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Template
Disclaimer 

This special events emergency plan template is provided as guidance only.  It identifies, defines and provides recognized standards on the types of information that should be contained in an emergency plan.  Sections of the template may not be applicable to every event and the guidance suggested should be modified to reflect specific conditions at your event.  Therefore, it is strongly recommended that your organization retain the services of a qualified safety consultant to complete the template and advise you on your specific needs. Reliance on or verification of information contained in this template is the sole responsibility of the user. Oneida Nation does not accept any liability whatever arising from the implementation or use of this emergency plan template. 
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A.
General Purpose

The purpose of this emergency plan is to prepare event officials for either a natural or man-made disaster during the _____________ in __________, WI.  The Emergency Plan implemented in this document is hereby established in an effort to safeguard lives and properties in the event an emergency or incident occurs during the _______________ event. 
B.
Situation 
The ________________ will bring many visitors and participants to the __________________ area. Due to the large concentrations of people, the effects of an emergency in ______________ could be greater than normally anticipated. 

C.
Assumptions 
The ________________ is subject to numerous hazards.  Potential emergency incidents during the ____________ could include one or more of the following: 

· Natural - (weather related incidents such as severe storms, tornadoes, etc) 

· Technological - (incidents such as fire, explosion, structure collapse, hazardous materials release) 

· Transportation - (motor vehicle accidents) 

· Medical Emergencies - (personal health or accident related) 

· Civil Disorder - (Domestic situations) 

· Miscellaneous Emergencies 

The Primary Point of Contact for the event will be ________________, whose phone number is ____________. If applicable a main registration/reception station will be located at ________________________________.
D.
Organizational Structure and Emergency Responsibilities 
The organizational structure and line of authority for this emergency plan shall be as follows: 

_________________________  is ultimately responsible for all events and functions held on the _______________ or related to it.  In the event that outside events are held on the __________________ grounds, the event sponsors shall be responsible for the time and area related to the sponsored event. 

 __________________ will serve as Primary Contact person in all emergency incidents or situations during the ______________ event. Their contact number is ______________. 

The following will make up the Emergency Response Team: (Identify Emergency Response Team members by position)

1. Name, Position, Home, Work and Cell   

2. Name, Position, Home, Work and Cell   

3. Name, Position, Home, Work and Cell   

4. Name, Position, Home, Work and Cell   

E.
Lines of Authority / Order of Succession 
If there is an absence, disability, or incapability of performing the duties and all authorities pertaining to the ________________ and it‘s premises, for an emergency, the line of succession will follow the order of the Emergency Response Team members. 

The line of succession shall remain in effect until a first responder arrives on scene. 

F.
Emergency Functions 

1. Registration/Reception
The reception/registration area for all emergencies will normally be the ______________  on the event grounds, unless otherwise directed by the Event Sponsor or the arriving emergency response agency.

2.
Communications 

In the event of an emergency, ___________ or Event Sponsor shall promptly notify 911 and any/all security personnel.  Such notification shall take place before the announcement to the crowd.

3.
Direction and Control  

a. In the event of an emergency, the emergency response team shall report to the Registration/Reception Area. 

b. The _____________________ will maintain a communications link on the grounds to/and with the 911 Center.  

c. The Emergency Response Team will assist the Primary Point of Contact in maintaining the safety and welfare of all people on the grounds during the event.  They shall coordinate all efforts of the event’s security staff and/or event’s emergency medical personnel and make these individuals available to the responding emergency agency. 

d. Event Security Personnel will assist in maintaining the safety and welfare of all people on the grounds during the event.  They will function under the direction of the Event Representative or his/her designee and shall assist in crowd control to expedite a safe, prompt exit from the grounds in normal or emergency times. 

e. Event Emergency Medical Personnel will assist in maintaining the safety and welfare of all people on the grounds during the event.  They will function under the direction of their protocols and will keep the Primary Point of Contact informed of all situations and shall staff a designated location identified by the Event Organizer and dispense emergency medical care as necessary. 

f. Event Volunteers/Staff are expected to assist the general public.

