EIF EVENT MANAGEMENT GUIDE
EDITING FRAMEWORK

This document sets out the process which the Event Industry Forum is adopting for editing and publishing its guidances:

Working Title:   THE EVENT MANAGEMENT GUIDE

Publication Format:

The intention is that this publication will take the form of a series of event guidances all of which will be web based.   This means that the layout and design will need to be planned around a web based document.   

It is not intended at this stage to publish a printed version of the guide.

Steering Group

The project will continue to be overseen by the Steering Group set up to work with the HSE, namely Graham Lake-Grange, Jim Winship and Tim Roberts.   The primary role of this group will be to monitor progress with the project, to manage the publication process and to deal with any issues arising between the editing panel and working groups.

Jim Winship and Graham Lake-Grange will act to arbitrate in situations where there are disagreements over content between groups.

Editing Panel

The Editing Panel will consist of Richard Limb, Eddie Grant and Teresa Moore with Tim Roberts representing the Steering Group.   The role of the Editing Panel will be to take the material already written by the Working Groups and to edit this into a standard format, ensuring that cross-references between guides are correct.

Each member of the Editing Panel will take responsibility for editing different guidances but the Panel members will liaise on before drafts are circulated more widely for comment.   Editing Panel members will contact, and liaise with, Chairs of Working Groups (see below) on the content of each guide. 

The role of the Editing Panel is not to rewrite the Guides but to work with the Working Groups to shape their work into a standard format.   Any changes to the drafts produced by the Working Groups will be agreed with the Working Groups and any disputes over this will be arbitrated by members of the Steering Group.

Content and Focus

The briefing to the Editing Panel is that the guidances should provide sufficient information to provide basic guidance and help for event organisers but should not be overly technical.   Those wanting more technical information will be pointed to other sources of information.

The Steering Group recognises that some drafting already done by Working Groups will need to be edited to meet this requirement.   This will be done by the Editing Panel members in consultation with the Working Group chairs.

Working Groups

The Working Groups set up originally to produce the HSE Guidance will be maintained.   In addition new Working Groups will be set up to draft guidances where these are needed.    The Working Groups will be treated as the authorities in their areas and any issues arising between the Editing Panel and Working Groups will be referred to the Steering Group.

A list of guidances being planned can be found at the end of this document.

Working Group Chairs to be asked to confirm members of their working groups to be included in the acknowledgements and the EIF to write to all confirming their commitment to the guidances.

HSE Guidance

The EIF Guidances must be cross-referenced to the HSE health and safety guide and must avoid providing conflicting advice.   Any issues arising with this must be discussed with the Steering Group and, if necessary, the HSE.  It is considered vitally important that the HSE are kept on board with the publications.   They will equally cross-reference their publication to the EIF Guidances.

It is important that relations with the HSE are maintained.

Government Endorsement

As individual guidances are produced in final draft form, statements of support for them should be sought from appropriate Government/Official Departments.    

One of the roles of the Working Groups must be to engage with appropriate Government Departments during all stages of editing to gain their support if possible from an early stage.  The Steering Group will assist with this process wherever possible.

Where appropriate the EIF All-Party Group can be involved in lobbying for support. 

Plain English Editing

It may be considered wise for a professional editor to be asked to sub-edit each guide once it has reached its final draft stage.  This will help to ensure that it can be fully understood by those coming into the industry and not familiar with the jargon.   A decision on this will be taken by the Steering Group in consultation with EIF members at its next meeting – 15th March in Bristol.

Acknowledgements

The Editing Panel will be acknowledged in the publications on an equal basis with all other contributors and undertake not to use their involvement in the drafting to gain commercial benefit either for themselves or the organisations they represent/work for.  It is intended that a list of all the Working Group members and editing panel will be listed in an acknowledgement section of the guide in alphabetical order.

