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MILL ROAD WINTER FAIR

Saturday 1st DECEMBER 2007
Management Control Document
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Introduction
The MIll Road Winter Fair (MRWF) will take place on and around Mill Road on Saturday 1st December, 2007 from 10.30am until 5.00pm. All details of the Fair, including this document, may be viewed at http://www.mill-road.com.

Estimated figures of attendance are 6000. Based on previous MRWFs this attendance will be spread out during the course of the whole day and length of the road.
The management of the event will be co-ordinated from the Control HQ based at the Council Depot in Mill Road, near the railway bridge. HQ will control and monitor all aspects of stewarding and safety. The MRWF Safety Officer and St John Ambulance will be based at the HQ and all stewards will be required to sign in and out at the HQ. All documents relating to the event will be held at the HQ.

This control document details responses to various incidents and contains a hierarchy of control for dealing with larger incidents. It should be read in conjunction with the Cambridgeshire Constabulary Contingency Plan.
A tour of Mill Road and briefing session for all stewards will be held on the evening of Friday 30th November at the Fire Station and will include elements contributed by all emergency services. Representatives of the Fire Service and Police will also be there. Stewards will also receive on-site briefings from the Safety Officer when they arrive for duty at the event.

This document will be circulated in draft form to:

Mill Road Winter Fair Committee

Cambridgeshire Constabulary

Cambridgeshire Fire Service

Cambridge City Council Environmental Health and Protection

Cambridge City Council Safety and Emergency Planning Manager
Cambridge City Council Parks and Recreation

East of England Ambulance NHS Trust

Excerpts will be used to brief stewards, contractors and artists at the event.

Risk Assessment

The planning of the Mill Road Winter Fair has been based around risk assessment as detailed in this section.

Some of the regulations and guidance used to prepare this document are listed below:
Health and Safety at Work Act 1974

The Good Practice Safety Guide 2006. For small and sporting events taking place on the Highway, Roads and Public Places.

Management of Health and Safety at Work Regulations 1999

Guide to Fire Precautions in Existing Places of Entertainment and like Premises 1990

Lifting Operations and Lifting Equipment Regulations 1998

The Event Safety Guide 1999

Home Office: Dealing with disaster (third edition)

HS (G) 154: Managing Crowd safety

HSG175: Fairgrounds and Amusement Parks : Guidance on safe practice 1998.

Noise at Work Regulations 1999

L108: Reducing Noise at Work 2002

Manual Handling Operations Regulations 1992

Control of Substances Hazardous to Health Regulations 2002
The following model was used to calculate risk factors

Severity/Likelihood scoring system

Severity 
3 – Major (death or injury)



2 – Serious (3 day absence)

 

1 – Slight (all other injuries)

Likelihood
3 – High (certain or near certain)



2 – Medium (harm will occur frequently)



1 – Low

Severity x Likelihood = Risk

	Work Activity
	Hazard Identified
	Control

Measures
	S
	L
	R
	Action Required
	Action Officer
	Completion Date

	General
	Proximity of pedestrians to traffic
	Circulate requests to local traders to avoid deliveries on 1st December 2007
Train stewards to be vigilant in protecting pedestrians from stepping into roadways. Stewards on duty from 10am (half an hour before opening). Will provide guidance for pedestrians encouraging use of proper crossings and wider pavements.
Safety recommendations and guidance for public in brochures.
Recommendations from Fire Service Officer


	3
	1
	3
	Write circular. Copy and deliver in first week of November and again in last week of November.

Tour of Mill Road and safety briefing of all stewards on evening prior to fair (30/1107). On site briefings for stewards on day.
Copy inserted and checked
Tour of main sites
	Co-ordinators
SO

SO/ Comms
SO/Co-ordinators
	1st – 20/10/07
2nd – tbc
30/11/07
And

01/12/07

06/11/07
27/11/07

	General
	Lost Children
	Procedure for reporting lost children

Lost children to be reported to Control HQ who will then advise on action. Child to remain with steward until further action notified by SO.

