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Introduction
Aim of the event 
Christmas Village Festival, seasonal stalls, food and festivities
Objectives of the event 
To create a community atmosphere within the Parish of Drighlington, to give something back to the parish.

Section One - Event Organisation

Information

A Village Christmas Festival showcasing seasonal stalls, seasonal food and hosting the village Christmas lights switch on, there will be a marquee bar hosted by Drighlington Cricket Club and amusements by Scott Pullan. Attendees are likely to be public from Drighlington and surrounding villages and areas.  We are expecting approximately 2000 people through the day, starting from 12,30H and ending at 17H00

Roles and responsibilities

	Role
	Name
	Duties
	Contact Number      (on the day)

	Event Organiser 
	Zoe Keighley
	Oversee the event

	07771 991673

	Event Safety Officer and Firing Officer
	Rachel Wood (Safety Officer)
Andy Stott (Firing Officer)
Michael Archer (Firing Assistant)
	Oversee all safety, ensure RAMS are adhered to and act as a contact for all safety related issues.  To also be the main contact for any emergency services (except WYP)

	07919 204654
07421 834020

	Safeguarding Officer
	Rachel Wood/Zoe Keighley
	To be the point of contact for any reported safeguarding issues
	07919 204654

07771 991673

	Event Assistant 
	Rachel Wood/

Emma Cooper

	To be a point of contact if the main event organizer is unavailable and to assist the event organizer .  Also, to be the amusements contact and coordinator

	07919 204654
07803 548887

	Security
	Andy Keighey
Emma Cooper


	To co-ordinate all stands and stall holders.  Also to co-ordinate the start and finish of the Event and to facilitate the lost children area

	07811 334283
07803 619780

07803 548887


	Traffic Managers
	Andy Keighley
	To co-ordinate traffic management relating to stall holders, public and to liaise with the WYP departments

	07803 619780


	Stalls Officer
	Andy Keighley,
Emma Cooper
	To be the main contact for all stands

	07803 619780
07740863479

	Catering Officer
	Andy Keighley
	To be the main contact for all stands relating to catering

	07803 619780

	Stage

	Lynne Archer
	To act as a contact for all stage related items
	07709 727311


	Raffle officer

	Lynne Archer
	To act as a contact for everything related to the Programe
	07709 727311




Site rig up & de-rig timescales – 
	Date 
	Time
	Activity / Equipment 
	Contact 

	29/11

	12H00
	No waiting cones/traffic diversion to be placed on Whitehall Road and station road by traffic management company.
Access granted to amusement operator to start setting up, fencing contractor and toilet supplier

 
	Andy Keighley
Zoe Keighley

	29/11
	18.30 H00
	Safety brief and event brief
	ALL

	30/11

	08.30H00
	Access granted to:
stall holders/catering.
Fencing to be positioned on Whitehall Road

Road closure in place on station road
Electric supplies to be laid out

Help with stall holders setting up. Making sure all cars are removed as soon as they have off loaded vehicles to allow room for other stall holders.All to be removed by 11.30
Assessing when safe for vehicles to return after event

Stage to be erected and dressed /plunger to be prepared for switch on
Santa Grotto assembled/generator/blower

	ALL

	30/11

	
	Interim checks on stall holders and amusements
	AK/ EC

	30/11

	11.30
	All stall holders’ traffic to be removed off station road
	AK/ EC

	30/11

	12.30H00
	Open to the public 
	ALL

	30/11

	12.30H00 – 17H00
	Follow days agenda
	All

	30/11

	17H00
	Stalls to start packing up and road closure open on Whitehall Road entrance only for exiting vehicles
	All

	30/11

	18.00H00
	All stalls to be packed away and road cleaned - 
	All

	30/11

	18.00H00
	Site walk around and check
	ALL

	30/11

	20H00
	ROAD OPEN 
	


Agenda for the day
Fireworks Display

On the day of the event:
· Recheck the site, weather conditions and wind direction

· Fireworks to be placed at 15.30 H

· Fireworks to be wrapped and stakced to the ground

· No public access to the zone where the fireworks will fall. Access restricted to the operating team.  Harass fencing and demarking tape tobe in place at all times.

· No spectators to bring their own fireworks onto the site

· Andy Stott is the main contact and responsible for lighting the fireworks with Micheal Archer being the assistant

· Suitable clothing to be worn, no loose clothing.  Protective goggles and gloves to be worn

· All invooved in the lighting of fireworks know what to do in the event of a burn injury or clothing catching fire.

· NEVER attempt to relight fireworks.  Keep weel celar of fireowrks that have failed to go off.

· Fire extinguishers to be located in the firing zone.

· First Aider to be in attendance.

The morning after:

· Carefully check and clear the site. Dispose of fireworks safely. 
· Fireworks not to be burnt in a confined space (eg a boiler)

Alcohol / bars – 
· Drighlington Cricket Club will be operating the Bar, they will be operating an outside bar on their own license and therefore responsible for securing their own TEN and the Health and Safety of clientele. Also responsible for the on going clean up and collection of glasses used.
· Large bins have been ordered and provided by DEC.

Refuse collection

· Skips and bins will be supplied by a local Refuse and Recycling company BWS, all waste will be disposed of accordingly on completion of the event

Site Management

Section Two  - Event Management

 Event Control

Opening and Closure of the Event 
· Crowd management will be supervised by event stewards.

