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*All [BRACKET AND UPPERCASE] areas within the template are to be deleted and replaced with event information*
[FORMATING TIPS, SECTION HEADING ARE SIZE 16 BOLD, SECTION SUBTITLES ARE SIZE 14 BOLD, AND THE BODY TEXT IS SIZE 12. ALL FONT IS ARIAL, WHICH IS ADA COMPLIANT FONT]
[EVENT TITLE]
[EVENT DATE]
[EVENT TIME]
The [EVENT] will be taking place [OUTDOORS/INDOORS] at [LOCATION]
[EXAMPLE: THE CONCERT WILL BE TAKING PLACE INDOORS AT THE MUSIC HALL LOCATED AT 123 FIRST AVENUE BADGER VILLAGE, WI 12345.]

Main Point of Contact Name:
Contact information – Page [#]

Set-up Date:
Set-up Time:
Demobilization Date:
Demobilization Time:

Will tents be used for this event?	☐ YES / ☐ NO
	[INCLUDE TENT LOCATIONS AND SIZE ON MAPS IN APPENDIX A]
[EVENT] Attendance Details

[EVENT] attendance is expected to be [#]
	- The number of people present at the busiest time: [#]
	- Will alcohol be served? ☐ YES / ☐ NO
Admission:
	☐ Open to the Public
	☐ Guest List Only
	☐ Ticketed
	☐ Other: [FILL IN OTHER METHOD]
[EVENT] Social Media & Website Information
[ENTER LINKS OR QR CODES]
EVENT DETAILS
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[*ALWAYS CHECK WITH THE MUNICIPALITY FOR ADDITIONAL APPLICATION REQUIREMENTS]
[*IF THIS IS AN INDOOR EVENT, CONNECT WITH THE PROPERTY OWNERS AHEAD OF TIME TO GO THROUGH THEIR EMERGENCY PROCEDURES]
Event Staff
Staff will be identifiable during the event by [INSERT METHOD – EXAMPLES ARE VESTS, BADGES, COLORED SHIRTS, SPECIFIC LOCATIONS, OR OTHER IDENTIFIABLE METHOD USED]
Preferred Staff Communication method:
	☐ Cellphone
	☐ Radio [SEE APPENDIX B FOR APPLETON RADIO PROGRAM]
	☐ Other: [ENTER OTHER COMMS METHOD]
[bookmark: EventStaffTable]Event Staff Contact Information:
Listed staff is in the order of the hierarchy of command
	Name
	Title
	Phone
	Responsibilities/Location/Notes

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	


STAFF DIRECTORY
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[*IF MORE ROWS ARE NEEDED FOR ANY TABLE IN THIS PLAN, BE SURE TO ADJUST THE HEADERS, FOOTERS, AND SECTION BREAKS AS NECESSARY]
Emergency Call List
Included are contacts for first responders, facilities, property owners, utility companies, vendors, etc.
	Name
	Title
	Phone
	Notes

	

	
	911
	

	Non-Emergency Number for local LE
	
	
	

	United Way

	
	211
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Event Timeline
This event timeline includes start and finish times, road closure and reopening times, setup, clean up, etc.
	Time
	Action
	Staff Member Responsible (if needed)
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Message Prompts for Emergencies
Communicating within an emergency or crisis requires different considerations and approaches than day-to-day processes because of the heightened need for coordination and understanding. Having pre-developed messages will alleviate stress and pressure in the moment. 