Police to be immediately informed by SO. Decision taken by police and SO about next course of action.
Forms at HQ to be completed

Pre-event liaison with CCTV operator
	1
	1
	1
	Ensure procedure is adhered to. Include in steward briefings.
Ensure regular communication between lost children, stewards, security, Police and HQ

Inform Cambridge CC of need for CCTV vigilance on day
	S0

SO

SO

SO
	30/11/07
05/11/07

	Crowd Management
	Crowds arriving, leaving, pushing, surging
	Fully briefed stewards

Intelligent timetabling of events to prevent surge points and times.

Clarity of information for public
Designated positions for stewards, with rotation at regular intervals to add to alertness

Hierarchy of reporting and control

Information for and liaison with Safety Advisory Committee

	3
	1
	3
	Brief and provide clear information for stewards

Good spread of times and venues by programmers

Agreed copy for programme (brochure). Information in programme. Pre-fair information for traders/participants etc.

Positions decided

See Control Document

Attend SAC meeting and remain in contact with members
	SO/Fire Service Officer
Co-ordinators

SO/Comms

SO/co-ordinators

SO
	30/11/07
30/11/07

05/11/07

20/11/07

06/08/07

	Crowd Management
	Trouble makers/Affray
	Stewards to act as observers

Police on site to enforce 


	2
	1
	2
	Ensure effective communication between control HQ, stewards, security and Police
	SO/Police
	01/12/07

	Crowd Management
	Major incident
	Control HQ in easy contact with emergency services

Emergency evacuation plan and measures responsibility of emergency services. SO to follow instructions and provide further information for stewards.
St John Ambulance based at Control HQ and in radio contact with SO and stewards.

CCTV monitoring
	3
	1
	3
	Ensure communication procedure is part of stewards briefing session

Prior discussion with Cambridge CC emergency planning officer.

St John Amb, Police and two MRWF committee members part of radio loop.

Prior contact with East England Ambulance Service.

Deployment request
	SO
	30/11/07
05/11/07
01/12/07

05/11/07

	Fire
	In premises
	Each building to be investigated to ensure that required fire extinguishers are present and correct and exits properly marked. Stewards for building to be made aware of risks and method of evacuation.
	3
	1
	3
	Tour of venues with Fire Service and Co-ordinators
	SO/Co-ordinators and Fire Service
	27/11/07

	Sound
	Noise
	Local residents will be leafleted with an explanation, giving times and duration of performances.

Events programmed in spaces and at times to minimise disturbance
	1
	2
	2
	Write leaflet and distribute

Intelligent programming
	SO/co-ordinators
	28/11/07
23/11/07

	Weather
	Extremes of weather
	Weather reports checked and appropriate remedial action taken
Stewards briefed on potential dangers

Clearly identifiable stewards

In event of severe weather conditions, MRWF committee to hold emergency meeting to decide on courses of action, potential scaling down, changes of operation or cancellation.
Liaise with local authorities on making pedestrian thoroughfares safer 

Ensure adequate First Aid provision
	2
	1
	2
	Check on –line weather services daily beforehand.

Link on mill-road,com

Make part of steward briefing.

Stewards always to wear tabards when on duty

MRWF committee to meet if considered necessary

Request graveling of roads and pavements in the event of snow and icy conditions.

St John Amb to provide 6 duty first aiders during day

	SO

SO

Chair/SO

SO
	01/12/07
30/11/07

01/12/07

01/12/07

01/12/07
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Organisation and Hierarchy of Control

MRWF Committee Officers

Chair MRWF
Abdul Arain

Petersfield Co-ordinator
Suzy Oakes

Romsey Co-ordinator
Sonia Cooter

Secretary
John West

Treasurer
Lenore Muskett

Safety Officer
Jonathan Goodacre

Public Relations
Claire Bisdorf

Petersfield Dep Co-ordinator
Aiysha Malik

Committee Member
Suresh Patel


Committee Member
Caro Wilson


Committee Member
Alan Lowe



   

