










































































  

 
 

 

Appendix A 
Location Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

 

Site Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

 

Emergency Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

 

Traffic Plan 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

 

Staff Plan 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

 

 
Appendix B 

 
Event Schedule 

 

Date Time Activity Notes (responsibilities, 
resources required etc) 

17/08/26 9:00 Collect site access keys  
17/08/26 9:00 Access site  
17/08/26 9:00 Temporary structures delivered and 

set up (gazebos, marquees, staging, 
flooring etc) 

 

19/08/26 9:00 Toilets delivered and installed  
22/08/26 9:00 Activity and attraction providers 

arrive 
 

22/08/26 10:00 Briefing  
22/08/26 12:00 Open to public  
22/08/26 12:00 Schedule of activities – see separate 

form 
 

23/08/26 00:00 Event closes  
23/08/26 01:00 Activity providers off site  
24/08/26 9:00 Toilets collected  
24/08/26 9:00 Temporary structures taken down  
25/08/26 17:00 Event cleared – bins emptied, litter 

picked etc 
 

27/08/26 17:00 Depart site, secure site and buildings  
    
    
    

 
 

Appendix C 
 

Roles and Responsibilities – staff not covered in section 2.0 
 

Role Name Responsibilities Contact mobile 
    

    

    

 
Appendix D 

 
Marshals briefing 

The Event Manager, Deputy Event Manager or another competent nominated 



  

 
 

 

manager will deliver the principal staff and marshals briefing at 10:00 on 22 
August 2026. Separate operational briefings will be provided by Security, 
Medical, Production and Traffic managers to their respective teams. 
 
The briefing will cover: 

• event hours and maximum capacity;  
• management structure and dedicated operational roles;  
• Event Control location and reporting lines;  
• staff positions, responsibilities and limits of authority;  
• radio allocation, call signs and emergency-channel procedures;  
• emergency contact arrangements;  
• location of the medical, welfare and safeguarding facilities;  
• site grid, What3Words locations, emergency rendezvous points and 

assembly areas;  
• crowd monitoring and marquee capacity controls;  
• public ingress, egress and counting arrangements;  
• emergency exits and the requirement to keep all escape routes clear;  
• fire hazards, alarm horns, fire points and evacuation arrangements;  
• suspicious items, HOT and the 4Cs;  
• bomb threats and the ProtectUK Bomb Threat Checklist;  
• Run, Hide, Tell and hostile-reconnaissance awareness;  
• evacuation, invacuation, lockdown and show-stop procedures;  
• safeguarding and vulnerable-person procedures;  
• severe weather, lightning and wind controls;  
• traffic-management and emergency-access arrangements;  
• incident reporting and Action Cards;  
• staff welfare and rest arrangements; and  
• escalation to Event Control. 

  
Staff will be shown the site map and the locations relevant to their duties. 
Questions will be invited and any uncertainty resolved before deployment. 
Every attendee will sign the briefing register. Late arrivals will be individually 
briefed before starting work. 
 

I have attended the marshal’s briefing and understand my responsibilities: 
 

Name Signature Date 
   

   

   

   

   

   

   



  

 
 

 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   



  

 
 

 

   

   

   

   

   

   

   

   

   

   

 

Appendix E 
 

Risk Assessments 
 

Health and safety risk assessment: 
 

This is the statement of general policy 
and arrangements for:  
 

        Hifields Festival 2026 

 (organiser): has overall and final responsibility for health 
and safety. 

 (supervisor): has day-to-day responsibility for ensuring this 
policy is put into practice. 

Statement of general policy: 
 Responsibility of:  

Statement of general 
policy: 
 

Prevent accidents and cases of work-related 
ill health by managing the health and safety 
risks in the workplace. 

Event manager.  
 

Prevent accidents and 
cases of work-related 
ill health by managing 
the health and safety 
risks in the workplace. 

Provide clear instructions and information, 
and adequate training, to ensure employees 
are competent to do their work. 

Health and safety 
manager. 
 

Provide clear 
instructions and 
information, and 
adequate training, to 
ensure employees are 
competent to do their 
work. 

Engage and consult with employees on day-
to-day health and safety conditions. 

Health and safety 
manager. 
 

Engage and consult 
with employees on 
day-to-day health and 
safety conditions. 



  

 
 

 

Implement emergency procedures – 
evacuation in case of fire or another 
significant incident. You can find help with 
your fire risk assessment. 