4.
Emergency Public Information
a.
The Event Sponsor, or their designee, shall notify visitors and guests of the situation. (Explain how this will be done-PA, signs, word of mouth…)  The announcement shall explain: -The nature of the problem and the proper evacuation procedures to follow. (See attachments for sample message and directions). Minors without adult supervision, and others seeking assistance or transportation, shall be directed to the ____________.
b. The Event Sponsor, or their designee, shall answer all follow-up inquires from news media regarding the situation, but only in regards to Event inquiries. Information about emergency response agencies shall be provided by the Oneida Nation Public Information Officer. 

c. Designated “meet me“ location will be the _____________________. 

d. Designated information center will be the _____________. Individuals needing to contact family members regarding any emergency should have a telephone number to call if communications by personal cell phones are not available. 
G. Emergency Response Actions 

1. Severe Weather Thunderstorms 


All thunderstorms produce lightning, and all have the potential for danger.  Those dangers can include tornadoes, strong winds, hail, wildfires and flash flooding, which is responsible for more fatalities than any other thunderstorm-related hazard.  Lightning's risk to individuals and property is increased because of its unpredictability.  It often strikes outside of heavy rain and may occur as far as 10 miles away from any rainfall. Most lightning deaths and injuries occur when people are caught outdoors in the summer months during the afternoon and evening. 

Severe Thunderstorm Watch
Tells you when and where severe thunderstorms are likely to occur. Watch the sky and stay tuned to NOAA Weather Radio, commercial radio, or television for information.
Severe Thunderstorm Warning
Issued when severe weather has been reported by spotters or indicated by radar. Warnings indicate imminent danger to life and property to those in the path of the storm.
a.
_______________________ will monitor weather conditions utilizing a NOAA weather radio, television and internet.

b.
_______________________ will make the decision to postpone or cancel the event.

c.
In the event that a Severe Thunderstorm Watch or Warning is issued by the National Weather Service for Brown or Outagamie County, visitors and guests will be notified via __________________________.

d.
If a Severe Thunderstorm Warning is issued, visitors and guests will be directed to find shelter in a building or car immediately

2. Severe Weather Tornadoes

A Tornado is a violently rotating column of air and is regarded as nature's most violent storm. Some tornadoes are clearly visible, while rain or nearby low-hanging clouds obscure others.  Occasionally, tornadoes develop so rapidly that little, if any, advance warning is possible.  Before a tornado hits, the wind may die down and the air may become very still.  A cloud of debris can mark the location of a tornado even if a funnel is not visible.  Tornadoes generally occur near the trailing edge of a thunderstorm. It is not uncommon to see clear, sunlit skies behind a tornado.

Tornado Watch
Tornadoes are possible. Remain alert for approaching storms. Watch the sky and stay tuned to NOAA Weather Radio, commercial radio, or television for information.

Tornado Warning
A tornado has been sighted or indicated by weather radar. Take shelter immediately.

a. _______________________ will monitor weather conditions utilizing a NOAA weather radio, television and internet.

b. _______________________ will make the decision to postpone or cancel the event.

c. In the event that a Tornado Watch is issued by the National Weather Service for Brown or Outagamie County, visitors and guests will be notified via ______________________.

d. If a Tornado Warning is issued, visitors and guests will be directed to find shelter.

Emergency Shelter Information 

In the event that a situation arises that is or may potentially be hazardous to the health and safety of the visitors and participants of the ​​​​​​​​​​​​_____________, event officials shall direct visitors and guests to an emergency shelter.  The shelters shall be opened under the direction of the event officials.

Emergency shelters are in the following locations:

(list shelters on-site)

Emergency shelters not located on the ____________ property

(list off site shelters)

3. Medical Emergency

The following guidelines shall be followed during a first aid emergency. 
a. Check the scene for safety.

b. In a medical emergency, dial 911 or instruct a by-stander to dial 911.  Provide the following information:

· Your Name

· Location of the emergency 

· Any available details of accident or illness

c. Contact the event manager.

d. Have someone meet the emergency unit and assist emergency personnel to the location of the victim.

e. Do not move injured or ill person unless it is necessary to avoid further injury (such as a fire or tornado).

f. Reassure the accident victim or ill person that emergency assistance is on the way.

g. If trained, begin rendering first aid including CPR if necessary.  A First Aid Kit(s) are located_______________

4. Lost Child

A lost child is not uncommon, but consideration must always be given to the possibility of criminal involvement in such cases.  In the event that a child is reported missing, the following guidelines should be followed:

a.
The designated —lost-child“ recovery center will be the ______________. 

b.
If a “lost-child“ is brought to the ____________ by a third party, attempt to obtain name of child and the parent‘s name if possible.  If unable to obtain the child‘s or parent‘s name, use a description of the child in your PA announcement.
c.
If a “lost-child“ notice is given by a parent, guardian, or other responsible individual, note the present time and gather the following information: family member‘s name, address, child‘s name, description/clothing, location child was last seen and time the child was noted missing. Make an immediate announcement over the public address system.
d.
The reporter should be requested to remain at the _____________ while others look for the child. If the reporter insists on searching, advise that it is necessary that they return to the ____________ if they are successful in finding the child because a report to law enforcement will be made after a designated lapse of time.

e.
If the search for the “lost child“ is not successful, after a specified time, ___________________ shall call 911 to notify authorities. 

