
EMERGENCY Management Plan 


Template
This template has been provided for organisers who do not already have an Emergency Management Plan for their event, market, or filming/photography activity. If your activity is high impact, you are advised to seek a professional plan. If you’re unsure, please contact event.permits@mornpen.vic.gov.au


Introduction
An Emergency Management Plan outlines procedures to prepare for, respond to, and recover from emergencies during activities, ensuring safety, minimizing disruptions, and managing unexpected situations.

Let’s begin…


Activity Details
	
	Enter details below

	Organiser
	


	Plan Prepared By
	


	Date Prepared
	












Roles & Responsibilities 
Specify the tasks and responsibilities assigned to each individual or team during an emergency to ensure a clear and effective response. Add more if relevant. 
	Position
	Name
	Phone

	Onsite Event Coordinator
	

	

	Onsite Safety Officer
	

	

	Onsite Emergency Warden 1
	

	

	Onsite First Aid Officer (if relevant)
	

	

	Onsite Security Contractor (if relevant)
	
	




Emergency Control Organisation 
This has been preloaded for you, however, please add any others relevant to your activity.
	Emergency Contact (A-Z)
	Phone
	Link

	Vic Emergencies
	000
	VicEmergency

	Ambulance
	000
	Ambulance Victoria

	Fire
	000
	CFA (Country Fire Authority)

	Police
	000
	Victoria Police

	Frankston Hospital
	03 9784 7777
	Frankston Hospital - Peninsula Health

	Rosebud Hospital
	03 5986 0666
	Rosebud Hospital - Peninsula Health

	Gas emergencies
	132 771
	Energy Safe Victoria

	Poisons information
	13 11 26
	Poisoning | healthdirect

	Power emergencies
	132 099
	United Energy

	SES
	132 500
	Victoria State Emergency Service - VICSES

	Water & sewerage emergencies
	132 812
	South East Water

	Worksafe
	132 630
	WorkSafe Victoria

	Parks Victoria
	131 963
	Events and Filming Permits on Parks Vic Land

	Vic Roads 
	13 11 70 
	Events and Filming on Roads - Transport Victoria

	Filming (Drones)
	131 757
	Civil Aviation Safety Authority

	Food Safety (FoodTrader)
	
	FoodTrader

	Mornington Peninsula Shire
	1300 850 600
	Mornington Peninsula Shire






Evacuation Assembly Area 
An Evacuation Assembly Area is a designated nearby safe location where people gather during an emergency evacuation, away from danger, to ensure everyone is accounted for and receive further instructions. 
Action: Identify this area in the table below and ensure it is clearly marked on your site map.
	Evacuation Assembly Area Address
	Icon indicating this area on site map (please use the below).

	e.g. Mornington Park (near entry gate / Main Street roundabout)
	[image: Fire Assembly Point Logo PNG Vector (EPS) Free Download]







Communication Plan
A Communication Plan outlines how alerts and information will be shared during an emergency, ensuring everyone is informed and coordinated.
Action: Outline the communication methods you will use in the table below 
	Group
	Communication Method(s)
	Who is Responsible?

	Staff
	e.g Staff will be communicating with each other via a WhatsApp group on their mobile phones. As well as two-way radios.
	Event Coordinator



	Attendees
	e.g Attendees will be alerted to any updates or emergency information via the PA system on site, as well as social media posts and a bulk text message to all ticket holders.
	Event Coordinator



	Emergency Services
	e.g Emergency Services on site will be alerted via two-way radio. External services will be alerted via phone call.
	Safety Officer













Step-by-Step Guide to Complete the Emergency Response Plan Table
Step 1: Identify Emergency Types
Use the table below to identify the possible emergencies that could occur during your activity. 
Action: List them in the "Emergency Type" column of the Emergency Response Plan (ERP) Table below
	Emergency Type
	Description

	Medical Emergencies
	· Injuries (e.g., cuts, fractures, falls).
· Sudden illnesses (e.g., heart attack, seizure).
· Dehydration, heatstroke, or hypothermia.
· Mass casualty situations (e.g., multiple injuries from an accident).

	Fire Emergencies
	· Fires from electrical equipment, cooking stations, or pyrotechnics.
· Nearby bushfires (especially in rural or outdoor venues).
· Evacuation in case of smoke or fire alarms.