Venues:
Swimming Pool
Robert Clyne   

Books for Amnesty
Lenore Muskett


Avenue of Limes 
Rebecca Rayner


Ditchburn Gardens
Sue Fitzgerald


St Barnabas Church  
Alan Lowe


Bharat Bhavan 
Suresh Patel


Argyle Street Co-op
Mike Tabrett


Mill Road Baptist Church 


St Philips Church Hall
Elizabeth Lawes


Deaf Centre
Roy Stamp

Romsey Mill
Angie Debenham

Important Contact Names and Numbers

Site HQ/Council Depot



Safety Officer (Jonathan Goodacre)


Addenbrookes Hospital




City Services
 Waste



St John Ambulance

Harvey Levinson




Parkside Police Station




Safety Advisory Committee Chair


Trevor George





Parkside Fire Station


Alan Pilsworth





Sergeant Simon Cross




PCSO Christopher Adkin




Emergency Planning Manager, City Council


Paul Parry






Contract Manager, Mill Road Depot


Philip Hammer





DCRS (Radio Hire)





Steward Positions 2007

1. Donkey Green/Swimming Pool

2. Pelican crossing at Petersfield

3. Pelican crossing at Covent Garden

4. Ditchburn Place



5. St Barnabas Church



6. Railway bridge/corner of Devonshire Road

7. Corner of Campbell Street


8. Broadway

9. St Philips Church

10. Romsey Terrace

11. Romsey Mill

12.  Roaming (without fixed position): between 11am and 3pm only
Emergency Procedures
This section outlines the manner in which control HQ will deal with incidents. It sets out the procedures to be implemented and the key people involved.

All minor incidents will be dealt with by the control HQ. All incidents will be reported to control HQ and HQ will allocate resources via radio to incidents as deemed necessary. Details of steward briefings, code words, radio protocol and fire safety are included in this document. HQ will constantly review minor incidents and scale down or up the response as necessary.

In the event of a ‘major incident’, control would immediately transfer to the Emergency Services. The Safety Officer and Stewards will be available to support the Emergency Services as necessary.

Should an evacuation of one area be required, stewards will be alerted and then dispatched to move people away from the affected area.
For this event a major incident is one defined in ‘The Event Safety Guide’ and ‘Dealing with Disaster’

A major incident is any emergency that requires the implementation of special arrangements by one or more of the emergency services, the NHS or the local authority for:

· The initial treatment, rescue and transport of large numbers of casualties;

· The involvement either directly or indirectly of large numbers of people;

· The handling of a large number of enquiries likely to be generated both from the public and the news media, usually to the police;
· The need for large scale combined resources of two or more of the emergency services;

· The mobilisation and organisation of the emergency services supporting organisations, e.g. local authority, to cater for the threat of death, serious injury or homelessness to a large number of people.
Declaration of Incident

The Safety Officer and Cambridgeshire Constabulary will be responsible for the declaration of a major incident, following analysis of information received from stewards or other trusted MRWF officers or support services (St John Ambulance, Police or venue managers). A major incident is defined as any incident with which the resources currently available are not sufficient.
The Safety Officer’s responsibilities will include: -

· Liaising with the emergency services

· Liaising with the committee

· Receiving reports from and directing stewards

If a major incident occurs that requires evacuation of large areas or the entire area, people should be moved towards the Station, Coleridge Road, Parker’s Piece or wherever removes them from the danger point. Stewards on site will be expected to assist Police in evacuating the site or in other ways as defined by the Police, Fire or Ambulance Services.
Sequence of events for evacuation
1
Notice of evacuation requirement received from appropriate authority
2
Head steward decides which evacuation route to use

3
Stewards notified of evacuation route after Xxxxx call sign

4
Stewards receive instruction via radio

5
Designated people at each venue will stop entertainment and make an announcement:

‘Ladies and Gentlemen we have had to break the entertainment to make an important safety announcement.  

For your health and safety please follow the directions of the stewards wearing who will guide you out of the area. Please walk and leave the site in an orderly fashion’

6
Stewards encourage people to leave in the appropriate direction for the evacuation route.

Identification of Mill Road Winter Fair Stewards

All official Mill Road Winter Fair stewards will be wearing high visibility jackets (tabards) with the words ‘Mill Road Winter Fair’ written on the back.

