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1 Purpose 

The primary purpose of this evacuation plan is to ensure the safety of all attendees, staff, and 
participants in the event of an emergency that necessitates an evacuation. The plan outlines 
evacuation procedures, designated evacuation routes, assembly points, and roles and 
responsibilities for event team. 
 

2 Types of Emergencies Covered 

• Fire 

• Severe Weather (e.g., thunderstorms, high winds) 

• Medical Emergencies 

• Bomb Threat or Suspicious Package 

• Hazardous Material Spill 

• Active Threat (anti-social behaviour/ protest/public order) 
 
3 Roles and Responsibilities 

• Event Manager (Incident Commander): Coordinates all emergency response efforts, 

communicates with emergency services, and ensures the evacuation is orderly. 

• Safety Officer: Monitors weather conditions, potential hazards, and coordinates 

emergency notifications. 

• Evacuation Wardens (Staff/Volunteers): Guide attendees to designated exits and 

assembly areas. 

• First Aid Team: Provides assistance for medical emergencies and transports injured 

persons to safety if necessary. 

• Security Team: Monitors entrance and exit points, assists with crowd control, and 

ensures evacuation routes are kept clear. 

• All these roles will be fulfilled by volunteers and agreed on the day.  
 

4  Evacuations Routes and Exits 

• Primary Evacuation Route: The main exit onto Dicken Boulevard towards Tesco head to the 
Community Hall. 

• Secondary Evacuation Route: A secondary exit gate rear of the Urban Park head  towards 
the Community Hall. 

• Emergency Access Points: Should be kept clear at all times for emergency services. 
 

5 Map of the Venue: Provide a map of the venue indicating: 

• Locations of exits and evacuation routes. 

• Emergency access points. 

• Location of the first aid station. 

• Assembly points. 

6 Assembly Points 

Designate safe areas away from the event site for people to gather after evacuation: 
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• Primary Assembly Point: head towards Tesco and be guided toward the Community 
Hall. 

• Secondary Assembly Point: head towards the cricket pitch them be guided to the 
Community Hall. 
 

7 Evacuation Procedures 

• Alarm Activation: When an emergency occurs, announce the evacuation using a 
loudspeaker or public address system. Use a clear and calm message, such as: 
"Attention, please. We need to evacuate the event area due to [state the emergency]. 
Please proceed to the nearest exit in an orderly manner and gather at the designated 
assembly points." 

• Evacuation Wardens: Direct people to the nearest exits and guide them to the assembly 
points. Assist anyone with disabilities or mobility issues. 

• Secure the Area: Security staff should ensure no one re-enters the evacuated area until 
it is declared safe by the Event Manager or emergency services. 

• First Aid: The first aid team should assist injured individuals and report any medical 
emergencies to emergency responders. 

 
8 Communication Protocols 

• Public Announcements: Use the event's public address system to provide instructions. 

• Phone Communications: Equip staff volunteers phone numbers for direct 
communication.  

• Emergency Contacts: Have a list of emergency contacts, including local police, fire 
department, and medical services, readily available. 

 

9 Special Considerations 

• Attendees with Disabilities: Make provisions for helping individuals with mobility issues, 
including assigning staff to assist them during an evacuation. 

• Children or Elderly Individuals: Identify a safe area where separated or lost attendees 
can be directed. 

 
10 Training and Drills 

• Brief event staff and volunteers on emergency procedures prior to the event. 

• Conduct a quick walkthrough of evacuation routes and assembly areas before the event starts. 
 
11 Post-Evacuation Procedures 

• Account for Attendees and Staff: Use checklists or headcounts at assembly points to 
ensure everyone has safely evacuated. 

• Provide Updates: Communicate with attendees about the situation and when it is safe 
to return. 

• Debrief and Evaluate: After the event, conduct a debriefing with all staff to evaluate the 
evacuation process and identify areas for improvement. 
 

This plan should be adapted to suit the specific venue layout and the nature of the event. A thorough 
risk assessment should be conducted beforehand to identify potential hazards. 


