Officer
	
	

	Health, Safety & Risk Management Lead
	
	

	Security Lead 
	
	

	Chief Marshall
	
	

	Lead Fire Warden
	
	

	First Aid Lead
	
	

	Deliveries, Infrastructure Lead 
	
	

	Production Manager
	
	

	Media Relations
	
	



4. Site and Venue Information

Describe the venue or site, including:
· Maximum capacity
· Access and egress arrangements
· Emergency vehicle access
· Accessibility provisions
· Confirm whether a site plan is attached

	








5. Crowd Management

Describe:
· Expected crowd profile and behaviour
· Movement patterns and pinch points
· Capacity monitoring arrangements
· Measures to actively manage crowd safety

	













6. [bookmark: _Toc228963001]Staffing and Stewarding

Please confirm the number of staff and/or volunteers supporting the event and their roles. 

	Total number of event staff / volunteers:
	

	Number of stewards (if applicable):
	



Explain why staffing levels are appropriate and proportionate considering:
· Nature of activities
· Expected attendance
· Audience profile
· Site size and layout

Confirm that all staff and volunteers will receive a pre‑event briefing covering:
· Roles and responsibilities
· Emergency and evacuation procedures
· Safeguarding awareness
· Incident reporting and escalation

	







[bookmark: _Toc228963002]7. Safeguarding

Confirm whether children and/or vulnerable adults will be present.

Describe safeguarding arrangements, including:
· Lost child / vulnerable person procedures
· Identification of the Safeguarding Lead
· How concerns will be reported and managed

Attach safeguarding policy where applicable.

	











8. [bookmark: _Toc228963003]Risk Assessment

Confirm that an event‑specific risk assessment has been completed and attached.
Provide:
· Overall risk rating
· How risks will be monitored and reviewed during the event

	










[bookmark: _Toc228963004]9. Medical and Welfare

Describe proportionate first aid and welfare arrangements, including:
· Level of first aid provision
· Welfare facilities
· Procedure for contacting emergency services

	










[bookmark: _Toc228963005]10. Fire Safety and Emergency Procedures

Confirm whether:
· The venue fire risk assessment applies, or
· An event‑specific fire risk assessment has been provided

Describe:
· Evacuation arrangements
· Assembly points
· Emergency rendezvous location

	










11. Security and Counter‑Terrorism (Proportionate and Awareness‑Based)

The security risk level for most small‑scale and community events is expected to be LOW.

	
Please indicate the assessed security risk level for the event: 

	

	Low 
	☐
	Medium 
	☐

Events assessed as medium risk may require additional information and/or escalation to a Full Event Management Plan.
Describe how staff and volunteers will be briefed to remain vigilant and report concerns, based on general public safety awareness principles (e.g. Run, Hide, Tell / Stay Safe), appropriate to the scale and profile of the event.
	

















[bookmark: _Toc228963006]12. Traffic, Travel and Parking

Confirm whether:
· Traffic management or road closures are required
· A Traffic Management Plan is attached (if applicable)
· How are you going to deal with traffic management  traffic parking

	

















[bookmark: _Toc228963007]13. Noise Management

Confirm whether amplified sound will be used and describe:
· Noise control measures
· Complaint response arrangements

	














[bookmark: _Toc228963008]14. Environmental and Weather Considerations

Describe:
· Waste management arrangements
· Measures to manage adverse weather (heat, cold, wind, rain)

	










[bookmark: _Toc228963009]15. Insurance and Licensing

Confirm that appropriate insurance and licensing arrangements are in place.

	
Public Liability Insurance Amount

	£

	Insurer
	

	Venue / Premises License Covers Event
	Yes/ No

	Documents attached
	Yes
	No

	Insurance
	☐	☐
	License
	☐	☐
	Other
	☐	☐
	Free Text Box:












[bookmark: _Toc228963010]16. Post-Event Review

Describe how:
· Incidents
· Near misses
· Lost property
· Feedback

will be recorded, reviewed and used for learning following the event.

	











[bookmark: _Toc228963011]17. Statement of Proportionality

This Event Management Plan has been prepared in accordance with the Purple Guide, applying a proportionate and risk‑based approach, taking account of attendance numbers, audience profile, duration, activities and venue characteristics appropriate to a low‑risk event of up to 500 attendees.

[bookmark: _Toc228963012]18. Declaration

I confirm that the information contained within this Event Management Plan is accurate and that the event will be delivered in accordance with this plan.
	Name	
	

	Role	
	

	Signature
	

	Date
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