Public Communication
How the public will receive emergency communications: [LIST COMMUNICATION METHOD HERE]
Person responsible: [NAME], Contact information – page [#]
Pre-Developed Messages
[BELOW ARE SUGGESTIONS BUT SHOULD BE EDITED AND SHARED WITH EVENT STAFF. PROMPTS CAN INCLUDE GUIDANCE AS WELL.]
Lightning Announcement – Severe Weather
ATTENTION, the event has been suspended due to severe weather. [LOCATION] must be cleared, For Your Safety, Please proceed to the nearest exit. Take immediate shelter in your vehicle or a nearby building or parking garage. Please retain your ticket as we hope to re-open the event once the weather has cleared. Please follow our social media site [SITE INFO] for further announcements.
Severe Thunderstorm/Tornado Warning
ATTENTION, at this time we are under a [SEVERE WEATHER]. The event has been halted until it is safe to resume. For your safety we need to clear the event immediately. You must seek shelter indoors and remain in place until the storm has passed. Please move to the nearest exit. Follow the instruction of Law Enforcement and Event Staff personnel. You will be permitted to re-enter the event when the severe weather has passed and it is safe to return. Please follow our social media site [SITE INFO] for further announcements.
Emergency Situation (bomb threat, suspicious package or active shooter)
ATTENTION! Due to a security threat to the facility, you must evacuate immediately. Please move to the nearest exit. Follow the instructions of Law Enforcement and Event Staff personnel while you calmly exit. You will be permitted to re-enter the venue once it is safe to return. Please follow our social media site [SITE INFO] for further announcements.
Severe Weather - All Clear Announcement
ATTENTION, the severe weather has cleared the area. The venue will re-open at [TIME]. Thank you for your cooperation.
Reporting an Emergency Guidance
When contacting Police or dialing 911:
· Tell the dispatcher exactly where you are, including venue name and/or room number
· Give your full name and number
· Describe the nature of the emergency clearly & accurately
· DO NOT hang up unless your safety is threatened or you are told to do so
· If possible have someone watch for arrival of emergency personnel and direct them
· After emergency personnel arrive, stay out of the way and follow all directives given
[CONTINUE ADDING PRE-DEVELOPED MESSAGES AND GUIDANCE FOR THE EVENT]




















	
MESSAGING
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MESSAGING
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Security
Primary Event Security Contact:
[CONTACT NAME]
Contact information – page [#]
Security Details
Will private security be hired: ☐ YES / ☐ NO
	Private security main contact:
· [NAME]
· [NUMBER]
[DELETE PRIVATE SECURITY INFO ABOVE IF NOT HIRING]
Total Number of Security Staff: [#]
How will security staff be identifiable: [ENTER IDENITYING DETAILS]
Location of security staff during event: [ENTER LOCATION DETAILS]
PRIVATE PROPERTY SECURITY
Is the event being held on private property: ☐ YES / ☐ NO
List of staff with the authority to evict or ask people to leave [IF THIS LIST DOES NOT DIFFER FROM EVENT STAFF, NOTE THE AUTHORITY IN THAT LIST. IT MIGHT NOT DIFFER, BUT WHEN POLICE RESPOND FOR TRESPASSING COMPLAINTS, THEY NEED THE REQUEST TO COME FROM SOMEONE IN CHARGE OF THE PROPERTY, NOT NECESSARILY SOMEONE IN CHARGE OF THE EVENT.]:
	Name
	Phone Number
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Road Closures & Barricading [DELETE THIS SECTION IF NOT CLOSING ROADS OR USING BARRICADES]
Road Closure & Barricading Map [ENTER A LINK HERE TO THE APPENDIX SECTION MAP]
Will the event be in the roadway: ☐ YES / ☐ NO
	Road Closure Start Time: [ENTER TIME]
	Road Closure End Time: [ENTER TIME]
Will the event use barricades [SUCH AS HARD BARRICADES, BUSES, OR PERSONAL VEHICLES]: ☐ YES / ☐ NO
	Barricade Company [DELETE IF NOT USING A COMPANY]: [ENTER COMPANY NAME]
Barricade Checklist [IF HIRING A BARRICADE COMPANY, USE THIS CHECKLIST TO HELP WITH PLANNING. ALL BARRICADES MUST BE QUICKLY MOVABLE FOR EMERGENCY VEHICLES TO EASILY ENTER.]
	Action
	Staff Member
	Complete
Y/N

	Secure barricade contract

	
	

	Verify accurate & timely barricade delivery

	
	

	Verify barricade removal from roadway (after event conclusion or an emergency incident)

	
	

	Verify parking restrictions are posted

	
	

