
General Event Information
	EMS Reservation Number:
	Starting Date:
	Starting Time:
	Ending Date:
	Ending Time:

	[bookmark: Text1][Enter Number]
	[bookmark: Text2][Enter Date]
	[bookmark: Text3][Enter Time]
	[bookmark: Text4][Enter Date]
	[bookmark: Text5][Enter Time]



	Event Name:
	[bookmark: Text6][Enter name of event]

	Event Location:
	[bookmark: Text7][Enter building name, room numbers, outdoor location name, etc.]

	Event Street Address:
	[bookmark: Text8][Enter VT E-911 numeric street address, street name, city, state, ZIP code]



	Event Description:

	[bookmark: Text9][Type a brief description of the event here. This cell will expand.]

	Estimated Attendance (Staff and Participants):
	[bookmark: Text10][Enter staff and participant totals here]

	Number of Trained Crowd Managers Provided for this Event*:
	[bookmark: Text11][Enter number of crowd managers here]

	* Designated crowd managers are required for all events greater than 50 people at a ratio of (1) trained crowd manager for every 250 attendees. Crowd manager training and certification is available online here: MA Department of Fire Services Crowd Manager Training


Emergency Services
	YES
	NO
	

	☐	☐	Local emergency medical services (EMS) will be on-site for this event. [Attendance 1,000 people or more requires EMS standby in Burlington and South Burlington]
	[bookmark: Text41][If YES, enter EMS service name here]

	☐	☐	Local law enforcement will be on-site for this event.
	[bookmark: Text39][If YES, Enter police department name here]

	☐	☐	Private/contracted security personnel will be on-site for this event.
	[bookmark: Text40][If YES, Enter security company name here]


Event Operations
	Primary Event Operations Location:
	[bookmark: Text12][Enter the primary location here]

	Alternate Event Operations Location:
	[bookmark: Text42][Enter the alternate location here]

	(This is the physical location where event leadership or command center will be located during the event)



	Event Leadership Emergency Contact Information

	
	Primary Contact
	Alternate Contact

	Name:
	[bookmark: Text13][Type]
	[bookmark: Text18][Type]

	Title:
	[bookmark: Text14][Type]
	[bookmark: Text19][Type]

	Organization/Department:
	[bookmark: Text15][Type]
	[bookmark: Text20][Type]

	Cell Phone Number:
	[bookmark: Text16][Type]
	[bookmark: Text21][Type]

	Email Address:
	[bookmark: Text17][Type]
	[bookmark: Text22][Type]



	Event Communications

	Explain how the event staff will communicate during the event. Some examples include cell phones (voice communications or text messaging), two-way radios, and face-to-face communications. We recommend implementing the PACE methodology for event and emergency communications planning.

	Primary method:
	[bookmark: Text23][Enter Primary method]

	Alternate method:
	[bookmark: Text24][Enter Alternate method]

	Contingency method:
	[bookmark: Text25][Enter Contingency method]

	Emergency method:
	[bookmark: Text26][Enter Emergency method]




	Weather Monitoring

	How will event staff monitor weather conditions on-site?
	[bookmark: Text27][Enter monitoring method]

	Who will be responsible for weather monitoring?
	[bookmark: Text28][Enter name]

	Emergency Sheltering Triggers:
· Thunderstorm/lightning within 30 minutes of location
· Wind gusts exceeding 35 mph
· Sustained winds exceeding 25 mph



	Tents and Temporary Membrane Structures

	YES ☐
	NO ☐
	Are commercial tents, pop-up 10x10’s, car ports, etc. provided for this event?

	· Some communities have permit requirements for tents, including Burlington and South Burlington for tents 200 square feet and larger. Consult the University Fire Marshal with any questions.
· All tents and canopies must be weighed down or otherwise anchored, regardless of size.
· Evacuate tents for wind gusts exceeding 35 mph, sustained winds exceeding 25 mph, or any sign of thunderstorm, lightning, or hail.


Emergency Response
	Evacuation Assembly Areas

	Identify one or more outdoor location(s) where event participants are to assemble for accountability after an indoor building evacuation for fire alarm or other reason. or an outdoor event site evacuation.

	Designated Evacuation Assembly Area(s):
	[bookmark: Text29][Enter evacuation assembly areas]



	Shelter-in-Place Gathering Points

	Identify locations inside nearby buildings that will serve as indoor shelter during hazardous weather or other outdoor emergency.

	Designated Indoor Shelter-in-Place Gathering Point(s):
	[bookmark: Text30][Enter designated indoor gathering points]


Event Staff Preparedness
	Pre-Event Safety Briefing Message

	Use this area to create a pre-event staff safety briefing: List bullet points related to emergency planning that need to be reviewed with event staff prior to the start of the event, on the day of the event

	Staff Pre-Event Safety Briefing Message:
	[bookmark: Text31][Enter the staff pre-event safety briefing points here. The cell will expand.]



Plan Creation and Submission
	Date of Plan:
	[bookmark: Text32][Type]

	Plan Created By:
	[bookmark: Text33][Type]

	Plan Submitted By:
	[bookmark: Text34][Type]

	Submitter Role/Title for Hosting Organization:
	[bookmark: Text35][Type]

	Submitter Phone Number
	[bookmark: Text36][Type]

	Submitter Email Address:
	[bookmark: Text37][Type]
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Annex A: Event Schedule

This page provides a space for entering  the event schedule either as free-form text or uploading the schedule as a .JPG, .PNG, or .PDF image. If one option is not used, feel free to select and delete it from this page along with this description.

Free-Form Text Entry of Event Schedule (cell will expand when text is added):
	[bookmark: Text38][Enter the event schedule here. The cell will expand. Delete this section if the schedule is attached as a picture, below.]




Event Schedule Image Upload Option (Re-size the image to fit within this page after upload):
	



Annex B: Event Venue Map

Upload a detailed event site map as a .JPG, .PNG, or .PDF file, from Google Maps, etc. Feel free to select and delete this description for the final plan.

Event Venue Map Upload (Re-size the image to fit within this page after upload):
	


image2.png




image1.png
UIliVEl’ sity Emergency
of Vermont | Management