Fire warden. 
Security/steward 
team. 

Implement emergency 
procedures – 
evacuation in case of 
fire or another 
significant incident. 

Maintain safe and healthy working 
conditions, provide and maintain plant, 
equipment and machinery, and ensure safe 
storage/use of substances. 

Event manager. 
 

Maintain safe and 
healthy working 
conditions, provide and 
maintain plant, 
equipment and 
machinery, and ensure 
safe storage/use of 
substances. 

   
 

Signed:  . Date: 20/03/2026 
 
 
 

Health and safety law poster displayed at 
(location) 
 

Event control centre. 

First-aid box is located: 
 

Medic centre. 
 

Accident book is located: Event control centre. 
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visitors. 
Provide a safe and secure 
environment for users 
Provide unobstructed 
access, egress, loading and 
unloading for delivery 
vehicles. 
 
Car park will be manned by 
event stewards. 
There will be a designated 
taxi drop off/collection point 
located away from all 
pedestrian walkways and car 
park.  
This area will be signposted, 
marked and under 
stewardship. 
No entry signs to notify 
pedestrians that it is not 
possible to exit the event site 
using the road on foot. 

Noise. Staff might 
suffer 
permanent or 
temporary 
hearing 
damage from 
long-term 
exposure to 
loud music. All 
staff assumed 
to be at risk, 
particularly 
performers and 
bar staff. 

Noise limiter fitted to sound 
system and performers 
informed. 
 
Regular check of sound 
systems to ensure 
balance/proper control. 
 
Quiet areas provided. 
Staff rotation between quiet 
and noisy areas. 
 
Staff considered to be 
particularly at risk identified 
and provided with ear plugs. 

 All staff. 22/08/26 

Violence. Staff and the 
public risk 
serious injury, if 
assaulted or if 
caught up in 
fighting. 

Staff trained to spot potential 
troublemakers, defuse tense 
situations etc. 
 
Adequate number of trained, 
SIA badged security staff. 
 
Staff trained in procedures 
re-entry, queuing, searches 
etc. and signs displayed for 
public. 
 
Overcrowding not permitted 
in any area. 

 Security 
staff. 

22/08/26 
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Security staff aware of all 
exits. 

Fire. Staff and public 
may suffer 
serious, 
possibly fatal, 
injuries from 
smoke 
inhalation, 
burns, 
structural 
collapse. 

Constant checks to ensure 
all control measures in fire 
risk assessment are in place. 
 
Please see fire risk 
assessment for full details. 

 Fire 
warden. 

22/08/26 

Manual 
handling. 

Staff may suffer 
from back pain 
from carrying 
heavy or 
awkward 
objects 
including 
barrels of beer, 
speakers and 
other heavy 
items. 

Make full and proper use of 
aids to lifting and carrying, 
such as trolleys, and lifting 
equipment 
Store heavy items between 
the shoulder and hip height. 
Where possible only store 
small, light items above 
shoulder or below knee 
height. 
Use the legs and knees to 
bend and lift - do not stoop 
or bend the back. 
Avoid tasks which require 
stretching or twisting.  
Ensure that regular rest 
breaks are taken where 
manual handling activities 
are repetitive to prevent the 
onset of fatigue. 
Ensure that there are no 
sharp, hot or cold edges 
which could cause injury. 
Ensure that walkways are 
free from obstructions. 
Make full and proper use of 
personal protective 
equipment. 
Report any problems or 
concerns associated with 
manual handling operations 
to a responsible person 
without delay. 
 
Please see Appendices for 
full method statement. 

 All staff. 
Event 
manager. 

22/08/26 

Severe 
weather 

Staff and 
public. 
Inclement 
weather 

Inclement weather including 
wind, flooding and wet 
weather, extreme hot and 
cold conditions 
 

 All staff. 22/08/26 



  

 
 

Page 51 of 74 

including wind, 
flooding and 
wet weather, 
extreme hot 
and cold 
conditions. 

Wind:  
Safe working wind loads for 
each temporary 
demountable structure will 
be provided by the supplying 
contractors to the production 
manager. 
 
Flooding & Wet Weather: 
Shelter for all attendees is 
available in various places 
across the site. 
Emergency vehicle routes 
will be monitored and if 
necessary, made safe 
through the use of woodchip 
or temporary trackway.  
 