Fire Safety

All caterers and traders (those carrying combustible goods) are required to have fire extinguishers.

All stewards and staff will be briefed to be aware of build-ups of combustible wastes and to remove to the skip areas or report them to the control HQ.

Fire Precautions 

Each marquee and performance area will be equipped with suitable fire extinguishers conforming to BS EN 3: 1996 and be coloured in accordance with BS 7863: 1996 and BS 5306: 1985

Alan Pilsworth from Cambridgeshire Fire and Rescue Service walked Mill Road with Jonathan Goodacre (Safety Officer), Suzy Oakes (Petersfield Co-ordinator) and Sonia Cooter (Romsey Co-ordinator), examining premises where events are to be held. Fire extinguishers and fire exits and signs were checked and advice given about improvements.
Training in the use fire extinguishers will be given to all staff including choice of extinguisher, use of extinguisher and safety of operation.

Fire Action

On discovering a fire, however small, the steward will report the incident to control HQ using the radio protocol and designated code words and give the exact location.

Control HQ will immediately make an initial assessment based on the report of the steward, calling the Fire Service to attend the incident if necessary. If deemed not to require the Fire Service, a designated person will be sent to the area to assess the nature and severity of the incident and report back to the Safety Officer.
Bomb Hoax/ Terrorist Threat/ Activist Threat

Staff will be briefed to be vigilant and to report any suspicious packages to control HQ.  It is unlikely that the event will receive a bomb/ terrorist or activist threat on site. However, staff will be briefed to pay attention to the items below in the event that they do receive a call:

Time to go off


Location of the bomb


Identity or code word for caller


Text of message

Staff will attempt as far as possible to identify the following from the caller

Caller Details

Speed

Background Noise

Male


Nervous
Music/TV

Female

Slurred
Laughter/Bar

Child


Stammer
Talking

Adult


Accent
Traffic

Elderly

Others
Announcements






Station/Coach






Others

If a threat is received, staff should immediately contact control HQ using the code word ‘Xxxxx’.  For example “We have been notified that Xxxxx is located at [venue]”

The Safety Officer will liaise immediately with the Police and Fire and Rescue Services. The steward will then evacuate the area using the Emergency Procedure and await further instructions from the Safety Officer or the Emergency Services.
Circular to performers and participants:

I am writing on behalf of the Committee of the Mill Road Winter Fair. We are delighted that you are participating in this event which, weather and other things permitting, should be a wonderful and memorable day. If you look at the website at www.mill-road.com you will see the incredible diversity and range of entertainments on offer throughout the day and along the whole length of Mill Road. Thank you very much for taking part.
Now for the boring bits. Firstly, if you are a performer and have a timetabled event we would be grateful if you could arrive at the venue in good time for your scheduled performance. It is unfair to others if you turn up late and delay starting times for other events, so we would really appreciate it if you could recognise that there is a need to stay on schedule.

Secondly, we have been asked by The Safety Advisory Group, which includes members of the Police, the Fire Service, the Ambulance Service, St John Ambulance Service and the Council, to be aware of safety issues. If the weather is good and turnout for the Fair is high, there will be a large number of pedestrians on the street, with a number of distractions which may lead them to step into the road. It would be dreadful if anyone was injured in a collision. There will be police officers and stewards along the length of the road throughout the day on both sides of the bridge, but please be vigilant and, if you see anyone taking risks, please warn them to be cautious.

Mill Road Winter Fair Committee has no responsibility for misadventures and accidents which occur on your premises. This is also true of people who are visiting shops and businesses associated with the Mill Road Winter Fair. So please be careful that you have no mats that could trip people up and, if it is wet or icy, it might be worth checking that floors are not slippery. A-boards would best be removed from outside shops as they can be a trip hazard and it is worth paying attention to trip hazards inside as well. Announcements should be made in the larger venues pointing out fire exits. Finally, if stewards or police direct you to exits or to move away from the area, please follow their guidance immediately and do as they instruct.

