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Document purpose: This document is for staff, partner staff and event volunteers to inform how the event is to be executed.
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1. [bookmark: _Toc203487257]Event Summary
[bookmark: _Toc203487258]Key contacts
	Role
	Name
	Organisation
	Contact

	Event Director
	
	
	

	Ride Coordinator
	
	
	

	Site Coordinator
	
	
	

	Logistics Coordinator
	
	
	

	Participant Coordinator
	
	
	

	Volunteer Coordinator 
	
	
	

	Registration and merchandise
	
	
	


[bookmark: _Toc203487259]Run Sheet Summary
Describe the overall running of the event. 
	Day
	Date
	Depart
	Arrive
	Information
	km
	Notes

	1 
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3 
	
	
	
	
	
	


[bookmark: _Toc203487260]Resource Plan
Key Event Management Roles:   (amend or delete as required)

· Event Director - name
· Medical Team - name
· Medic support on route and any overnight stays
· First Aid volunteers on rail trail with the riders
· Ride Coordinator – name
· Ride Marshals
· Bicycle Mechanics
· Route Drivers (lead, tail and sweep)
· Liaison with Medics
· Site Coordinator – name
· Reception area 
· MC duties 
· Amenities placement on site
· Liaison with Medics
· Volunteer Coordinator event – name
· Liaison with volunteers
· Logistics Coordinator - name
· Catering
· Transport
· Other Suppliers 
· Participant Coordinator – name
· Registration of riders
· Participant enquiries

Resources: detailed list of all event resources. (amend or delete as required)
	Team
	Name
	Where/what
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc203487261]Transport Plan
Detailed transportation requirements for the organisation and volunteer resources: (amend or delete as required)
	Name 
	Team
	A to B 
	B to C
	C to D

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc203487262]Equipment, Amenities and Vehicle Plan
Detailed equipment and vehicle requirements: (amend or delete as required)
	Equipment 
	Where
	When
	Transport
	Provider
	Notes

	Signage

	
	
	
	
	

	E-bike charging

	
	
	
	
	

	Transport
	
	
	
	
	

	Toilets and showers
	
	
	
	
	

	Rubbish Bins
	
	
	
	
	

	Hire vans
	
	
	
	
	

	Communication equipment
	
	
	
	
	

	Marquee
Tables
Tablecloths
Folding chairs
Flags 
Banners
Power boards Extension leads
Chargers
Lights
Information pack for staff
A frame boards for notices
PA System

	
	
	
	
	

	Bike Racks
	
	
	
	
	

	Registration packs

	
	
	
	
	



[bookmark: _Toc203487263]Catering, Hospitality and Vendor Plan
Catering: (amend or delete as required)
	Day
	Meal 
	Catering Provider 
	Location

	
	
	
	



Entertainment: (amend or delete as required)
	[bookmark: _Hlk195079914]Day
	Where
	Vendor
	Notes

	
	
	
	



Supporting Vendors: (amend or delete as required)
	Day
	Where
	Supplier
	Notes

	
	
	
	



Accommodation Plan : (amend or delete as required)
	Who
	Linville
	Esk

	Riders

	
	

	Volunteers

	
	

	Staff
	
	


2. [bookmark: _Toc203487264]Daily Run Sheets
Daily Run sheets (This section has a run sheet for each day of the event. Requires as much detail as necessary to inform the event resources, staff, volunteers and suppliers)
	Day X

	Description of day

	Time
	Team
	Responsible Person
	Actions

	
	
	
	

	
	
	
	


[bookmark: _Toc203487265]Site Information
[bookmark: _Toc203487266]Site Map 
[bookmark: _Toc203487267]Route Map

A. [bookmark: _Toc203487268][bookmark: _Hlk488135282]Emergency Contacts
· Emergency Call 000 - in the event of an emergency, then Event Director
· Event Medical Team – Number
· Ride Coordinator - Number - for any urgent safety issue on the bike route.
· Event Centre – Number - for any urgent matter not related to the bike route.
· Event Director – Number – for any urgent matter related to the event operations.

Local Police Stations:
	Police Station
	Phone

	
	


[bookmark: _Hlk483995124]Local Hospitals
	Hospital
	Ph.
	Opening hours
	Address

	
	
	
	


Medical Centres
	Medical Centre
	Ph.
	Opening hours
	Address

	
	
	
	


B. [bookmark: _Toc203487269]General Information
Lost property
If you find something – take it to tent & if you lose something, have a look for it there too.
Fire hazards
Smoking, fires (including camp stoves), candles and sparklers are not allowed on the campsite.  Please also be mindful of cigarette butts - extinguish them and them place in the bin.  
Weather 
The Event Director will provide weather briefings as required. 
Alcohol
XX is not a BYO event. No other alcohol is to be brought onto or consumed on the campsite.
Campsite Times
Campsites aim to open at 12 noon 
Lights go off at 10pm. 
Visitors
Friends or family may visit you on the campsite. Visitors will not be served meals.
People who leave the ride
Any person who leaves the ride early needs to notify the Ride Coordinator of their departure. Similarly, any participant who will arrive late should notify Ride Coordinator as soon as possible. 

Media Liaison
All media enquiries should be referred to the Event Director.
[bookmark: _Toc7620932]Identification of participants
Every participant on the event will have a wristband and a bike plate for the front of the bike.
[bookmark: _Toc7620934]First aid
There are medical personnel available during the ride. They can be contacted via (insert). While there are set hours for standard matters, they are available 24 hours for emergencies. On the rides there will be a paramedic in a vehicle and a first aid officer on bicycle.
In an emergency call 000 (or 112 in areas of poor reception).
Personal safety & well being for staff and volunteers:
· Always be aware of your personal safety and your surroundings.
· Do not place yourself or others at risk of injury or harm.
· Look after yourself and those around you. Stay warm, dry and sunburn free.
· Wear a high visibility vest when working on or near a roadway, in a crowd or other occasion when your visibility is important.
· Wear fully enclosed shoes when working.
· Always wear a hat and sunscreen. 
· Water & food is available.

C. [bookmark: _Hlk194491340][bookmark: _Toc203487270]Incident Reporting 
Refer to Incident Reporting Form
Refer to Event Emergency Management Plan (separate document)

D. [bookmark: _Toc203487271]Risk Management Plan
Refer to Risk Management Plan Insert template link

Endorsement
	Position
	Approver
	Date 
	Comments

	
	
	
	

	
	
	
	