Extreme Heat & Cold:  
In the case of extreme heat 
(above 27C) staff will be 
briefed to verbally remind 
attendees of the need to 
keep hydrated, remain 
clothed and wear sunscreen.  
Sunscreen will be available 
for anyone without their own. 
In extreme cold (below 10C) 
staff will be briefed to 
verbally remind attendees of 
the need to keep warm.  
 

Working at 
height. 

Where 
necessary 
contractors and 
staff should 
comply with the 
HSE Working 
at Height Guide 
and comply 
with the Work 
at Height 
Regulations 
2005 (WAHR). 
 

Before working at height 
contractors and staff must 
work through these steps:  
Avoid work at height where it 
is reasonably practicable to 
do so.  
Where work at height cannot 
be avoided, prevent falls 
using either an existing place 
of work that is already safe 
or the right type of 
equipment.  
Minimise the distance and 
consequences of a fall, by 
using the right type of 
equipment where the risk 
cannot be eliminated.  
 

  22/08/26 

 
 
 



  

 
 

Page 52 of 74 

Fire risk assessment:  
 
Premises 
Name:    Hifields Festival 
 
Address:   Dullingham Polo Club 
    Station Road 
    Dullingham 
    Cb8 9UT 
 
Premises 
Description:   Open air venue.  
 
 
Hours of Business:  22/08/26 from 12:00 – 00:00  
     
 
Max No. of persons  2500 max. 
at any one time:   
 
Responsible Person: Event manager. 
    Fire warden. 
    Head of security. 
  
 
Contact Number:    
 
Venue Owner:    
 
Contact Number:     
 
 
 
Assessment date:  20/03/2026  
 
By:     
 
Site contents:  1no. marquees. 
    2no. open air stages. 
    1no. beer tent. 
    2no. food/trader park. 

2no. art installations. 
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Hazard Identification  
 

Sources of Ignition NA Yes No 
Electrical installation regularly inspected?    X   
Electrical equipment PAT tested?     X  
Portable or fixed heating kept away from combustibles?    X   
Multipoint adaptors/ extension leads kept to a minimum?     X  
Electrical flexes safe from physical damage?     X  
Hot works permit procedure in force?    X   
Smoking Permitted at venue?     X     
Any processes that produce heat?     X  
Any other sources of ignition not mentioned above?      X 

    
    

Sources of Fuel    
Safe storage of combustible materials?     X  
Flammable liquids kept on premises stored safely?         X  
Standard of housekeeping satisfactory     X  
Procedures to protect from arson in place?        X  
Any other sources of fuel not mentioned above?      X 

    
    

Sources of O2    
Any sources of oxygen other than air?     X 

    
    
 
Sources of ignition comments: 
• Catering area will be located away from tents and other equipment. 
• Smoking not permitted inside any tent/marquee. Numbers in marquees will be restricted 

to safe amount. 
• All electrical equipment will be hired from reputable companies and inspected to the 

relevant standard. 
• All generators will be fenced off and located recommended distance away from 

tents/marquees. 
• Diesel only generators will be used on site. 
• If refuelling is required, then it will be undertaken with caution and by the appropriate 

person away from all sources of ignition. A person with appropriate training and suitable 
fire extinguisher(s) will be present.  

• A spill kit will be used if refuelling is undertaken. 
• No hot refuelling shall be undertaken. 
 
 
Sources of fuel comments:    
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• Cleaning products and alcohol will be stored in pavilion away from customers and under 

restricted access, cooking oils will be stored appropriately in locked storage, fuel 
required will be stored in appropriate locked container. 

• Tents and marquees will be located safe distance from each other. 
• Packaging materials, litter and waste products will be stored in appropriate bins away 

from sources of fuel and ignition. 
• Vehicles in the venue or at car parks will be located in staffed car park safe distance 

away from festival site. Vehicles will not be permitted inside fenced area unless part of 
food trader stall. 

 
Sources of O2: 
• No further comment. 
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Means for Giving Warning  
 
  Fire Alarm and Detection System NA Yes No 
 Does the venue have a means for giving warning in case of        X    
 fire?    
 Is the means for giving warning appropriate and does it meet       X  
 the venue requirements?      
 Is the alarm audible throughout the venue?       X  
 Is the number and siting of call points satisfactory?   X   
 Is the detection sufficient and appropriate for the venue    
 needs?   X   
 Are any detectors or call points obstructed?   X   
 Are all employees aware of how to raise the alarm?       X  
 Are employees trained on how to raise the alarm?       X  
 Is the fire alarm system tested on a weekly basis?   X   
 Is the fire alarm system serviced/maintained in accordance with   X   
 BS 5839?    
 Does the system have a battery back up?   X   
      
      
      
      
      
 
Fire alarm and detection system comments: 
• The only practicable solution for people to raise an alarm at this open-air venue upon 

the discovery of a fire is to shout ‘fire’ or to use the manually operated device (air horn) 
that can be heard by everybody as this is the most effective means of providing a 
warning and directing the evacuation. Organisers/staff will be provided with a managed 
fire evacuation plan to facilitate this. 

