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This section covers how to plan for and manage an emergency at your event and is divided into the key areas of preparing an Emergency Management Plan.
You should consider engaging a qualified and experienced individual or company to develop the Emergency Management Plan. 
In the event of a major incident occurring, the venue or site is by law, considered a crime scene and comes under the control of Victoria Police.  Once the emergency services arrive on site they assume control of the situation and the site. 
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PART b: how to develop an emergency response plan
With any large crowd gathering in a public space, it is imperative that you plan for an emergency, including how to safely evacuate attendees. The plan should be developed in accordance with:
ASNZ4360 (2004) Risk Management
AS3745 (2010) Emergency Control Organisation and Procedures for Buildings, Structures and Workplaces
NOTE: Once the emergency services arrive on site they assume control of the situation.
Major and high-risk events must have a formally documented Emergency Response Plan developed in consultation with emergency services representatives. Once adopted, it should be made available to key on site event personnel, stakeholders and emergency services.
In developing the Emergency Response Plan include:
ON THE SITE PLAN
1	A grid plan of the venue and all services on your site plan
2	Assembly areas
3	Vehicle access for emergency vehicles and evacuation routes for the public
4	Location of on-site emergency services (if they have a presence on site)
5	First aid and ambulance areas (positioned in consultation with Ambulance Victoria)

IN THE DOCUMENTATION
1 Name and contacts of staff that will authorise and manage evacuation procedures 
2 Details of how the event will be interrupted and people notified in the event of an emergency
3	Detailed arrangements for on-site emergencies that do not require outside help such as 	small fires
4	Specific arrangements to hand over control to police and emergency services as required
5	Minor first aid incidents, security to manage containable incidents 
6	Details of hospitals prepared for a major incident (NOTE: many rural hospitals are not 	equipped to manage major incidents)
7	Detail of security arrangements
8	Detail of recovery arrangements 
9	Major incident notification process to WorkSafe
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The plan should have numerous response guides, which are summaries of actions that advise staff how to react to different scenarios.  Some of the response guides will also have a checklist that should be completed as the staff member is making and communicating decisions. The checklist will capture important information for the emergency services. 
· Armed or Dangerous Intruder Response Guide 
· Bomb Threat Response Guide 
· Car Accident in Car park
· Civil Disturbance Response Guide
· Electrical Failure Response Guide
· Event Cancellation or Discontinuance Response Guide
· Explosion Response Guide
· External Emergency Response Guide
· Extreme Weather Response Guide
· Fire Response Guide
· Flood Response Guide
· Gas Leak
· Hazardous Materials Response Guide
· Lost Child Response Guide and Checklist
· Person Entrapment Response Guide
· Structural Damage Response Guide
· Vehicle Accident Response Guide.