I am sorry that such cautions are necessary but we have to be aware of these potential problems so that everyone can then focus on having a good time and enjoying what is on offer.
Thanks so much for joining in.

Briefing Notes for Stewards
(In addition to these there are supplementary notes in appendices)
Background to Mill Road Winter Fair

The Mill Road Winter Fair celebrates the richness and diversity of life in the Mill Road area.
There will be a number of special events in shops, faith centres, community  venues and public spaces along Mill Road from 10.30am to 5pm.
Car Parking

Car parking will be at the usually available city car parks at the Grafton Centre and Queen Anne’s.
Steward Duties

You will be equipped with a high visibility jacket, two-way radio and a stack of programmes to hand out to the public. There will be a number of stewarding points along Mill Road, associated with the anticipated gathering of numbers for specific events throughout the day. The opening ceremony takes place in Ditchburn Gardens at 10.30am.

Stewards will be responsible for looking after the patch which is within their visual range. Stewards will rotate on the hour under the direction of the Safety Officer. This is to keep vigilance at a high level.

1. Ensure that you are aware if pedestrians are in the roadway or are in danger of stepping into the roadway. All efforts must be made to prevent pedestrians becoming vulnerable to cars or to cyclists. 

2.
Make sure you know where the fire points are, so that you can equip yourself rapidly in the event of a fire.

In the event of a fire involving solid materials of organic nature, e.g. cardboard material, use the extinguishers. Electrical fires are very unlikely but if they do occur don't use the water extinguishers but instead use the powder or CO2 extinguishers.

Any fire, however small, should be notified to the Safety Officer using your two-way radio. Use the code word ‘Xxxxx’ on the radio so as not to alarm the public. e.g. "Xxxxx has been spotted at [venue]". 
3.
If looking after a venue, know where the emergency exits are and which way you will evacuate people in the event of an emergency.
4.
Be polite and helpful and ready to answer queries such as:  Where are the toilets, water points, what time is XX on, etc.  Where are the facilities for disabled people? You should find the answers to all these questions either in the Management Document or in the MRWF Programme
5.
Be vigilant, and if you identify any potential risk, however small, notify the Safety Officer immediately.
6.
We have an acceptable attendance policy which includes:-
· No Drugs

· No Nudity

· No Verbal Abuse
· No Aggressive Behaviour
· No Discriminatory Attitudes such as Racism, Sexism or Homophobia
· Have Fun!

If you see any one breaking these rules please refer them to the Safety 
Officer or the police. DO NOT ATTEMPT TO REMOVE PEOPLE 
FROM SITE.
Rest Periods

Your duty hours will be agreed with the Safety Officer in advance. Do not drink alcohol when on duty or before coming on to duty. When off duty you must remove your high visibility t-shirt.
Difficult Members of the Public/Disturbances/Unruly Behaviour

There may be isolated incidents with members of the public. You may try to diffuse such a situation by dealing calmly but firmly with it. However, do not get into a situation where you are at risk of violent confrontation. Sometimes when safety rules are imposed it is difficult to make people understand the reason because they may feel it is spoiling their enjoyment. Be firm, but also call on their better nature to help you do your job. If they persist, call into HQ and police assistance will be deployed.
Bomb/ Terrorist/ Activist Threat

It is very unlikely we will receive any reports of this type of threat, however if it does happen, and you are in receipt of the initial call, you should attempt to identify the following


Time to go off


Location of the bomb


Identity or code word for caller


Text of message

Also, attempt to identify the following from the caller

Caller Details

Speed

Background Noise

Male


Nervous
Music/TV

Female

Slurred
Laughter/Bar

Child


Stammer
Talking

Adult


Accent
Traffic

Elderly

Others
Announcements






Station/Coach






Others

If a threat is received, stewards should immediately contact control HQ using the code word ‘Xxxxx’.  For example “We have been notified that Xxxxx is located at [venue]”

Evacuation Procedure

Should you hear the code words ‘Xxxxx, all stewards to post’, either through the public address system or radio channels this is the emergency call sign.