• Staff will communicate via a radio signal based system to alert of on the discovery of a 
fire. 
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Means of Escape 
 

General NA Yes No 
Is there an alternative exit from all areas of the premises?     X  
Are travel distances acceptable?     X  
Are there any dead-end situations      X 
Are all escape routes unobstructed and free from combustibles?     X  
Suitable arrangements in place for inner room conditions?        X  
Are escape routes adequately protected?        X  

    
Doors    

Are there sufficient exits of suitable size to allow egress for all   X   
occupants?    
Can all exits be immediately opened without the use of a key?   X   
Are all internal fire doors in good condition, fitted with   X   
appropriate devices and in working order?    
Are any internal doors wedged open?   X   
Are all automatic door fastenings fail safe open & provided with   X   
an override facility    

    
Signage    

Is the premises fitted with sufficient exit signage?       X  
Are all escape routes clearly identified?   X     
Does the signage comply with BS 5499?      X  
Are all doors fitted with appropriate label signage?   X   
Any external signage required?       X  
Are there adequate staff notices?        X  
Are illuminated exit signs required?       X 

    
Lighting    

Is emergency lighting required?   X   
Are all escape routes adequately illuminated?   X   
Are additional emergency lighting luminaries needed?   X   
Does existing artificial lighting appear satisfactory?   X   
Do emergency lighting units appear to be charging?   X   
Is emergency lighting maintained and tested according to   X   
BS5266?    

    



  

 
 

Page 57 of 74 

Portable Fire Fighting equipment  
 

    NA    Yes No  
Are additional extinguishers required?                                                              X  
Are extinguishers correctly positioned?                                                              X  
Are extinguishers appropriate to the risk & of sufficient capacity?                       X  
Are fire blankets required?                                                                                          X       
Are extinguishers obstructed?                                                                                X  
Are extinguisher signs required?                                                                              X  
Have extinguishers been serviced?                                                                    X  
 
 
 
 
 
General comments: 
 
• All marquees, gazebos, tents and temporary structures should be of proven fire 

performance when being used on the premises for the event. Any flexible covering a 
structure should comply with the recommendations given in Appendix A of BS 7157. 

• All marquee linings must be of inherently flame retarded fabric or durably flame 
retarded fabric when tested to British Standard 5438 Test 2A, 2B and a 10 second 
flame application in each case. Existing materials and structures manufactured to the 
previous British Standard 3120 continue to be acceptable.  

• In order to demonstrate compliance with this standard, the marquee supplier must 
provide the relevant certification. 

• Tents/marquees will be largely open sided and policed by event stewards. 
• Multiple exit points through fencing will be available. 
• All exits and gateways will be unlocked, maintained free from hazards and staffed by 

stewards. 
• Occupants will be directed to all available exits so that their evacuation is without 

delay.  
• An area will be identified as a designated place of total safety. 
• The designated place of safety does not place people at undue risk from other 

sources. 
 
Door comments: 
 
• No accessible buildings on site. 
 
Signage comments: 
 
• Staff will direct all on site to exits and gateways in case of fire. 
 
Lighting comments: 
 
• No further comment. 
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Portable fire fighting comments: 
 
• The appropriate number of fire extinguishers will be provided and located across the 

site in safe locations. 
• Fire blankets will be located in food vans. 
• Notices will be provided on extinguishers showing instructions on how to use any 

fire safety equipment and the actions to be taken in the event of fire. They will be 
positioned so that they can be easily seen and understood.
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Emergency Action Plan  
 

