
Keep it fun. Keep it safe.
Developing Emergency Plans for your community event



What is a Special Event?

A SPECIAL EVENT:

ÅIs non-routine

ÅPlaces a strain on community resources

ÅMay involve a large number of people

ÅRequires special permits or additional planning, 
preparation, and mitigation

ÅEach communityôs resources and laws and permitting 
process are different. Be sure to review your Municipalityôs 
special event regulations and permitting process to 
get specific information.



Examples of Special Events

ÅFairs

ÅFireworks displays

ÅParades

ÅTrade Shows

ÅConcerts

ÅFestivals

ÅMotorized events

ÅPolitical rallies

ÅSporting events



Positive experience

DUTY OF CARE

ÅThis means taking reasonable steps to prevent 

harm coming to anyone involved in your event and 

making plans in case of any emergency situations 

that could arise. 



The Importance of Planning

ÅPlanning for the potential risks and hazards

associated with large public events is critical to public 

safety and the success of any such event.

ÅA multidisciplinary planning team should be assembled 

which includes the promoter or sponsor and all 

agencies that might have a stake in the event, such 

as: Police, Fire, Public Works/Utilities, Public Health, 

Paramedic Services



Advantages of a Team Approach

A team approach to planning offers many 
advantages, including:

ÅA Sense of Ownership. The plan is more likely to be 

used and followed if the tasked organizations have a sense 

that the plan is ñtheirs.ò

ÅGreater Access to Resources. Greater knowledge 

and expertise are brought to bear on the planning 

effort when more people are involved.

ÅTeamwork promotes successful and safe events.



The Initial Planning Team Meeting

ÅAll involved agencies need to participate on the planning team from the 
outset to ensure a successful and safe event.

ÅAt its initial meeting, the planning team should:

V Develop a mission statement.

V Develop event objectives.

V Determine the necessary components 

of the public safety plan.

V Consider risks (including crowds, 

staffing, food and shelter, parking, 

transportation, medical facilities)

V Identify previous event concerns

V Discuss local/current concerns

V Community impact



Elements of emergency planning

ÅScope of the event

ÅSite Assessment

ÅIdentification of event risks, 
hazards & threats

ÅImpact on the community

ÅEmergency support required

ÅSafety & security

ÅFood Safety

ÅInfection Control, Infectious/Contagious 
Diseases

ÅWeather Monitoring

ÅCommunications

ÅTraining of event personnel, first 
responders and staff 



Permitting

Many communities require event promoters or sponsors to obtain permits 
before holding an event. Permits help the planning process by:

ÅNotifying the community formally of the intent to hold an event.

ÅProviding details about the event, such as venue, anticipated audience 

characteristics, and the intent to sell food or merchandise.

ÅReviewing information on the permit request can provide the planning 

team with a head start on event preparedness.

ÅPublic Health Application for special events



Assess the suitability of your venue

ÅIdentify all the activities that will take 
place including parking requirements

ÅEstimate the size of the audience and 
demographic 

(i.e., children, the elderly or disabled
will have different needs)

ÅIdentify nearby infrastructure 

(overhead power lines, seniors homes, 
schools, etc.)

ÅIdentify all venue entry points so you 
can actively monitor entrances and 
exits. 

ÅCreate a diagram to share to give the 
team a visual understanding. 

ÅIf the venue is outdoors, establish 
boundaries where the event perimeter 
begins and ends. Consider the use of 
temporary fencing and barricades.



Assess the suitability of your venue



Temporary Structures

Many events require easily constructed temporary structures, like:

The stage platform

Towers to house speakers and lighting

Temporary seating

Dance and viewing platforms

Roofs, towers, and masts

Marquees and large tents

Decorative items, such as archways, signs, 

and sideshows

A building codes inspector should supervise the erection of temporary structures 

and ensure that they conform to building and engineering specifications.



Risk Assessment

Step 1 - Write down all possible risks and who is at risk ïbe it attendees, crew, 

members of the public, or the venue itself. 

Step 2 - Write down how you will mitigate and manage each risk. This does not 

need to mean reams of paperwork, just note the basic measures, such as having a 

first-aider on site and accident report book. Place extra focus on your most severe 

risks, which must be prioritised and timetabled to reduce risk to an acceptable 

level.

Step 3 ïEnsure all staff and volunteers are familiar with 

the mitigation and response procedures 



Hazards and risks to consider

Abandoned vehicles Assault Bombthreat Cancellation of event

Civildisturbance with 
demonstrations

Communications Crowd control Dignitary protection

Epidemic or other 
public health concern

Fire Fire aid Flood 

Food handling Waste disposal Evacuation of area Lost child

Loss of utilities (water,
sewer, communication)

Lost and found Media relations Parking

Permitting Power failure Security Structural collapse

Weather Traffic control



Event planning checklist

ÅCreate a step-by-step safety checklist for execution 

during on-site setup, and another safety checklist for the 

day of the event. (see handout)

ÅIdentify a go-to decision maker ahead of time. Should 

something happen on the day of your event, youôll want 

to know who the decision maker is so everyone can 

communicate with them, and know who has the final call.