Please return to your most recent allocated station and wait further instructions

Facilities for Disabled People

There are car parking places for orange and blue holders to the rear of The Bath House on the corner of Gwydir Street and Mill Road. Toilets are available at the public toilets on Parker’s Piece and at the public toilets on the corner of Gwydir Street and Mill Road.

Telephones
Public telephones are available on Mill Road beside the Bath House on the corner of Mill Road and Gwydir Street and in Romsey at The Broadway and on the corner of Ross Street and MIll Road.

First Aid
First Aid on the day is being provided by The St John Ambulance. There will be six First Aiders on duty, including one who will have access to the rapid response bicycle.

The St John Ambulance will be based at the Mill Road Depot with the Safety Officer. In the case of First Aid being required please notify the Safety Officer by two-way radio immediately and a First Aider will be dispatched to deal with the person ‘in situ’ in the first instance.

A medical risk assessment has been carried out by the ambulance service, Appendix E (not available on website).

Lost Property/Children
Lost property items: will be collected at the control HQ. If you find lost items or they are handed in to you, please take them to the HQ and fill in the appropriate form.

Messages: important messages or personal emergency messages can be left at HQ.

Lost Children:
1. If a lost child contacts a steward, please contact the Safety Officer and await further instructions. Keep the child with you and only let them go to someone whom the child clearly recognises as their parent or carer or to a designated MRWF committee member who you either know or whose identity has been given to you.

2. If an adult has lost a child and contacts a steward, immediately notify the Safety Officer and direct them to the control HQ.

Appropriate forms will need to be completed and further action may need to be taken by the Safety Officer in collaboration with the police.
Complaints

If you receive a complaint please refer the complaint to control HQ. If it is a simple complaint it may be dealt with by the steward, but it will also be necessary to notify the Safety Officer of the issue. If it is a more serious complaint please take as many details as possible, including contact details and inform control HQ. The MRWF will respond to the complainant as soon as possible after the event and will make every effort to take the comments into consideration for future fairs. Please note any praise or suggestions too.
Alcohol
You must not consume alcohol while on duty or before coming on duty. Please ensure that if you do consume alcohol (eg. after finishing) that you have taken off your high visibility jacker and are no longer identifiable as a steward.

You are there to do a responsible job which may require quick and sensible actions. Public safety is dependant on you.
Performances
You may be interested in seeing the performances/exhibitions and there is no reason why you should not be watching these, but please remember that you are expected to concentrate on the duties for which you have been allocated.

Clothing

You will be issued with one orange/yellow tabard that should be worn and clearly visible while on duty. You may wear a jumper or jacket underneath it (not over).  If it rains or snows you must still remain on duty. You will be on your feet most of the time and possibly on wet grass so wear comfortable shoes that don't leak.

Use of Radios

Communication to control HQ with the use of radios is vital to ensure a safe well-run event for everyone concerned.

Each steward will have a radio and instructions will be given at the Safety Briefing the evening before the event. There will be one channel in operation as follows:

Channel 1 - General Use

· Always be tuned to channel 1

· Make sure you can hear your radio
· Don’t hesitate to call in anything that might be a safety issue immediately, however minor it may seem. The Safety Officer, First Aid and Emergency Services will decide on appropriate courses of action.

· The radios are there to be used – call in any queries you have

· Everyone is on the same loop and everything that is said goes to all radios

· When using the radios, speak clearly and slowly.

· When you begin speaking, call for attention from control HQ. On response from control HQ give your message and when you have finished speaking say ‘over’.

· You can only speak one at a time (they are not mobile phones).

· Small talk should be avoided

· Be aware that public might be within earshot and avoid alarming them
· Never say the words ‘fire’ or ‘bomb’ over the radio. Use the following code words:

Fire 
Xxxxx
Bomb or bomb threat
Xxxxx
Xxxxx – This code word will only be used in the event of a major incident. On hearing this all stewards must remain alert and at their designated position to await further instructions.

Radios will be returned to HQ at the end of your shift

All incidents and radio traffic are dealt with via control HQ.