   NA   Yes No  
Is there a written site specific fire emergency action plan?                               X  
Is the location of the fire assembly point specified on staff fire notices?           X                                                                                                                                               
Does the fire emergency action plan include details of the following:  
Action on discovering a fire                                                                               X  
How to raise the alarm                                                                                    X  
Action on hearing fire alarm          X  
Procedure for alerting members of the public/visitors                                         X  
Evacuation procedure to reach the assembly point                                             X  
Location &, when appropriate, use of fire fighting equipment                             X  
Importance of closing fire doors                                                                  X  
Isolation of machinery                                                                                      X  
Reason for not using lifts (unless specifically designed for evacuation)       X                                                                                                                                    
Information on specific hazards in your premises                                               X  
 
 
 
 
 
 
 
 
 
Fire emergency action plan: 
 
When fire is discovered: 
• Activate the nearest fire alarm (horn). 
• Notify the Fire Department by calling 999. 
• If the fire alarm is not available, notify the site personnel about the fire 

emergency by the following means: 
• Voice. 
• Radio. 
 
Fight the fire only if: 
• The Fire Department has been notified. 
• The fire is small and is not spreading to other areas. 
• Escaping the area is possible by backing up to the nearest exit. 
• The fire extinguisher is in working condition and personnel are trained to use it. 
 
Upon being notified about the fire emergency, occupants must: 
• Leave the site using the designated escape routes. 
 
Assemble in the designated area in the furthest south westerly corner: 
• Remain outside until the competent authority announces that it is safe to re-enter. 
 
Supervisors must: 
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• Disconnect utilities and equipment unless doing so jeopardizes his/her 
safety. 

• Coordinate an orderly evacuation of personnel. 
• Provide the Fire Department personnel with the necessary information 
• about the site. 
 
Staff must: 
• Ensure that all personnel have evacuated the venue. 
• Report any problems to the supervisor at the assembly area. 
• Assist all physically challenged personnel in emergency evacuation. 
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Staff Training  
 

  NA    Yes No  
Are staff given information as to the contents of the Fire risk assessment?          X                                                                                         
Are staff given written copies of the premises emergency action plan?                     X                                                                                             
Are staff given guidance on the following areas:  
Action on discovering a fire?                                                                            X  
How to raise the alarm?                                                                                          X  
Action on hearing fire alarm?                                                                            X  
Procedure for alerting members of the public/visitors?                                           X  
Evacuation procedure to reach the assembly point?                                               X  
Location &, when appropriate, use of fire fighting equipment?            X  
Importance of closing fire doors?                                                                X  
Isolation of machinery?                                                                                    X  
Reason for not using lifts (unless specifically designed for evacuation)?         X                                                                                                                                                 
Information on specific hazards in your premises?                                             X  
The requirements for any specific role such as a fire marshal?                            X  
Are fire drills undertaken                                                                                       X   
 
 
 
 
 
 
 
 
Staff training comments: 
 
All staff will receive basic guidance that will be given before the festival site opens and will: 
• Take account of the findings of the fire risk assessment. 
• Explain emergency procedures. 
• Take account of the work activity and explain the duties and responsibilities of staff. 
• Address the roles of staff 
• Training will not be provided unless by the appropriately qualified person 
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Appendix G 
Premises Licence (to be updated) 
 

 

East Cambridgeshire District Council 
The Grange, Nutholt Lane, Ely, Cambridgeshire.  Tel:  01353 665555 
 

Part A 
 

Premises Licence 
 

Premises Licence Number 25/01294/LIQ_02 

  
 
 

Part 1 – Premises Details 
 

Postal address of premises, or if none, ordnance survey map reference or description, including   
Post Code 
 
The Polo Club 
Lower Farm 
Station Road 
Dullingham 
Suffolk 
 

 

Telephone number:   
 

Where the licence is time limited the dates 
 
Not applicable 

 

 
Licensable activities authorised by the licence  
 
Live Music (outdoors) 
Recorded Music (outdoors) 
Provision of Late Night Refreshment (outdoors) 
Sale by Retail of Alcohol 
 

 
Times the licence authorises the carrying out of licensable activities  
 
Live Music (outdoors) 
Saturday & Sunday                     12:00  -  02:00 
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Recorded Music (outdoors)   
Saturday & Sunday                     12:00  -  02:00 
 
Late Night Refreshment (outdoors)                                              
Saturday & Sunday                     12:00  -  01:30 
 
Sale by Retail of Alcohol                              
Saturday & Sunday 12:00  -  01:30 
 

 
The opening hours of the premises 
 
Monday to Sunday                             00:00  -  00:00 
 

 
Where the licence authorises supplies of alcohol whether these are on and / or off supplies 
 
Alcohol is supplied for consumption ON the premises. 
 