Public Health

Public Health promotes and protects the health and safety of all 
people through the delivery of quality public health services and 
the promotion of health care standards at a Special Event.

Items included for consideration by public health at special events includes:

ÅFood Safety

Å Safe Food Handling

ÅWaste Disposal

ÅWater Supply

Å Infection Control Practices



Food Safety

ÅWhen food is offered to the public, it must be safety 

prepared and the requirements of the Ontario Food 

Premises Regulation (O. Reg 493/17) must be met)

ÅFood vendors are responsible for making sure all 

requirements are met

ÅOrganizers must contact the health unit at least 2 weeks 

before an event and provide information on the date and 

location of the event and information about the food vendors



Food Vendors

ÅMust ensure they follow the 

requirements in the Ontario Food 

Premises Regulation

ÅVendors must read and understand all 

the special events requirements

ÅRead handwashing requirements 

and ensure handwashing station 

will be in place

ÅEnsure a certified food handler 

is available on-site for the event

ÅCall the health unit to ask any 

questions needing clarification

ÅExpect an inspection during

the event!



Safe Food Handling

ÅEnsuring food is from an approved 

source 

ÅFollowing proper cooking temps. by 

having a probe thermometer on site

ÅEnough coolers/refrigerators to 

store hazardous foods

ÅSafe storage of food to prevent 

contamination

ÅProper use, storage and cleaning/ 

sanitizing of equipment and utensils

ÅSupply to hot and cold (or mixture of 

warm) potable water

ÅAccess to a dedicated hand washing 

station

ÅA prepared approved surface sanitizer 

in labelled bottles or buckets



Waste Disposal

ÅRemove waste frequently

ÅAll waste water must be disposed of in a clean manner

ÅEnsure enough garbage bins / bags are provided

ÅDispose of garbage in a clean manner

ÅFollow municipal by-laws for garbage disposal and recycling



Water Supply

ÅAll water used by food vendors at a special event must 

be potable

ÅIf water is from a well or non-municipal source, water 

must be tested and proven to be safe for consumption 

prior to event date

ÅWaste water must be disposed of properly



Hand Washing

ÅHand washing station must be ready to use prior to 

beginning food preparation or food service

ÅMost food trucks or trailers are plumbed as equipped to 

have pumped hot and cold running water however there are 

alternative, temporary ways if there is no plumbed system:

Coffee urn, camp jug etc. with waste water collection



Hand Washing

ÅHot and cold or mixed warm must be available

ÅGarden hoses, pouring water over hands or dipping 
hands in container / standing water are not acceptable 
for a water supply for hand washing

ÅSoap in a dispenser must be available as well as 
single use paper towels

ÅHandwashing must occur whenever hands are visible 
solid or when moving from one task to another 
(i.e. collecting money to handling food)

ÅNo smoking at booth, donôt work when ill, cover cuts/sores



Safety

The safety of staff and the public is an important consideration. 

Inspectors must be aware of occupational health and safety standards, 

including those related to:

ÅLoose power leads

ÅTrip hazards

ÅInadequate refuse disposal

ÅInappropriate positioning of 

equipment

ÅPoor ventilation and extreme 

temperatures

in the work environment

ÅPoorly stacked supplies

ÅUnguarded equipment



Health Promotion

Consider the opportunities to promote health messages at public events 

and to encourage event organizers and service providers, such as food 

vendors, to participate.  Examples include: 

ÅSun safety

ÅNon-Smoking / Vaping

ÅHealthy menu options

ÅInfection control



Security Plan

ÅProviding security services is vital to public safety.

ÅContract with police or private security companies, 

especially when thereôs alcohol involved. 

ÅDetermine crowd size. 

ÅUse security to ensure guests donôt stray into 

staff-only areas or areas reserved for VIP. 

ÅAssess guest risk. 



Pre-Event Briefing of Security Personnel

To enable security personnel to perform effectively, they should be briefed prior to 

the event. The pre-event briefing should cover:

ÅDetails of the venue, including entrances, 

exits, medical aid locations, and potential 

hazards.

ÅClear direction on unacceptable behavior.

ÅBasic information about the event.

ÅDetails of emergency and evacuation 

plans.

ÅInstructions for operation of onsite 

emergency equipment.

ÅDetails of the incident communications 

plan.



Emergency response procedures

Develop specific procedures to deal with: 

Åa missing person

Åfire or explosion

Åinjury

Återrorism

Åevacuation or shelter-in-place

Åsevere weather



Providing Lost-Child and ñMeet Meò 
Locations

ÅDepending on the size of the event and the number of spectators, children may 

become separated from their adult supervisors. Planners should designate a 

place for lost children to be reunited with their adult companions and develop a 

way to allow information to be disseminated quickly and accurately.

ÅOne useful way of handling lost children is to provide ñmeet meò locations. These 

are well-marked, designated locations throughout the site. Patrons can plan to 

meet at these locations if they become separated.