Entertainment Schedule  

<See Printed Brochures or schedule on Mill-Road.com>

ROAD USE
Where people are bringing items for stalls and so on, it is assumed that, since most are local, they will return home to park their cars after they have made their delivery and then walk back.

With all of the events listed below an assessment has been made about whether there will be increased traffic or traffic obstruction as a result of the event. Local people will come on foot or by bicycle. People coming from other parts of Cambridge or from outside the city are being encouraged to use the Queen Anne or Grafton Centre car parks.
Police and the main local services are aware of the MRWF and will be aiming to avoid congestion in the Mill Road area.

ROMSEY:

Romsey Mill: Various activities throughout the day. No major deliveries are expected. Parking in the immediate vicinity of Romsey Mill is not good but Romsey Mill is familiar with organisation of similar community events and will be aiming to keep congestion in the area to a minimum. A steward will be posted on the corner of Hemingford Road and Mill Road.
Deaf Centre: Star Wars and Children’s activity. No major increase in traffic activity expected. There will be a steward on the corner of Romsey Terrace.
Baptist Church: Stalls. There may be some slightly increased traffic when people bring their goods, but the trestle tables are already at the hall and people can pull up in Stockwell Street to deliver their goods. Some increase may occur again in the evening when things are cleared away. Mill Road itself will not be used. No increase in traffic or parking and no obstruction to traffic on Mill Road.

St Philips Church: Stalls. There may be some slightly increased traffic when people bring their goods, but the trestle tables are already at the hall and people can pull up in Thoday Street to deliver their goods. Some increase may occur again in the evening when things are cleared away. Mill Road itself will not be used. No increase in traffic or parking and no obstruction to traffic on Mill Road.

PETERSFIELD:

City Council Depot: Control HQ, First Aid Control Point and Base for Community Circus. Small number of vehicles will be parked in the Depot car park with prior arrangement from City Council. There will be no increase in traffic flow or congestion.
Ditchburn Place Gardens: Opening, Performances. Some small increase in traffic may result from delivery of goods in the morning and removal in the evening. Cars can deliver from Ditchburn Place. Mill Road itself would not be used. No increase in traffic or parking and no obstruction to traffic on Mill Road.

Old School Hall at St Barnabas Church: No increase in traffic here as few goods need to be brought in.
St Barnabas Church: Performances. No increase in traffic or parking and no obstruction to traffic on Mill Road.

Avenue of limes: Food Fair. Stallholders will need to erect their stalls during the morning. Vehicles can deliver from Mackenzie Road. Mill Road itself would not be used. No increase in traffic or parking and no obstruction to traffic on Mill Road.

Swimming Pool: Stalls in upstairs rooms. Some activities outside. This is a new venue this year. Some stalls will need to be set up, but stall holders are being asked to use the Queen Anne car park. Some increase in traffic using Queen Anne car park likely during the day, but it is an area with its own well established flow routes.
Information for Disabled Patrons

Parking is available at Gwydir Street Car Park behind the Bath House, at the Grafton Centre and at Queen Anne’s

Toilets

Disabled toilets are available at the public toilets on Parker’s Piece and at the public toilets at the Bath House on the corner of Mill Road and Gwydir Street.

There is a toilet for disabled people at The Romsey Mill.

Dial A Ride
A bus and escort service is available for wheelchair users and other disabled people on the day of the Fair. 

Lost Property/ Children/ Messages

Lost Property

All lost property must be sent to control HQ where it will be logged.  All unclaimed lost property will remain at control HQ until after the event, when it will be transferred to Cambridgeshire Police.

Lost Children
1. In the case of a lost child who contacts a steward, stewards will inform the Safety Officer immediately and await further instructions. The child will stay with the steward and only let them go to someone whom the child clearly recognises as their parent or carer or to a designated MRWF committee member or to a police officer.

2. If an adult has lost a child and contacts a steward, the steward will immediately notify the Safety Officer and direct the adult to the control HQ.
Appropriate forms will need to be completed and further action may need to be taken by the Safety Officer in collaboration with the police.

In the case of (2) above, at the discretion of the Safety Officer and Police, details of the lost child shall be radioed to all stewards and the police to raise awareness through out the arena.