 
Part 2 
 

Name, (registered) address, telephone number and email (where relevant) of holder of premises l  
 
OSS Events Limited 
 
 

Registered number of holder, for example company number, charity number (where applicable) 
 
14715274 
 
 

Name, address and telephone number of designated premises supervisor where the prem   
authorises for the supply of alcohol 
 
Louise Render 
 
 

Personal licence number and issuing authority of personal licence held by designated premises  
where the premises licence authorises for the supply of alcohol 
 
Personal Licence Number: 1101 
 
Licensing Authority: South Norfolk Council 
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Appendix H 
Catering providers 

 
 

Company Contact  Contact name 

   

   

   

   

   

   

   
 
 
 
 
 
 
 

Appendix I 
Contractors on site 

 
 

I have attended a briefing for the event Hifields Festival and I am aware of my 
responsibilities. 

 
Company Name of Manager Contact number Signature 
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Appendix J 
Signage required 

 
Before event: 

• Warnings. 
• Publicity. 
• Day of event: 
• Car park access and egress. 
• Pedestrian access and egress. 
• Emergency exits and arrows. 
• First aid. 
• Timetable of activities. 
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• No entry/staff only. 
• Expected behaviour on egress. 

 
 

Appendix K 
Method statements  

 
A. Manual handling 
 

The company will ensure the operations which involve manual handling are eliminated, so 
far as is reasonably practicable.  
 
An assessment of manual handling activities will be carried out by competent persons. 
Risks which are identified will be reduced the lowest level reasonably practicable.  

 
The task: 

• Items should ideally be lifted from no higher than knee-height to no higher than shoulder 
height.  

• When items are required to be lifted from above shoulder height, a stand or suitable 
means of access should be used.  

• Items which are pushed or pulled should be as near to waist level as possible.  
• Carrying distances should be minimised. 
• Repetitive tasks should be avoided whenever possible. 
• Avoid tasks which require twisting the body where ever possible.  

 
The load: 

• The load should be kept as near as possible to the body trunk to reduce strain and should 
be not of such size as to obscure vision. 

• An indication of the weight of the load and the centre of gravity should be provided where 
appropriate. Unstable loads should be handled with particular caution.  

• Ensure there is a secure hand hold, using gloves were necessary to protect against sharp 
edges or splinters.  
 

The individual: 
• The consideration must be given to age, body weight and physical fitness. 
• Regard must be given to personal limitation, employees must not attempt to handle those 

which are beyond their individual capability. Assistance must be sought where this is 
necessary. 

• Individuals undertaking lifting of carrying will be given suitable instruction, training and 
information to undertake the task with minimum risk.  
 

The working environment: 



  

 
 

Page 68 of 74 

• There must be adequate space to enable the activity to be conducted in safety and the 
transportation route must be free from obstruction. 

 
Safe System of Work:  

•  Make full and proper use of aids to lifting and carrying, such as trolleys, and lifting 
equipment 

•  Store heavy items between the shoulder and hip height. Where possible only store small, 
light items above shoulder or below knee height. 

•  Use the legs and knees to bend and lift - do not stoop or bend the back. 
•  Avoid tasks which require stretching or twisting. 
•  Ensure that regular rest breaks are taken where manual handling activities are repetitive 

to prevent the onset of fatigue. 
•  Ensure that there are no sharp, hot or cold edges which could cause injury. 
•  Ensure that walkways are free from obstructions. 
•  Make full and proper use of personal protective equipment. 
•  Report any problems or concerns associated with manual handling operations to a 

responsible person without delay. 
 
 
B. Traffic management 
 

• All traffic marshals will be competent persons who have received an event-specific briefing 
before deployment. The briefing will include safe vehicle marshalling, pedestrian 
management, emergency vehicle access, radio communications, dynamic risk 
assessment, contingency procedures, incident reporting and personal safety. Only 
marshals who have received the briefing will undertake traffic management duties. 

• The access to the site for vendors and contractors will via Station Road  entrance and then 
along the road. This route provides safe access to the event field where contractors and 
vendors can unload equipment and supplies safely.  

• All deliveries will be through this entrance.  
• There will be no deliveries on the day of the event 
• Access to the event car park will be via Station Road entrance.  
• The main entrance and exit road on site will be controlled by stewards using radio 

communication, to ensure traffic is only travelling in once direction at any one time and to 
prevent traffic build up on highways. 