NOTE: As part of the Division 2 Occupancy Permit (POPE) planning process, the event’s Emergency Response Plan should be tailored to have responses for the hazards identified at the event. 
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PART d: first aid planning
You need to provide first aid for people attending your event. It is a requirement of the Division 2 Occupancy Permit (POPE) that you provide a certain number of qualified first aid officers operating from a suitable area.
The number of on-site first aid rooms you will need depends on the number of people at your event. Refer to page 4 and 5 of the Division 2 Occupancy Permit (POPE) checklist, which is available from the Municipal Building Surveyor to calculate. Include contractors, vendors, staff, volunteers, participants and spectators when working out the number of people.
Depending on the nature and size of the event you will need access to either a first aid caravan or facility equipped with: 
· Hot and cold running water 
· Two separate rooms (or adequate partitions to separate) for male and female patients with a bed and chair
· A hard stand floor area not less than 24m2
· Chairs and tables
· Signage that can be easily seen at night
· Power 
· Adequate lighting 
· Name of company providing first aid
· Name of supervisor and contact details
· Position of first aid facilities on the site map 
· Times that first aiders will be in attendance
· Skills matrix of the first aiders and their qualifications.  (Your first aid provider can provide you with this information.)
When planning a major event, notify Ambulance Victoria and first aid providers at least SIX MONTHS prior to event date and ONE MONTH for smaller scale events. Advance notice is particularly important during the busy summer events season. Notification of events can be directed to events@ambulance.vic.gov.au. Ambulance Victoria is the only organisation permitted by legislation to transport patients to hospital.
The Department of Health needs to be advised of any upcoming events of a larger scale (your events officer will assist) for the purposes of the Department of Health devising their State Health Emergency Response Plan (SHERP).  For more information log onto www.health.vic.gov.au. 
Posts and first aiders 
First aid posts should be properly staffed and equipped and, most importantly, be clearly identified and easy to find. The number of posts will depend on the size of the event and whether a Division 2 Occupancy Permit (POPE) has been applied for. There should be a standard level of care provided by first aid teams (minimum Senior First Aid–Level 2)
The following table is a guide only provided by St Johns Ambulance Australia. Determining the exact requirement for the event should be done in consultation with first aid providers/emergency services representatives depending on the nature of the event.
	PATRONS
	FIRST AIDERS
	FIRST AID ROOM(S)

	500
	2
	1

	1,000
	4
	1

	2,000
	6
	3

	5,000
	8
	3

	10,000
	12
	3

	20,000
	22+
	4
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The Emergency Management Plan will need to have an evacuation procedure and key to this is having enough gates in positions so that people can exit quickly and safely to an assembly area. The site plan will need to show location of the gates. Each gate must be staffed with a security guard or responsible person who is in radio contact and familiar with the evacuation procedure. If the gates are locked the person at the gate must have a key and cannot leave the position until they are relieved and have handed over the key.
Exit Widths: A certain amount of exit space is required for a certain number of patrons. Refer to the following table, ‘dimensions of exits and path of travel to exits’ chart to determine what exit widths are required. The table below has been extracted from the Building Act 1993. 
DIMENSIONS OF EXITS AND PATH OF TRAVEL TO EXITS 
	Dimension of exits and path of travel to exits
	Number of persons according to exit width 

