Return To: City of Key West event _requestibeityofkeywest-fi. gov
Maria Ratcliff, Special Events Administrator Phone: 305-808-32881
PO Box 1409, Key West FL 330411408 Fax: 305-809-3886

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

if any section duplicates information provided in the Special Event Application submitted for your event, piease refer 1o that
information in the applicable section. Piease attach supporting documents and addendums as needed for each section. Please

note that stof 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,
fo_ljg_e_l?&aﬂ_menl. and Special Eien?s_ O_ﬁi_a_g and shared with you. Thank you for hosting your event in Key West! .
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The event's audience profile is essential when planning for risks and ensuring that appropriate
control measures and facifities are in place for the event. Include previous history, entertainment
type, and ticket sales to help in indicating the audience E
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The minimum number of crowd managers‘ shall be established t a ratio of one crowd managerto _
every 260 persons. Where approved by tha fire code official, the ratio of crowd managers may be
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"| Provide details of the tralnlng received by by securlty and crowd management personnel.
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Detall the nature and format of pre-event bneﬁng andt lrak\lng sessions (e.g. how security and crowd 1
SECURITY AND management personnel are made aware of emergency arrangements and the arrangements for their
CROWD own health and safety).
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Tharafa.;‘g é/? eﬂ(d afl_y

(M H’ da&! fo be aﬂﬂﬂdﬂt'(

"Provide detalls of hwv the number of attendees at th eventﬁre obe monltored and. Ilad (e. :

g :N : %%:%':L hcketed e t' monitored entranr7; ’2”’, = “1.4! d}/5 g 7%
NUMBERS /a ) J # f 71
ERECI M ST RS NS = M | r-s.w

| Detail ¢ any PA systems in use at the event. if the entire site is not covered, ‘ploase detail which paris
are not covered and how these areas can be communicated with in the event of an emergency.
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PA SYSTEM | A/ 4

Describe who will have radios for communication and which channels will be allocated for what
activity,
RADIO

COMMUNICATION A) A’_

Detail here where loud hailers can be located if in use at the event, and list those trained and
confident in use.
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| List details of any landlines or alternate methods of oommumcation in the event of problems with
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| Provide details and iocation of any signage or public information facliities being used to direct | persons

around the site including first aid locations, loslcmldren. and fost and
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'Enter details of the first ald and emaergency medk:al support ;your event, mdudmg certification level of providers providers and
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Identify where eac acilityfirst ald point is located on your site and identify each on your site plan. Refer to and
attach maps as needed.
B FIREIRISKASSESSMENT.

A fire risk assessment must be carried out for all locations. Detalls of any risks idenﬂflad and the way thet they are to be
managed shoukd be included in training and briefing materiais and meetings.

| Provide details of the type, number and location of fire extinguishers to be provided tﬂhe event.
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- List any pyrotechnics or special effects used during the event.
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Is there Police traffic management of the event?
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| The event promoters should maintain & record of ev evetythmg thatoccurs throughout the event,
List co information for all members of the event responsible for these records
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Identify methods of commiication with emergency management organization, including poligs/fire,
EMERGENCY and medical teams.
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Detall the general arrangements end notification process in event of extreme weather (e.g.

Absolutely no refunds. Event will be
eld = |
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FHBTHER cont. | Extreme weather may cause other specific actions 1o 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 ciosures.
Detail any additional dedicated emsrgency vehicle access routes and rendezvous po any
public routes or locations that may be for emergency vehicl
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Detail emeyency evacuation plan for event attendees, volunteers, and contraciors. Include a map in
the Special Event Application.
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L OSTCHILDREN/VULNERABLE PERSONS

Detail here the arrangemants for safeguarding and reuniting lost children or other vulnerable persons with care persons,

parents, or guardians. Identifymebcationont ‘ map. we p e{y ON /OJ /. CC
- "% dbsi

[
DD EBRIEERND EVENTIREVIEW

A post-event debrief may be required by the Special Events Office. Please be prepared to present the follow
debrief:

® o
= Particular arrangements that worked well to ensurs public safety f’c 0 b/e[ﬂ
* Any identilied weaknesses in the arrangermnents that require improvement e
» Review of any incidents and remedia! action required

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

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