When the child is found this will be radioed to all stewards and the police

The parent or collecting adult must sign the form when they collect the child.

If the child is reluctant to go with a parent or collecting adult, or the person concerned is not in a fit state to look after a child, a second opinion will be sought from the police.

Messages

Messages can be left at control HQ.

PUBLIC ADDRESS MESSAGES WILL ONLY BE MADE FOR LOST CHILDREN.  NO ANNOUNCEMENTS WILL BE MADE FOR LOST PROPERTY OR FRIENDS.  CONTROL HQ MUST CONFIRM DETAILS OF ALL PUBLIC ADDRESS MESSAGES.

Complaints and Compliments
All staff will be briefed on how to receive complaints and compliments. Dissatisfied members of the public, or people wishing to compliment the event should be directed the first instance to control HQ.

All complaints and compliments will be recorded on forms detailed in Appendices B and C accompanying this document.  

All comments will be acknowledged in writing with in 10 working days of the event and a full reply/investigation will be carried out as soon as possible.

Complaints and comments will be used as part of the event de-brief programme.

Appendices

Appendix A 
Lost Child Form

Appendix Aa
Found Child Form

Appendix B
Lost Property Form

Appendix C
Complaints Form

Appendix D
Compliments Form

Appendix Aa
Lost Child Form (to be filled in if a child is missing)
	Time Now
	

	Child’s Name
	

	Child’s Age
	

	Address if known
	

	Clothing
	

	Distinguishing Marks
	

	Health Details 

Is child known to be taking medication?
	

	Any other information

Parents location, who child last saw

Names of parents,/relative/ carer
	

	Description of child on arrival

Behaviour/emotional/ physical state
	

	Time Child Found
	

	Place Child Found
	

	Name of person who found child

Signature of person who found child

Contact  Number
	

	Collection
	

	Time of collection
	

	Name
	

	Relationship to Child
	

	Person Collecting Child’s signature
	

	Person Authorising Child’s Departure


	


Appendix Ab
Found Child Form (if child has lost parent)
	Time Now
	

	Child’s Name
	

	Child’s Age
	

	Address if known
	

	Clothing
	

	Distinguishing Marks
	

	Health Details 

Is child known to be taking medication?
	

	Any other information

Parents location, who child last saw

Names of parents,/relative/ carer
	

	Description of child on arrival

Behaviour/emotional/ physical state
	

	Time Child Found
	

	Place Child found
	

	Name of person who found child

Signature of person who found child

Contact Number
	

	Collection
	

	Time of collection
	

	Name
	

	Relationship to Child
	

	Person Collecting Child’s signature
	

	Person authorising Childs Departure


	


Appendix Ba

Lost Property Form

	Time Now
	

	Name of Owner
	

	Address

	

	Telephone number
	

	Detailed description of lost property
	

	Place last seen
	

	Time last seen
	

	
	


Appendix Bb
Found Property Form

	Time Now
	

	Name of owner if known
	

	Address if known


	

	Detailed description of lost property
	

	Place found
	

	Time found
	

	Name of person who found item(s)
	

	Contact number
	

	Collection
	

	Date/time of collection
	

	Name
	


Appendix C

Complaints Form

	Time of Complaint
	

	Name of Complainant
	

	Address of Complainant
	

	Contact Number
	

	Detail of Complaint
	

	Complaint Received By


	

	Detail of Action Taken
	

	Site Manager Signature
	

	Time resolved
	


Appendix D 

Compliments Form

	Time of compliment
	

	Name
	

	Address
	

	Contact Number
	

	Type of Compliment
	Staff Courtesy


	

	
	Staff Performance


	

	
	Value for Money


	

	
	Quality of Service


	

	
	Quality of Facilities


	

	
	Other


	

	Comments
	

	Site Manager Signature
	

	Time
	


MRWF Committee





Safety Officer





Safety Advisory Committee








Co-ordinators





Stewards








Venues and Participants





First Aid





Police





Fire and Ambulance Services





Local Auth Officers
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