	1 m 
	0 -100

	1.25 m
	101 -125

	1.5 m
	126 -150

	1.75 m
	151 -175

	2 m
	176 -200

	2.5 m 
	201 -275

	3 m
	276 -350

	3.5 m
	351 -425

	4 m
	426 -500

	4.5 m
	501 -575

	5 m
	576 -650

	5.5 m
	651 -725

	6 m
	726 -800

	6.5 m
	801 -875

	7 m
	876 -950

	7.5 m
	951 -1025

	8 m
	1026 -1100

	8.5 m
	1101 -1175

	9 m
	1176 -1250

	9.5 m
	1251 -1325

	10 m
	1326 -1400 

	10.5 m
	1401 -1475

	11 m
	1476 -1550

	11.5 m
	1551 -1625

	12 m
	1626 -1750

	12.5 m
	1751 -1825

	13 m
	1826 -1900

	13.5 m
	1901 -1975

	14 m
	1976 -2050

	14.5 m
	2051 -2125

	15 m
	2126 -2200

	15.5 m
	2201 -2275

	16 m
	2276 -2350

	16.5 m
	2351 -2425

	17 m
	2426 -2500

	17 m (open spectator stand)
	2000

	17.5 m (open spectator stand)
	2300

	18 m (open spectator stand)
	2600

	18.5 m (open spectator stand)
	2900

	19 m (open spectator stand)
	3200

	19.5 m (open spectator stand)
	3500

	20 m (open spectator stand)
	3800

	20.5 m (open spectator stand)
	4100

	21 m (open spectator stand)
	4400

	21.5 m (open spectator stand)
	4700

	22 m (open spectator stand)
	5000

	22.5 m (open spectator stand)
	5300

	23 m (open spectator stand)
	5600

	23.5 m (open spectator stand)
	5900

	24 m (open spectator stand)
	6200

	24.5 m (open spectator stand)
	6500

	25 m (open spectator stand)
	6800

	25.5 m (open spectator stand)
	7100

	26 m (open spectator stand)
	7400

	26.5 m (open spectator stand)
	7700



For example if the total space occupied is 2,000 square meters (2,000 patrons) exit gates with a total distance of 17m exit width will be required. 
Or another example, if there are 4 exits available to the public, and each exit measures 4m in width. 4x4m = 16m available exit width therefore up to 2,350 patrons are able to enter and evacuate the site safely.
Exit gates should be evenly positioned in areas which link to the emergency assembly areas outside the event site, easily accessible from within the event site and clearly marked with a sign that can be seen from a distance. 
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PART F: FIRE PREVENTION planning
The CFA can provide you with advice and sign off on the Fire Prevention Plan. You will need to ensure that there is sufficient firefighting equipment on site such as fire extinguishers, fire blankets, hose reels and hydrants. You may be required to source a commercial water tanker. The location of firefighting equipment must be included on the site plan or on a separate Fire Prevention Plan.
You will need to ensure that the extinguishers are suitable for the location.  For example a generator must have a chemical extinguisher within proximity. Go to Section 3, Risk Management – Fire Management of this Guide for more information. 
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PART G: EMERGENCY COMMUNICATIONS
In the event of an emergency occurring at the event, it is critical that emergency services personnel and those with the responsibility for managing the situation can communicate with each other as well as:
· Event security
· Representatives outside the venue (at command centres, dispatch etc)
· Senior event staff on site

If you expect significant crowd numbers consider establishing an on site emergency coordination centre where representatives from emergency services, first aid, security and the event can centralise activity, monitor communications and issues as they arise. The centre’s location should be decided in consultation with emergency services representatives and must have backup power supply and use more than one system of communication.
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PART H: INFECTION CONTROL
It is your responsibility to ensure that any person attending or participating in the event is not at risk when exposed to, or handling, potentially infectious substances such as bodily fluids, blood-borne fluids, medical waste and used syringes.  
Become familiar with the standard procedures of handling infectious materials and substances and ensure that first aid providers, security, sports medicine practitioners and cleaners are also familiar with the procedures and have access to the necessary equipment. Spill kits, gloves and syringe boxes should be available. If illness is associated with the event the Communicable Diseases Unit of the Department of Human Services may be called in to investigate.
For the duration of the event, monitoring should occur to ensure infection control plans are in place. This could include:
· Cleaning of toilet and shower facilities
· Monitoring waste disposal
· Surveillance of food handling practices
· Surveying the grounds for needles
· Surveying the site for sewerage leaks
For more information or assistance speak to our Environmental Health Unit on (03) 5272 4411.
The Department of Human Services also provide general information.
Department of Human Services
50 Lonsdale Street
Melbourne Victoria 3000
T: 1300 650 172 
T: (03) 9096 0000
W: www.dhs.vic.gov.au
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PART I: SECURITY and CROWD CONTROL 
With such a strong emphasis on risk management and public safety at events, appropriate security is paramount. Different types (and scale) of events require different levels of security and this should be determined as part of the risk assessment.
You may need to engage a security company to manage the crowd. The number of security staff you need will depend on the number of patrons. The more stringent rule is two security guards for the first 100 patrons and then one guard for every 100 patrons, however there may  be higher or lower ratios stipulated by  Liquor Licensing Victoria or Victoria Police.  
Your risk assessment will also inform you as to what the risk levels are at certain times and in certain areas and what ‘type’ of guard you may need to reduce the risk, i.e. licensed crowd controller with Responsible Service of Alcohol (RSA) qualifications.
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The number of security staff, their role and position on site might be determined for you by the Police and/or the Building Surveyor, depending on the nature of the event.
Once you have worked out whether Police, private uniformed security, or peer security is required for the event, it is time to develop a security procedure. The attitude of security personnel should be friendly and professional at all times, with the main responsibilities being crowd control, cash and equipment protection.  
Other roles and responsibilities of security personnel include:
· Control of access to stage or performance area
· Control at entrances and exits
· Control of vehicle traffic and marshalling
· Searches for alcohol, drugs and weapons
· Assist emergency services in evacuation procedure
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To enable security personnel to do their job effectively, it is vital that they are appropriately briefed prior to the event with:
· Details of the site/venue layout, including entrances, exits, first aid posts and any potential hazards
· Clear direction on the management of unacceptable behaviour
· Details of emergency evacuation plans, such as raising alarms, protocols for requesting assistance and evacuation procedures
· Names of key event personnel, emergency service representatives, City of Greater Geelong staff, WorkSafe officers, etc who may require (and should be given) access to the site
· Ensure that a person from the event checks each guard’s licence and qualifications before they commence duty