• The car park is located 100m from the entrance.  
• If weather conditions are severe, the car park will have adequate trackways laid to ensure 

the car park remains accessible throughout the event and ground conditions are not 
affected. 

• Off road site vehicles and heavy duty 4x4’s will be on-site during the duration of the festival 
to act as the emergency response and towing vehicles.  

 
• All traffic will exit site via the same access used for entry. 



  

 
 

Page 69 of 74 

 
• Ample spaces for cars will be provided for. 

 
• From the car park, pedestrians will be directed to a designated path to the main entrance.  
• No vehicles will be allowed on site, outside the designated car parking area.  
• No road closures will be necessary.  

 
• The car park will be managed by site stewards. These stewards will be responsible for the 

safe parking of vehicles and ensuring that pedestrians enter the event space safely and as 
soon as possible. 

 
• A clear path into the event site for emergency vehicles will be maintained at all times. 

 
A Traffic Impact Assessment has been undertaken to assess the effect of Hifields Festival 
traffic on the surrounding highway network. 
The assessment considers: 
• expected arrival and departure profiles;  
• maximum vehicle numbers;  
• available parking capacity;  
• traffic routing;  
• emergency vehicle access;  
• pedestrian movements;  
• nearby junction capacity;  
• contingency arrangements;  
• cumulative highway impacts.  
The assessment concludes that, with the mitigation measures contained within the Traffic 
Management Plan, suitable stewarding, advance ticket sales, controlled ingress and egress 
and continuous monitoring by Event Control, the impact upon the local highway network will 
remain low and acceptable for an event of this scale. 

 
 
 
C. Working at height 
 

Before working at height contractors and staff must work through these steps:  
• Avoid work at height where it is reasonably practicable to do so.  
• Where work at height cannot be avoided, prevent falls using either an existing place of 

work that is already safe or the right type of equipment.  
• Minimise the distance and consequences of a fall, by using the right type of equipment 

where the risk cannot be eliminated.  
 

Safe System of Work:  
• Do not work alone. 
• Only trained/competent personnel to work at heights.  
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• Do not access in inclement weather conditions.  
• Use ladders for access only and not to work off. 
• Portable ladders over 6.0M should not be used.  
• Portable ladders must be restrained to prevent ladder slip or movement.  
• Ladders must extend above the exit landing by at least 1.0M.  
• Fixed ladders above 3.0M should include fall protection.  
• When climbing ladders, 3 points of contact must be maintained at all times.  
• All tools and accessories to be securely tethered to workmen.  

 
 
D. Security staff and stewards 
 
Before and during event (normal operations no emergency) 

• 4 security staff to be stationed main entrance/exit. 
• 4 security staff to patrol event site perimeter, car park area and taxi drop off/collection. 
• 3 security staff to be stationed on fire gates as gates will remain unlocked, no entry unless 

AAA pass. 
• 12 security staff to roam event site and inside tents. 
• 6 stewards stationed for traffic management. 
• 2 stewards to roam inside and outside of event site to litter pick. 
• 3 volunteers to run ticket scanning operations. 

 
 
At event close (normal operations, no emergency) 

• 13 security staff to be clear event site. 
• 5 security staff to be stationed at taxi off/collection. 
• 5 security staff to patrol event site perimeter and car park area. 
• 4 stewards to roam inside and outside of event site to litter pick. 
• 4 stewards stationed in event car park to direct cars to exit and control exit road onto 

highway. 
 
Operational notes 

• Sweep of event site before gates open to check for stashed illegal substances or 
contraband. 

• All bags to be searched, particular attention paid to sharp objects/weapons, liquids, nos 
canisters and illegal drugs. Any person found with the above on search or during event to 
be removed from event and reported to police. 

• Empty water bottle permitted as free water provided on site. 
• Particular attention paid to items being thrown over fence, nos canisters and alcohol for 

example. 
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• All security staff and stewards to wear hi vis jackets (yellow for security staff and orange 
for stewards). 

• All SIA and key staff to possess radio for communication. 
• Search tent located adjacent to event entrance. 
• Illegal substances stored in sealed bag inside locked security vehicle, handover to event 

manager at event close. 
• No pets allowed into site. 
• Event manager to be informed if emergency services or any other persons wish to enter 

site for inspection purposes, including journalists. 
• Over 18 event. 

 
 
 
 
 

Appendix L 
Contractors documents (to be updated) 
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