	Severe Weather Events
	· Severe weather (e.g., storms, hail, lightning, strong winds).
· Flooding (e.g., from heavy rain affecting outdoor areas). Extreme temperatures (e.g., heatwaves or cold snaps).

	Crowd-Related Emergencies
	· Overcrowding or stampedes.
· Fights or disorderly conduct.
· Evacuations due to panic.

	Security Threats
	· Bomb threats or suspicious packages.
· Vandalism, theft, or violent behaviour.
· Vehicle-borne incident
· Indecent behaviour

	Structural or Equipment Failures
	· Collapse of temporary structures (e.g., stages, tents, scaffolding).
· Power outages or generator failures.
· Water supply or sanitation failures.

	Lost or Missing Persons
	· Lost children or vulnerable individuals.
· Separation of groups or families.

	Transportation or Traffic Incidents
	· Accidents in parking areas or event-adjacent roads.
· Disruptions in public transport services.
· Vehicle breakdowns affecting logistics or emergency access.

	Public Health Emergencies
	· Contaminated food or water supplies.
· Lack of proper sanitation leading to hygiene issues.

	Technical Failures
	· Communication breakdowns (e.g., radios, PA systems).
· IT or network outages affecting ticketing or operations.








Step 2: Define Response Actions:
For each emergency type, outline the immediate actions to be taken (e.g., alerting staff, evacuating attendees, calling emergency services). Ensure these actions are clear, concise, and easy to follow for staff and responders.
Action: Enter your actions in the “Response Actions” column of the Emergency Response Plan (ERP) Table below.

Step 3: Determine Delay/ Cancellation Triggers:
Where possible, specify the conditions under which your activities, or your entire activity, will be cancelled or delayed. This could include severe weather warnings, fire evacuations, or health emergencies that threaten safety.
Action: Enter your triggers in the “Delay/Cancellation trigger(s)” section of the Emergency Response Plan (ERP) Table below

Step 4: Assign Responsibilities:
Identify who is responsible for each action during an emergency (e.g., event manager, location manager, security staff, first aid team). Ensure roles are clear and specific to ensure quick and efficient action in the event of an emergency. 
Action: Enter details in the “Who is Responsible?” column of the Emergency Response Plan (ERP) Table below

Step 5: Upload completed plan to booking account
Your booking can be viewed, paid and managed via the booking link found in the email you received upon making the booking. Or if you are a registered customer, you can manage your account through the Customer Portal. If you have any questions, please contact event.permits@mornpen.vic.gov.au . For urgent enquires only please call 1300 850 600.

















[bookmark: Emergency]Risk Register Table Tips: 
· Use the Example Table on the last page as a guide.
[bookmark: _Hlk190251850]Emergency Response Plan (ERP) Table – please complete
	Emergency Type
Refer to Step 1: Identify Emergency Types

	Response Actions 
Refer to Step 2 Define Response Actions
Refer to Step 3 Determine Delay/Cancellation Trigger(s):
	Who is Responsible?
Refer to Step 4: Assign Responsibilities


	Medical Emergencies
(mandatory)
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):
	

	Fire Emergencies
(mandatory)
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):

	

	Severe Weather Events
(mandatory)
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):

	

	Crowd-Related Emergencies
(mandatory)
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):

	

	
Security Threats
(mandatory)
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):

	

	
Add another here
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):

	

	
Add another here
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):

	

	Add another here
	1.
2.
3.
4.
	Position:
Phone:

	
	Delay/Cancellation trigger(s):


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



You’re all done! 






[bookmark: Example]Example Emergency Response Plan (ERP) Table 
	Emergency Type
	Response Actions
	Who is Responsible?

	Medical Emergencies 
(Mandatory)
	1. Assess the situation: Quickly determine the severity of the injury or medical condition. 
2. Call for medical assistance: Contact on-site medical team or call 000 (emergency services) if required 
3. Administer first aid: If trained, provide first aid (CPR, bandages, etc.). 
4. Secure the area: Ensure the area is safe and clear of any further hazards.
	