	Business/Residence Notifications prior to event
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[HARD BARRICADES ARE OFTEN COST PROHIBITIVE. APPENDIX D INCLUDES GUIDANCE FROM THE APPLETON POLICE DEPARTMENT ON USING VENDOR, STAFF, AND VOLUNTEER VEHICLES AS POTENTIAL BARRICADES, BASED ON PRACTICAL EXPERIENCE. THIS INFORMATION IS ADVISORY ONLY; EVENT ORGANIZERS SHOULD CONTINUE EXPLORING APPROPRIATE BARRICADING OPTIONS TO MEET THEIR SPECIFIC NEEDS.]
Safety Considerations
Are there Crowd Control Managers for the event: ☐ YES / ☐ NO
	Total number of Crowd Control Managers: [#]
	List Crowd Control Managers:
· [ENTER NAME AND PHONE IF NOT ALREADY LISTED IN EVENT STAFF TABLE]
· [NAME]
· [NAME]
[CHECK WITH THE MUNICIPALITY FOR SPECIFIC CROWD MANAGER TRAINING REQUIREMENTS. IN GENERAL, CROWD MANAGER TRAINING IS REQUIRED BY ALL NATIONAL FIRE CODE STANDARDS FOR PUBLIC ASSEMBLY VENUES WITH SIGNIFICANT OCCUPANT LOADS. A RATIO OF 1 MANAGER PER 250 OCCUPANTS IS STANDARD. TRAINING CAN BE OBTAINED AT CROWDMANAGERS.COM]  
Who is responsible for reporting an emergency (fire, fire alarms, etc.): [NAME]
What are staff/volunteers expected to do in the event of a fire:
	☐ Evacuate immediately without attempting to use a fire extinguisher
	☐ Attempt to use a fire extinguisher [THIS IS ONLY RECOMMENDED IF STAFF ARE TRAINED AND IT IS SAFE TO DO SO]
	☐ Other [PLEASE SPECIFY]:
Have staff been trained on Fire Extinguishers: ☐ YES / ☐ NO
Have staff been trained on Automated External Defibrillators (AEDs): ☐ YES / ☐ NO
Will a fire watch be provided for the event: ☐ YES / ☐ NO
Locations for Fire Extinguishers and AEDs: [INDICATE THESE LOCATIONS ON A MAP IN APPENDIX A]
	Location
	Fire Extinguisher Type

	
	

	
	

	
	

	
	

	
	



Will there be chemicals/hazardous materials: ☐ YES / ☐ NO
Will there be pyrotechnics or explosives: ☐ YES / ☐ NO
If yes to the above two questions, fill out this table:
	Type
	Location
	Vendor Info
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[ADDITIONAL SAFETY PLANS FOR HAZARDOUS MATERIALS, PYROTECHNICS OR EXPLOSIVES SHOULD BE INCLUDED HERE, OR CREATE A NEW APPENDIX SECTION WITH A LINK TO DIRECT TO THAT APPENDIX HERE.]
[*A FIRE WATCH REFERS TO A PERSON OR SYSTEM CONTINUOUSLY MONITORING FOR FIRE HAZARDS]

Protestors/Demonstrators Response
	Demonstrators may take advantage of the crowds at special events to voice their cause. It is
important for all event staff to have a clear understanding of protestor rights and protocols.
*locations below could also be identified in a map in the appendix area

Is this event on public or private property: ☐ Public / ☐ Private

List event areas open to the public:
· [LOCATION AREA]
· [LOCATION AREA]
· [LOCATION AREA]

List event areas restricted to staff only:
· [LOCATION AREA]
· [LOCATION AREA]
· [LOCATION AREA]

EMERGENCY RESPONSE STRATEGIES
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Cancellation Criteria

Predetermined Criteria for Cancelling the Event:

Staff member with the authority to cancel: [NAME], Contact information – page [#]

[IN THIS OPEN SECTION LIST CANCELLATIONS CRITERIA & THE PROCEDURE FOR CANCELLATION. CANCELLATION EXAMPLES:
· SEVERE WEATHER CONDITIONS – SPECIFIC TEMPERATURE RANGES, BLIZZARDS, HIGH WINDS, ETC.
· SAFETY OR SECURITY CONCERNS – THREATS OR VIOLENCE
· LOW ATTENDANCE OR REGISTRATION
· VENUE OR INFRASTRUCTURE ISSUES – POWER OUTAGE, WATER MAIN BREAKS, OR STRUTURAL DAMAGE FROM A PREVIOUS DISASTER
CANCELLATION PROCEDURE EXAMPLE:
1. MONITOR WEATHER CONDITIONS
a. CONTINUOUSLY TRACK FORECASTS FROM THE NATIONAL WEATHER SERVICE HOURS BEFORE THE EVENT
2. DECISION-MAKING TIMELINE
a. MAKE A GO/NO-GO DECISION AT LEAST 24 HOURS BEFORE THE EVENT
b. CONVENE A QUICK MEETING WITH KEY STAKEHOLDERS
3. NOTIFY STAKEHOLDERS
a. INFORM ALL STAFF, VENDORS, AND VOLUNTEERS VIA EMAIL, TEXT….
b. POST CANCELLATION NOTICE ON THE EVENT WEBSITE
c. UPDATE MAINLINE VOICEMAIL
4. RESCHEUDLING OR REFUND PLAN
5. DOCUMENT THE CANCELLATION]

EMERGENCY RESPONSE STRATEGIES
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Evacuation Plan and Routes

Evacuation plans are for a variety of incidents such as fires, active violent threats, weather, unexpected road closures, etc. 

