	
	
	



Event Manager’s Role in an Incident: 
The Event Manager is responsible for the logistical, practical elements relating to the crisis and the event. 




999
Notify Emergency Services if relevant.
Note: if University Security Services are present, they will do this. 

Remain the liaison point with Emergency Services and Security Services. 



Notify University Security Services via radio (select Events Office 3). If you don’t have a radio with you, they can be reached by telephone. 
Call USS 01865 289999 or 272944 (the control room)




Press Liaison
Will contact the Director of Public Affairs, who has overall responsibility and will liaise with the VC/VC’s Office and Registrar.
Spokesperson
Appointed by the Incident Team Leader, most likely the event host. They will ensure that guests remain informed. 
Incident Team Leader
Responsible for reassuring the event host(s) that the situation is being managed and then convening the Crisis Communications Team. 




	
	
	



																																																																																																																																																																																																																																																																											After the incident: Arrange for the Incident Communications Team to reconvene within a week of the incident to debrief. Following the debrief, pull together a report and circulate to relevant stakeholders.
Make a decision on how to proceed. 
Manage all logistical elements as agreed with the Incident Team Leader, including, but not limited to, liaising with suppliers, sourcing alternative space, and managing event stewards. 
Arrange a liaison point to meet with the Incident Communications Team. 

	
	
	



	Event Manager:

	Date:
	Location:
	Event:

	

	Incident no.
	Time
	Description of incident
	Person(s) involved
	Action taken
	Emergency services involved
	Status e.g. resolved, processing

	






	
	
	
	
	Yes / No
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