Retumn To: City of Key West even! request@ctyoficeywest-fi gov
Maria Ratcliff, Special Events Administrator Phone: 305-808-3881
PO Box 1409, Key West FL 33041-1409 Fax: 305-809-3886

This template has been produced to aid event organizers in planning safe and exciting events with 50 or more attendees. This |
document, along with the Special Event Application, are reviewed by the Key West Special Event Administrator to ensure that all
safety aspects have been met. This template can be used for any size event but is required for events with 50 or more attendees.

If any section duplicates information provided in the Special Event Application submitted for your event, please refer to that
information in the applicable section. Please attach supporting documents and addendums as needed for each section. Please |
note that not all parts of the template may be relevant for every event.

Once reviewed by the Special Events Administrator, conditions and requirements will be set by the Key West Fire Marshal,
Police Department, and Special Events Office and shared with you. Thank you for hosting your event in Key West! |

1. EVENT OVERVIEW

EVENTNAME | L[/ o f Juﬁ/ Frrewoek Celebration

EVENT DATE r}_"_}_ 202_}
The event's audience profile is essential when planning for risks and ensuring that appropriate

control measures and facilities are in place for the event. Include previous history, entertainment
type, and ticket sales to help in indicating the audience profile.

AUDIENCE The Retaey Club of st has been holding +heir Annual.
FROGICE Lireworic ;'Zo.o for ove%ur Dgcades . This O;{eJ e will be.
nbomg A si4 DN Dinner (VIP) jn +he TIndigenous Park,

Lot $or APpaximatel y 250 Deople . Hotvoq| Homburgere wil Sleo %{ y

Give a brief overview of the chain of responsibiiity for the main roles-within the evént. Identify who is
résr]onsible for what and give further details in the ‘Roles and Responsibilities’ section below.
nr

ishe Maehn - EVent Dreckr overseeing event
gﬁﬁlﬁ? ZATION | Cathy Ceane - iverd co - Director

vefte ThlboH - Catered Denner Director

Hon Weekley - Money Sales
Brian Barreso - Hamburger |Htogs

Role Title Briof Explanation of responsibilities
Y i ¥ R T
\veHeT - Lood Chaie |HAnd lin ('Fﬂ'cred V.IL Dipner
A Woerley - Shles chain ond)im Money | saleg
e B;ﬁud chair _&_gglﬁigfd F#ﬂdzgs -
Jolive -Beveruqt Chaip 54 zam%g.s I N
u K e _ .

Dcmn_cj Rlance Kuj wWest fice, Dept - 41 ceworks !3;{?/‘

| Name ChQL‘iaL 1e. Marhn mobte 305 -304 -G8 |
CONTACTS MMJ@M&%PH’( Lvangine 305~ §S3~ (5(,08

Emall O M gethis e




Name %OC r—aﬂ ____\.1(15._1_? f_XS ! IEJ.._ n mmmimeed

| Role |2V €t Chalf' ]21)’}6;(7 Landline
 Email ('r'nme}(uﬂama, L&
| Name SIVf He T blkoH  Moblle 305 - 304 - TpsD
CONTACTS  |Roe [zvp (hair o Landine ,
| (CONT) Emal \dglbotf [238a0l.tom
| Neme Br(GN Baaos0 | mowie 305 - ¥53 -(,(,05
Roe 0> Chair ~ llendtne
Email m(wsoaqm:nl Zhe) |
Nam_ e Jim olve. iM%-.BQg 393-L531
hai _ ltendie
Ema|| J o 1:1{; E?g o Co
2. CROWD W LU NAGEME ’ﬁr'_l‘? e ,;_ w . Gy /

The minimum number of crowd managers shall be established at a ratio of one crowd manager to .
every 250 persons. Where approved by the fire code official, the ratio of crowd managers may be |

reduced based upon the nature of the event.

LTt Tallit st i B

Number of Volinteers rof Paid Staff
SECURITY AND [ 5— - i % ._2_—-__ )
CROWD Communication Methods
| MANAGEMENT | Primary: C.2[| Phyne.
STAFFING | Bacup:
Keg whes+ Pilice.

'Number of staffing to be provided including different levels of provision at different imes during the
| event, if appropriate.

Y paid officers .

15 volunteers
Describe identification method of security staffing levels (e.g. yeliow shirts for volunteers, red shirts for
' managers).

| Yellow Rotaey Shiefs " Crew" on-the back

Duties (e.g. searching at entrances, badge checking, rapid response, crowd monitoring, emergency
evacuation, control and direct the public as required, monltoring ﬁre eqmpment etc.).

CRowD Mpnitoring dontrol , Condrol witl b€ monitored by
Rotary Slaff q%bu—,afﬁc:rs




i l;v%de details of the training received by security and crowd management personnel. ]

| Detail the nature and format of pre-event briefing and training sessions (e.g. how security and crowd
management personnel are made aware of emergency arrangements and the arrangements for their

Cs:ERCURITY AND | own health and safety).

MANAGEMENT | \//4 |
STAFF !
TRAINING

—— s o Lt [P

Provide date(s) and times of pre-event briefing and training sessions.

vin

et e _ : S R ———
| Provide details of how the number of attendees at the event are to be monitored and controlled (eg.
 ticketed event, monitored entrances and exits).