Having a written plan with a map will help all staff involved in the event. 

Identify Assembly/Meeting Areas for Staff:
· [LIST ASSEMBLY AREA. MAKE SURE THE AREA IS ACCESSIBLE FOR EVERYONE]
· [LIST ASSEMBLY AREA]
· [LIST ASSEMBLY AREA]
Describe the evacuation plan:

[BE SURE TO ADDRESS ANY SPECIFIC PLANS FOR PERSONS WITH DISABILITIES. EXAMPLE - SHOULD THE EVENT NEED SUDDEN EVACUATION, ANNOUNCEMENTS WILL BE MADE VIA ALL AVAILABLE PA SYSTEMS OR THROUGH THE EVENT STAFF. ADDITIONALLY, STAFF AND SECURITY WILL BEGIN THE PROCESS TO ESCORT PATRONS TO THE NEAREST EVACUATION POINT.]

Map with Evacuation Routes and Assembly/Meeting Areas: 
[ENTER MAP HERE OR INCLUDE IN THE APPENDIX SECTION WITH A LINK HERE TO THE MAP]

EMERGENCY RESPONSE STRATEGIES
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Sheltering Plan and Shelter Locations

Sheltering plans are for a variety of incidents such as weather hazards or hazardous materials release. 

Having written instructions and preidentified locations will help all staff involved in the event. 

List below instructions for event staff:

· [EXAMPLE - IN THE CASE OF LIGHTNING OBSERVED OR TORNADO WARNING, PATRONS SHOULD BE DIRECTED TO TAKE SHELTER IN NEARBY SHELTER LOCATIONS IDENTIFIED BELOW] 
· [EXAMPLE – SEEK SHETER INDOORS IN AN INTERIOR ROOM AWAY FROM WINDOWS, AND ON THE LOWEST FLOOR POSSIBLE]
· [EXAMPLE – AFTER 30 MINUTES OF NO LIGHTNING PRESENT WITHIN 5 MILES OF THE AREA, THE ALL CLEAR WILL BE GIVEN BY _______]
· [MORE INSTRUCTIONS HERE – CONSIDER ANY SPECIFIC PLANS FOR PERSONS WITH DISABILITIES]

List Shelter Locations: 

· [LIST ALL SHELTER LOCATIONS HERE]
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Map of Shelter Location: [ENTER MAP HERE OR INCLUDE IN THE APPENDIX SECTION WITH A LINK HERE TO THE MAP]

Medical Emergency Plan

Responsible person for activating EMS/911: [NAME], Contact information – page [#]

Medical Plan Details

Does this event include strenuous activity: ☐ YES / ☐ NO
Will EMS services be hired: ☐ YES / ☐ NO
	Company Name and Primary Contact: 
		[COMPANY NAME]
		[PRIMARY CONTACT]
List resources (ambulances, EMT, etc.):
· [RESOURCE AND QUANTITY]
· [RESOURCE AND QUANTITY]
· [RESOURCE AND QUANTITY]

Where will the Mass Casualty Collection Point(s) (CCP) be: [CASUALTY COLLECTION POINTS ARE DESIGNATED LOCATIONS WHERE INJURED ARE GATHERED, TRIAGED, AND STABILIZED BEFORE BEING EVACUATED FOR FURTHER MEDICAL TREATMENTS. CCPS ARE OFTEN ESTABLISHED ALONG EVACUATION ROUTES, NEED TO BE ACCESSIBLE, HAVE ENOUGH ROOM FOR MEDICAL PERSONNEL TO WORK, AND SIGNAGE DESIGNATING THE LOCATION CAN BE VERY HELPFUL. HAVING THESE POINTS PRE-IDENTIFIED ASSISTS FIRST RESPONDERS. ADD THESE POINTS TO THE EVACUATION/SHELTER MAPS IN APPENDIX A.]
· [ENTER LOCATION(S) HERE]

List UTV/ATV/golf carts that are capable for transporting patients and/or disabled patrons and the amount of each:
	☐ UTV – [ # ]
	☐ ATV – [ # ]
	☐ Golf Carts – [ # ]
	☐ Other:

	List First Aid Stations:

	


	


	


	


	


