Contingency Plans

Contingency planning is a vital aspect of any event management. Even the best-made plans are unlikely to ensure that nothing goes wrong. When a major problem does occur event organisers are expected to be able to react quickly and appropriately.

	Problem
	Cause/Contingency

	
Event Staff/Injury/Illness/Lateness



	
It is always possible that staff at the event may be late or be ill therefore becoming unable to make the event, therefore we need to ensure that members of the team are willing to step in at any time and help others within each department. This also applies to if anyone is late, others must be willing to help with whatever needs doing. We need to ensure that trained first aiders are readily available for both audiences and event staff, as accidents do happen however we just need to deal with them as efficiently and calmly as possible. Some things that will ensure that the night runs smoothly if these problems were to occur include:

· Have a designated staff manager that can help to designate roles at last minute or even help the team with whatever needs help with. Having someone shadow everything will ensure that any queries are dealt with.
· Have more staff than needed. It is important to ensure that there are free members of staff available to instantly help with whichever department is struggling, for example if ticket queues are long or if queues are building at the refreshment counters. 
· Ask for staff to report any injuries or illness as soon as possible to another member of staff or straight to management to ensure that there is no disruption to the event or the job role in which they were participating. 

	Fire
	As there will be several lights and electrical equipment being used as well as drinks being served, there is always a risk of fire. We can help to prevent this as a team by being confident on fire procedures and fire exits and informing audiences of these. We can also politely remind audiences that smoking areas are provided and these should be used throughout the evening. 

	Technical Issues
	As we will be using equipment such as lighting and microphones/sound systems it is important that the crew have a briefing before-hand of how to use equipment etc. It is also important to have a more professional member of staff from the college there on standby so that they can supervise with any issues that may occur on the night. It is also important that the hosts are confident and loud so that if there are issues with sound, audiences will still be able to hear and get the main idea of the event. 

	Legal Issues
	There will be several students filming the event and taking photographs throughout the night so it is important that all audiences are aware of this, especially if they do decide to bring younger audience members with them. Publishing the photos online or using them to promote new college without their permission would cause issues.


[bookmark: _GoBack]