The Process

It is intended that the Editing Panel will work through the individual guidances and, once edited, will agree the content with the appropriate Working Group.   Once the content and format is agreed, each draft guide will be issued to the industry for comments before it is published.   A list of around 700 consultees is held by the EIF for this purpose and a period of 12 weeks should be allowed for consultation on each draft Guidance.

No Guidances should go out on consultation until they are agreed by the appropriate Working Group or otherwise authorised by the Steering Group.

Working Group Chairs to be asked to send editors the original drafts produced by their groups for the HSE guide.

Design and Production

A standard design needs to be developed for the guidances.   Jim Winship agreed that his organisation would produce a template for a web design that could be followed for drafting purposes.    Richard Limb agreed to supply copy for the planning and management guide to use to develop the template.    The template to be available as soon as possible in the New Year.

EIF Website

The aim should be to place all the Guidances on the EIF website where they can be accessed free of charge.   Members of the Forum will be able to create links from their own websites to this facility.

A budget is likely to be needed to develop the website in the longer term.   This to be discussed by the EIF in March.

Liability

The Steering Group to consider liability issues with the publication and how best to address these.   This to be discussed with EIF members in March.
Maintenance of Guide

It is proposed that Working Groups should reconvene annually to check that their Guidances remain up-to-date and accurate.

Ownership

The Copyright and all other rights in relation to this publication will rest with the Events Industry Forum.

The copyright to the website to be put in writing as belonging to EIF.

Planned Guidances & Priorities

While every effort will be made to publish a full set of guidances as soon as possible, the Steering Group recognises that these will take time to produce and it has decided to prioritise production on the basis of the workloads that are anticipated.

First Tranche:

1. Planning & Management (Brian Cleary, Sigma Safety)- Editor Richard Limb/Eddy Grant
2. Venue & Site Design (Andy Grove) – Editor Richard Limb/Eddy Grant
3. Fire Safety (Alan McEntire, Chief Fire Officers Assn.) – Editor Tim Roberts
4. Crowd Management (Mark Hamilton, Bucks University) – Editor Teresa Moore
5. Barriers and crowd control equipment  (Mark Hamilton, Bucks Uni) Editor Teresa Moore
6. Sanitary facilities (Phil Mist, HTA) Editor Teresa Moore
7. Noise management (Andy Lenthall, PSA)- Editor Tim Roberts
8. Fireworks  & Special Effects(Tom Smith, BPA/ Lincoln P arkhouse)- Editor Richard Limb
To be edited

1. Risk Assessment and planning  (Karen Ashdown, LACORS)
2. Major incident planning (Ron Woodham, Easingwold)
3. Medical Planning and Provision (Peter Kendall, Dept of Health)
4. Establishing communications structures and systems, including media management(David Dewhurst, Leeds Met)
5. Transport including getting people to and from the site (Mark Jewell, LACORS)
6. Structures  (Adrian Dann, Danco)
7. Electrical and Lighting (Ron Bonner, PLASA)
8. Amusements and Attractions (Carl Haggemann, ISRM)
9. Waste Management (Phil Mist)
Additional Guidances Planned (Working Groups will be set up for these – names in brackets are those who have indicated they would consider chairing these groups)
1. Planning an event – type of event, venue selection, audience etc  Creating a checklist of things to consider
2. Legal and contractual responsibilities, including insurance and guidance for selecting partners/suppliers (Eddy Grant, Derby University)
3. Licensing (Miles Bebbington, Institute of Licensing)
4. Selecting partners/suppliers
5. Security and Policing, including crime prevention and the role of the Police
6. Public welfare and information (Andy Lenthall, PSA)
7. Dealing with children (Bev Langton, Association of Festival Organisers)
8. Facilities for people with special needs (Andy Lenthall, PSA)
9. Camping (Hannah Rossmorris, Sheffield Hallam University)
10. Food, Drink and Water (Bob Fox, NCASS)
11. Managing Performers (David Bilton, ISAN)
12. Animal welfare (Paul Hooper, Association of Show and Agricultural Associations)
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