Above all else, security personnel must be able to communicate with first aiders/emergency services and with each other.
Each company that provides a security or crowd control at the event must be licensed under the  Private Agents Act 1966. The company you have contracted should attend briefing meetings with Police and other emergency services during the event planning stage.
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PART J: WORKSAFE
[bookmark: _Toc280347632][bookmark: _Toc280347826][bookmark: _Toc280348081]REPORTING MAJOR INCIDENTS TO WORKSAFE
You must respond to any incidents involving third parties at the event, such as injury to people or damage to property, in accordance with the requirements of your insurer. You also need to provide a completed copy of an incident report (report templates will be provided by the insurer) to the City’s Events Unit.
A log of all incidents should be included in the Emergency Management Plan.  
If a major incident occurs at any stage of an event then the incident must be reported to WorkSafe. This is a requirement of Part 5 Duties Relating to Incidents under the Occupational Health and Safety Act 2004. 
Duties relating to incidents 
It is the duty of the employer or self-employed person to notify the authority immediately after becoming aware that an incident has occurred at a workplace (an event site is defined as a workplace). A WorkSafe Victoria Incident Notification Form must be used.
To notify WorkSafe call 132 360
For written notification send the Incident Notification Form within 48 hours to:

Events Services
City of Greater Geelong 
PO Box 104 Geelong VIC 3220 
T: (03) 5272 4804
F: (03) 5272 5034
E: events@geelongcity.vic.gov.au

WorkSafe 
222 Exhibition Street, Melbourne Victoria 3000
PO Box 4306 Melbourne VIC 3001
T: (03) 9641 1555
W: www.worksafe.vic.gov.au

WorkSafe Victoria – Geelong Office
Level 1, 1 Yarra Street, Geelong Victoria 3220
T: (03) 5226 1200
E : info@worksafe.vic.gov.au
W: www.worksafe.vic.gov.au

Incidents to which notification to WorkSafe applies:
· The death of a person
· A person requiring medical treatment within 48 hours of exposure to a substance 
· A person requiring immediate treatment as a hospital in-patient
· A person requiring immediate treatment for:
· The amputation of any part of his or her body
· A serious head injury
· A serious eye injury
· The separation of his or her skin from an underlying tissue (such as de-gloving or scalping)
· Electric shock
· Spinal injury
· The loss of a bodily function
· Serious lacerations
· Any other injury to a person or other consequence prescribed by the regulations
WorkSafe (continued)

The Act also applies to an incident that exposes a person in the immediate vicinity to an immediate risk to the person’s health or safety through (summary of the Act event-related only):

· The collapse, overturning, failure or malfunction of, or damage to any plant that the regulations prescribe must not be used unless the plant is licensed or registered
· The collapse or partial collapse of all or part of a building or structure
· An explosion or fire
· The escape, spillage or leakage or any substance including dangerous goods 
· The fall or release from a height of any plant, substance or object
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