· A coning order will be in place to prevent parking on Station Road for the event.  Stall and stand operators will find alternative Parking.  Entry of all vehicles onto station road entrance and all exit of vehicles will be through the road closure onto Whitehall Road,this will be stage and Sound workers only.
· Crowd capacity is expected a steady flow of public throughout the day, will a footfall of 2000 expected during operating hours and will be retricted to the Bowling Green View entrance of Station Road.
· Barriers will be in place along Whitehall Road to act as a safety measure for people and children walking out into traffic, and across Station Road behind the stage to prevent access to the event from the stage entrance site.
Concessions

· Concessionaires to be moved away from path edges to facilitate easier access by emergency services if required.  The front edge of concession lines to be delineated on the ground prior to access being granted.  Additionally  any stalls to be laid out with sufficient space between them, and anchored adequately so that if there are any dangerous occurrences the possible effects will be minimized.
· All concessionaire using generators must use diesel generators; no petrol generators to be allowed on the event site.

· All concessionaires supplying fast food to have:

· The correct type of fire extinguisher which must be 

· functional and have a current test certificate

· An appropriate Food Hygiene Qualification

· Public liability insurance in the sum of £5,000,000 for any one occurrence

On Site Communications

· The main stage will have a Public address system operated at all times by the event announcer.  A warning sound will be played over the system should an emergency occur.

· Event organizers will have portable radio communications operating on a pre agreed channel, as well as mobile phone communications

Steward Management
· All stewards will be briefed at the event safety meeting on the 29/11/2023.

· All stewards will be wearing a yellow High Visibility waistcoat for identification purposes. 
· WYP staff will be wearing high visibility clothing with full uniform.

First Aid Provision

· First aid requirements are to be coordinated by Vie Medic Services
Traffic management

· West Yorkshire Police traffic have been notified and the Traffic Management Company will facilitate road closures as per the Traffic Management Plan issued to WYP

· A coning order will be in place for Station Road.
· No coaches are expected

· Public transport, Emergency Services and WYP have all been notified of the road closure
Arrangements for Disabled

· Disabled access is by means of a dropped kerbs
· There will be an allocated Disabled parking.
Lost Children Point/s

· Lost children point will be by the main stage, a banner will be erected to indicate the position and a barrier area will be erected where lost children can be identified and logged by Emma Cooper whereby communication can be relayed using two way radios.

· Upon a child reporting to the area, Emma Cooper will be notified, and details taken and logged.  A public announcement will be put out on the public address system.  A lost child alert will also be go out on the two way radio system operated by the organizers.

· Should a parent report a lost child, there will be NO PA announcement and a lost child alert to go out on the two way radios.  WYP and security personnel to be notified.
· As soon as the parent/ carer and child are reunited, a stand down command is given on the PA and on the steward radios, notification given to the WYP and security personnel.
Terrorist threat/bomb alert
· The stage will be placed at one end of Station Road and barriers at the other to prevent a vehicle being driven into the crowd.

· If any suspicious packages are found a message of ‘metal handbag’ will be given over radios.
· Zoe Keighley to inform the emergency services.

· ALL will be responsible for clearing the area of public in a calm authoritative order.
Lost property points

· Lost property will be managed in the same area as the lost children and managed by Emma Cooper.
· Any items brought in will be logged and recorded.

· Items will only be released on satisfactory identification of the item from the owner.  Any items not claimed will be held by the Events Committee and notification will be advertised on social media.
Noise management 

· Noise will be managed by operating the PA system at a reasonable level.  The stage is to be positioned in such a way that the noise direction will impact on a least amount of residents.

· The houses in the area will be notified prior to the event with contact details to raise any concerns prior to the event.  The same notice will be placed in the Parish Council notice board.  As the operating hours are from 12.30H00 to 17H00, the event will be finished before it is too late into the evening to create a nuisance.

Temporary Structures
· All temporary structures will be designed and built by Marshall Waddington.  All the work carried out by the contracted companies will be done by qualified and competent staff.

· All documentation will be provided to the Events Committee in advance, who will ensure that all structures, including, staging, platforms, etc are certified safe prior to use. 

· A visual inspection of all structures will be made prior to the events by the Event Committee to ensure that structures are built correctly and that they are safe to operate
· Copies of all certification will be collated and retained by the Events Committee. 
Table of Temporary Structures

	Structure
	Supplier
	Specification

	Stage

	Marshall Waddington
	 

	
	
	


Section Three  -  Emergency Management Procedures

Contingency Plans – 

· Should the weather forecast for extreme weather, then the event will be cancelled.

· Notification will be issued by Facebook and on the DPC website.  The posters and banners will also indicate a cancelled event.

· Stewards will be present at the event location to indicate to people that the event is cancelled

· Major Incident Procedure

· Co - coordinators  
· Plans

· Local Authority  

· Police  

· Local Hospitals

· Major Indicent Coordinators

· Zoe Keighley

· Rachel Wood
· RVP for the Co-ordinators is the DCC car park.  The main muster point for emergency services will be the entrance area on Station Road
· West Yorkshire Police will be located on site, but the closest police station is 

Morley Police Station

Corporation Street

Morley

Leeds, LS27 9NB

999

· West Yorkshire Fire Service, WYAS will be contacted prior to the event. The local station is based at:

West Yorkshire Fire Service

Corporation Street
Morley
Leeds
LS27 9NF

0113 2532223

West Yorkshire Ambulance Service

Ambulance Station 

Wakefield Road 

Morley

Leeds, LS27 7HH 

999

Leeds General Hospital

Great George Street

Leeds LS1 3EX

0113 243 2799