MANAGEMENT ' —— o). : . ' |
Zndigenous arkmg Lot will be barricaded ofF ¢ Redar
NUMBERS F“ Wil aljow Hikked Faldecs to Srier b enit ! T |

| Detail any PA systems in use at the event. If the entire site is not covered, please detail which parts }
are not covered and how these areas can be communicated with in the event of an emergency. ¢

pAsYSTEM | N /A

' ]
1 Describe who will have radios for communication and which channels will be allocated for wiat
. | activity.
| RADIO | i
, COMMUNICATION N ﬁ’ |

5 o .
Detail here where loud hailers can be located if in use at the event, and list those frainedand

c nt in use.
LOUuDHAILERS | N |-

| List details of any fandiines or alternate methods of communication in the event of probiems with
telephone or radio communication.

TELEPHONE | |FF -




i B ' Provide details and location of any signage or public information facilities being used to direct persons |
around the site including first aid locations, lost children, and lost and found.

oy Ritery TInformatun Tort will be. set vp

INFORMATION

List contact information for all senior members of the event organization prepared and authorized to
give statements about the event.

name "ot Maehn  [wee 05 30YSIK [ |
_Role EVent Direc{or ! Landline B '
! Email
MEDIA M_Caﬁi'bj LRune, | movie 305 - 197-5518
Roie EVENTC0 -Dicecfor | Landine .
Email
Name —— Mobile
Role L Landine _ IE—
Email

Enter details of the first aid and emergency medical support for your event, including certification level of providers and
name of organization providing coverage.
Al medicad eeergencies will be hendled Ag_ kw fre Depalment
which will be ppsTe
i
{

v o o syt

fﬁiwgﬁﬁ;& First Aid Stations at Event | Click or tap here to enter text. - ;'
' Identify where each medical facility/first aid point is located on your site and identify each on your site plan, Refertoand
| attach maps as needed.

|

A fire risk assessment must be carried out for all locations. Details of any risks identified and the way that they are to be
managed should be included in training and briefing materials and meetings.

T {:I-’rd'li&é details of the type, number and location of fire extinguishers to be provided at the event.
fire echn ﬂuid\ erx will be ¢n ha,,\o‘

FIRE
EXTINGUISHERS |

" List any ‘rvyrolechnlcs or special effects used during the event. ]

pyroTecuNcs | ) Technits Will be provided by Pyroteenico The shoo |
B | Gark ot 00 ana Sod . 2 '

| B ]




WEATHER cont.

EMERGENCY
VEHICLE
ACCESS

EVENT
EVACUATION
PLAN

[ Detail the general arrangements and notification process in event of extreme weather (e.g.

|
t

1

i
|
i

.'
r

cancellation criteria)

Dstpine /Cﬂﬁfx"/(_. event- -

Extreme weather may cause other specific actions to be taken to prevent injury or damage. Please
detail preparation and staff training performed to ensure appropriate action is taken to respond to
extreme weather conditions.

" Special Event Permits require a 20’ fire lane for emergency vehicle access along any street closures.

Detail any additional dedicated emergency vehicle access routes and rendezvous points or any
public routes or locations that may be used for emergency vehicles.

Hanoled 6j Kw pslice,

"I Detail emergency evacuation pian for event attendees, volunteers, and contractors. inciude a map in |

the Special Event Application.

@Vd(uaﬁab will be. ¢ crected b% o fslice

Detail preparation and staff training performed to ensure appropriate action is taken to during
evacuation.

el/d(u.cw‘m.n will be directed Ly e RLce

debrief:

" Detail here the arrangements for safeguarding and reuniting lost chiliren or other vuinerable persons with care persons,
| parents, or guardians. |dentify the location on the site map.

Rotery Tert will be. setcwp and volunteers will Assicr-

|

A post-event debriel may be required by the Special Events Office. Please be prepared to present the following at any

= Particular amangements that worked well to ensure public safety
« Any identified weaknesses in the arangements that require improvement

l - Review of any incidents and remedial action required

s e S i == - e i

Please attach or include any additional site plans, risk assessments, and assoclated event
documents required above.

Your completed Public Safety & Event Management Plan is due 45 days prior to your event.



i Is there Police traffic management of the event?

List details of police involvement in the event. Refer to Spécial Event Permit Application where applicable.

Commens: [C¢y West PoLice haw historically provided Staf ¥ for cvent .
?0'#}7’% will be -mylhj "gr' 2 otlitere 7{)56 Onsl‘l'(

On site police presence during the event: /-C <

Comments:
‘4 T ;.j i I .1'.' 1 i
" T A A .__ 2 ] - ' J", I:.-tl p ;
| The event prbmo{ers should maintain a record of everything that occurs throughout the event.
List con mnation for all members of the event responsible for these records .
| Name_ I'.—S"hf, Maf‘h[} Mobile 305 30"/57XL
weoenr  LRoe et Dor. o lwwawe
RECORDING Emalil
Name ( 1HN Y | mobile 305 - Q?.y_ &5 123 |
Roe  EVENF (00 - .DII‘ | Lendine
Email
!
e | Describe location and funct:onality of the event's emergency management command post.
Inhemahon Tent
EMERGENCY | I
MANAGEMENT  "Degcribe arrangements and procedures for the hand-over of control of aspects of your event to
COMMAND POST | emergency response agencies in the event of an emergency
Zn an emer eac:[ c‘om‘nl Luould be —furned pver o the. appropriote
(espendrn emy with the even+t D/rcalar a Co Director Prowdmj
B ] |den% methods of communication with emergency management organization, including police, fire,
EMERGENCY and medical teams.
COMMUNICATIONS
PLAN %Llfe,/ 'Fiﬂe_ OAS/'IL-Q/
T | Identify person responsible for r monitoring weather forecasts in advance and during the event, who
this information will be passed to and where the information will be obtained. T
J
EXTREME .
WEATHER % : = :
Name ( /bflgm MMO M°b"° &305 if/ QS7CF /
Role_ Ve DI Landiine
___ | Email