	List staff with EMS Training:
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[*UTILITY CARTS WITHOUT SEATBELTS COULD BE A RISK FACTOR IF TRANSPORTING INDIVIDUALS THAT STRUGGLE WITH BALANCE OR OTHER DISABILITIES. THESE COULD BE A LIABILITY RISK]


Weather Plan

Person responsible for weather monitoring: [NAME], Contact information – page [#]
	

National Weather Service Support: National Weather Service 


INCIDENT SPECIFIC PLANS
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Fire Considerations

Describe how staff will respond to a fire:
[INDOORS VS OUTDOOR PLANS. ADDRESS ANY PLANS FOR PERSONS WITH DISABILITIES THAT HASN’T ALREADY MENTIONED. DELETE THIS SECTION IF UNNCESSARY]
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Power Outage Considerations

List considerations for power outage during event:

[LIST HERE ANY PLANS IN PLACE FOR POWER OUTAGES. CONSIDER ANY PLANS SPECIFIC FOR ELEVATOR EMERGENCY PROCEDURES OR CONTACTS, EQUIPMENT THAT SHOULD BE ON BACKUP POWER OUTLETS, OR ANY OTHER EQUIPMENT THAT COULD BE AFFECTED BY A POWER OUTAGE.]

INCIDENT SPECIFIC PLANS
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Missing & Vulnerable Persons Plan

Primary event contact for missing persons: [NAME], Contact information – page [#]

Persons responsible for calling 911: [NAME]

Rally Point – [WHERE FOUND PEOPLE OR GUARDIANS WILL GO IF NOT PROMPTLY REUNITED]

Public broadcast communication method for missing person plan: [ADD THE PLAN HERE, WILL LOUD SPEAKERS/PA SYSTEM/SOCIAL MEDIA BE USED?]




Describe identity verification procedures: [ENTER PROCEDURE HERE]



Describe documentation procedure: [ENTER PROCEDURE HERE]



Search Locations & Staff Member Responsible

	Search Location
	Staff Member
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Lost & Found Property Plan

Primary event contact for lost & found property: [NAME], Contact Information – page [#]
	

Location of lost & found repository: 
	[ENTER LOCATION HERE]


Describe identity verification procedures: [ENTER PROCEDURE HERE]






Describe documentation procedure: [ENTER PROCEDURE HERE]

INCIDENT SPECIFIC PLANS
22



















Appendix Section
APPENDIX SECTION
23



Planning Maps
[ENTER ANY MAPS FOR THE EVENT HERE. BE SURE TO INCLUDE SHELTERS, EXITS, SIGNAGE LOCATIONS, FIRST AID STATIONS, SECURITY, ETC.]
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Additional Resources

Resources to help guide event preparedness: 

· Appleton Radio Program
· This program was developed to enhance safety and provide better communication experience at local community events. The City of Appleton has acquired ten (10) two-way radios available for loan to Appleton area and Fox Cities Non-Profit Organizations. This program is to bolster emergency response capabilities and improve coordination among volunteers, participants, and the wider community. Ultimately, fostering a safer environment for all. 
· These two-way radios are managed by the City of Appleton’s Special Assistant to the Mayor for Community, Culture, and Belonging
· To apply for the radio use this link: Two-Way Radio Borrowing Request Form for Public Community Events
· Ready.gov
· Crowd Control Training, https://crowdmanagers.com/ 
· I Love You Guys Foundation
· FEMA – Evacuation and Shelter-in-Place Planning Guidance
· Active Shooter Safety Resources - https://www.fbi.gov/how-we-can-help-you/active-shooter-safety-resources
· https://211.org/
· https://511wi.gov/#:Alerts
· 
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[*CONTINUE TO ADD TO THIS LIST AS YOUR ORGANIZATION DISCOVERS MORE RESOURCES]
Distribution List
Where copies of the emergency plan are sent or used [BELOW ARE SUGGESTIONS, UPDATE WITH ORGANIZATION’S DISTRIBUTION LIST]

· Law Enforcement
· Fire Department
· Emergency Medical Services
· [COUNTY/LOCAL] Emergency Management Department
· Clerk’s Office or Municipality Administrator
· [COUNTY/LOCAL] Public Health Department
· 
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Vehicle Barricading Guidance
[THIS APPENDIX CAN BE DELETED FROM THE FINAL PLAN AS LONG AS BARRICADING IS IDENTIFIED IN THE MAPPING APPENDIX]

[image: Timeline

AI-generated content may be incorrect.]




[image: Text, timeline

AI-generated content may be incorrect.]
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[image: Diagram

AI-generated content may be incorrect.]
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