Position: Event Coordinator/Safety Officer
Phone: xxxx-xxx-xxx

	
	Delay: If medical emergency disrupts event operations for more than 30 minutes and requires the temporary closure of parts of the venue. 
Cancel: If event participant or key personnel is severely injured and emergency medical intervention cannot be completed in a reasonable time frame, event will be cancelled
	

	Fire Emergencies 
(Mandatory)
	1. Alert nearby persons: activate alarms, if available.
2. Assist people in danger (if safe) Help those at risk 
3. Call Event Coordinator/Safety Officer: Inform them of the fire, who will then call 000 for fire brigade assistance.
4. Evacuate immediately (if life is at risk): Direct all attendees to the assembly area and ensure they do not return until it’s safe 
5. Contain fire (if safe): Attempt to contain the fire using available equipment
6. Once emergency services arrive, allow them to take control of the situation.
	Position: Event Coordinator/Safety Officer
Phone: xxxx-xxx-xxx

	
	Delay Trigger(s): The event will be delayed if the fire disrupts critical areas (e.g., access points, activity zones) and requires more than 30 minutes to clear or if smoke or unsafe conditions prevent the safe continuation of event activities.EXAMPLE
 ONLY

Cancellation Trigger(s): The event will be cancelled if the fire spreads uncontrollably, threatens attendee safety, or if emergency services deem the outdoor venue unsafe or inaccessible for further activities.
	

	Severe Weather Events (Mandatory)
	1. Monitor weather updates: Continuously check BOM.com.au website for weather alerts 24 hours before and the morning of the event for changing conditions.
2. Activate weather protocols: Implement pre-established weather procedures, such as seeking shelter or delaying outdoor activities, depending on the forecast.
3. Evacuate if necessary: If conditions worsen and Bom issues severe weather warning (e.g., heavy rain, lightning, or extreme wind), evacuate attendees to the Emergency Assembly Area 
4. Provide updates: Keep attendees informed about the weather status and any safety procedures in place.
. 
	
Position: Event Coordinator/Safety Officer
Phone: xxxx-xxx-xxx

	
	Delay Trigger(s): Delays may occur if weather conditions worsen during the event, making it unsafe to continue outdoor activities.
Cancellation Trigger(s): Monitor BOM.com.au for weather alerts 24 hours before and the morning of the event. If a Severe Weather Warning (e.g., thunderstorms, hail, or strong winds) is issued during the event, the event will be cancelled to ensure attendee safety.
	

	Crowd-Related Emergencies (Mandatory)
	1. Monitor crowd behaviour: Observe for signs of crowd agitation, overcrowding, or behaviour that could lead to a stampede. 
2. Activate crowd control: Deploy security or trained personnel to manage crowd behaviour (e.g., redirecting crowd movement, clearing aisles). 
3. Initiate evacuation if necessary: If crowd control fails, initiate orderly evacuation. To Emergency Assembly Area
4. Provide clear communication: Use PA systems and/or staff to guide attendees calmly to exits. 
	
Position: Event Coordinator/Safety Officer
Phone: xxxx-xxx-xxx

	
	Delay Trigger(s): if crowd behaviour, such as fighting or overcrowding, temporarily disrupts safety, requiring areas to be cleared or restricted.
Cancellation Trigger(s): if crowd behaviour becomes dangerous and crowd control is ineffective, compromising attendee safety.
	

	Security Threats (Mandatory)
	1. Assess the threat level: Evaluate the nature of the security threat
2. Alert security and law enforcement: Immediately inform event security and local authorities by calling 000
3. Evacuate the area if necessary: If the threat involves a physical attack, Assemble attendees to Emergency Assembly area 
4. Provide communication updates: Keep attendees informed of the situation through PA announcements, social media, or text alerts. 

	
Position: Event Coordinator/Safety Officer
Phone: xxxx-xxx-xxx

	
	Delay/Cancellation Trigger(s): If the security threat involves imminent danger to attendees immediate cancellation of the event is necessary. If Police determines that the venue must be evacuated, the event will be delayed or canceled depending on the severity of the threat.
	

	Add Another Emergency Type
	1. 
2. 
3. 
4. 

	Position: 
Phone: xxxx-xxx-xxx

	
	Delay/Cancellation Trigger(s):
	

	Add Another Emergency Type
	1. 
2. 
3. 
4. 

	
Position: 
Phone: xxxx-xxx-xxx

	
	Delay/Cancellation Trigger(s
	

	Add Another Emergency Type
	1. 
2. 
3. 
4. 

	
Position: 
Phone: xxxx-xxx-xxx

	
	Delay/Cancellation Trigger(s):
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