5. Fire

In the event that a fire is reported, the following guidelines should be followed:

a. Upon discovery of a fire, call 911 from a safe area and provide the following information: Your name, where the fire is located and details of fire emergency.

b. Contact _____________________________.
c. Evacuate the immediate area.

d. If it is a small fire, attempt to extinguish it using the appropriate fire extinguisher.
e. The Emergency Response Team will establish operations at the designated Registration/Reception area..  
f. One member of the ERT will be assigned to serve as a liaison between the ERT and emergency responders.

6. Bomb Threat

In the event that a fire is reported, the following guidelines should be followed:

a.
Any person receiving a bomb threat should remain calm and obtain as much information as possible, including:

· Where is the bomb?

· When will it go off?

· What does the bomb look like?

· Why was the bomb put there?

· How did the bomb get there?

b. Listen for any possible background noises; e.g., music, train, machinery, or other identifiable sounds.

c. Write down the exact words of the caller and characteristics of the caller’s voice and speech. Note the time.

d. Contact 911 and notify __________________________.

e. If a local area search is directed, staff/volunteers should make a visual check of their area for anything unusual or suspicious.  DO NOT TOUCH or move anything unusual or suspicious.

f. If a suspicious package is discovered, do not turn on/off lights use a cell phone or other electronic devices.  Clear the building immediately and contact 911.

g. In the event that evacuation is ordered, staff/volunteers shall assist visitors/guest with evacuating the grounds.

7. Civil Disturbance/Disorderly Conduct

Event staff/volunteers are encouraged to notice and pay attention to any situation that seems unusual, even during the light atmosphere of the event.  If any scene looks extremely suspicious, event officials should report the suspicious activity to the ______________. 

Non-emergency – If an individual is acting in a suspicious or hostile aggressive manner (distraught, harassing, or abusively angry person), even if that person is not violent and no immediate threat is present, staff/volunteers should:

a. Notify ____________________.
b. Do not argue with him/her.  Act in a courteous manner and try to calm the person down.  There may be situations where you can use your customer service skills, best judgment and experience to help defuse the situation.
c. Keep distance between yourself and the individual. 
d. Become aware of escape routes. 
e. Be ready to summon Law Enforcement if the situation escalates to an emergency situation.
f. Contact ______________ to report non-emergency events involving suspicious activity that is not life threatening. 
Emergency – If it is reasonable to believe that an individual is acting in a manner that poses an immediate threat to you or others, staff/volunteers should:

a. Seek safety by leaving the area if possible.  

b. Notify ________________. 

c. Contact 911 and provide the following information:  name, location and the specifics of the event in a clear and concise manner.

d. Make no attempt to control a violent individual. 

Attachment 1-Weather Emergency Evacuation Notification 
Following notification of a severe weather watch the following announcement should be made:

Your attention please!  Your attention please!  The _____________ has received a severe weather alert from the National Weather Service that a (list nature of storm alert) has been issued for Brown and/or Outagamie County.
A watch means that conditions are right for sever weather occur.  We will continue to monitor the situation for changing weather conditions.
Following notification of a severe weather warning the following announcement should be made:

Your attention please!  Your attention please!  The _____________ has received a severe weather alert from the National Weather Service that a (list nature of storm alert) has been issued for Brown and/or Outagamie County.  A warning means that a (severe thunderstorm or tornado) has been spotted.

For your safety all activities are hereby canceled until (list expected all-clear time) 

All public attendees, participants are expected to safely evacuate these grounds Exhibitors should secure their booths and leave the grounds immediately.  
If shelters are available:

Shelters are located _______________________________

If there are no shelters:

There are no secure shelters on these grounds. It is for your safety that we are asking you to please leave safely at this time.  If you do not have transportation please report to ___________.
Repeat message at least one more time. 
Attachment 2-Lost Child Messages 
Child is brought to fair office: 

Attempt to obtain name of child, parent‘s name if possible.  If unable to obtain the child‘s or parent‘s name, use a description of the child in your PA announcement:
“Your attention please… we have a child at the _____________ that is looking for (his) (her) (parents) (family).  The child‘s name is ________________________________ or the child is about ______ years old and is wearing _______________________.

If you are looking for this child, please come to the _______________. 

Parent, guardian, family member is looking for child: 

“Your attention please… we have a missing child by the name of (insert child‘s name).  

If you hear me, your (parent/family member) is here at _____________. (child‘s name) is ________ years old and is wearing ____________________________________. 
If you see this child, assist (him) (her) to the _______________ or come and let us know where the child is presently located.”
Attachment 3-Map

(insert grounds layout)

