Planned Special Events: Checklists for Practitioners


IMPLEMENTATION ACTIVITIES CHECKLIST

The checklist on implementation activities presents steps aimed at strategizing traffic management plan deployment and conducting necessary testing and training activities.  A transition phase between planning and operations, implementation activities improve the efficiency of traffic management plan deployment and increase traffic management team preparedness. The figure below summarizes the types of assessments made for each of the five steps in the implementation activities checklist: 
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	IMPLEMENTATION ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 1. Develop an Implementation Plan

	(
	· Assignments, roles, and responsibilities of traffic management team personnel
	· Indicate traffic management team organization and agency functional responsibilities

· Specify command post (CP) operation 

· Detail location- and time-specific tasks for traffic management team supervisors and field personnel
	· Agency duties, responsibilities and jurisdiction

· Identification of highest-ranking agency representative on the day-of-event in addition to mid-level managers

· Chain of command

· Agencies staffing command post

· CP equipment delivery/set-up times

· Command post access procedures

· CP parking / helicopter landing areas

· Agency personnel report date and time

· Schedule and route of roving service patrols

· Protocol and personnel assignments for maintaining unobstructed emergency access routes 

· Task instructions including traffic and pedestrian flow restrictions and permitted movements

· Location and time (close/reopen) of planned full/partial road closures

· Provision of step-by-step directions  

· Explanation, supplemented with graphics, of special event parking area permits and event passes


	

	(
	· Scenario-based, operations game plan at the management-level
	· Develop operations timeline

· Detail operations management approach

· Specify equipment and infrastructure deployment plan and management details
	· Command post location and hours

· Personnel shifts by task/function

· Time when egress plan goes into effect

· Parking area and gate open/close times

· Location/time of road closures/openings

· Event schedule

· Times of sunrise and sunset

· Scenario-based criteria for implementing traffic management plan components

· Operations details for sequential time segments on the day-of-event

· Contingency plans and associated changes in resource deployments

· Procedure for revising the traffic management plan on the day-of-event

· Protocol for terminating traffic and parking management detail

· Pre-event equipment check

· Equipment locations and quantities

· Equipment delivery, installation, and removal schedule

· Schedule and location (zone) of equipment maintenance crews

· Equipment operating instructions

· Temporary static sign locations/content

· Planned traveler information message sets

· Identification of personnel responsible for monitoring and programming traveler information devices

· Protocol for implementing different traffic signal timing plans as-needed

· Protocol and personnel charged with monitoring traffic surveillance equipment

· Available maintenance personnel and equipment resources
	

	(
	· Interagency communications strategy
	· Specify agency and inter-agency contact information

· Establish communications protocol
	· Contact information for individual traffic management team members and agencies involved in contingency plan deployment

· Radio call-signs of traffic management team personnel

· Guidelines and restrictions regarding use of various radio channels or talk groups
	


	IMPLEMENTATION ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 2. Conduct a Stakeholder Simulation Exercise(s)

	(
	· Tabletop exercise


	· Identify the stakeholders who will participate in the exercise

· Develop a script for the exercise

· Provide a timeline for the exercise to play-out

· Identify reviewers who will watch the exercise and take notes

· Provide time to review the exercise

· Modify the traffic management plan based on what was learned during the exercise
	· Test written assumptions in the traffic management plan

· Examine how agencies react to different scenarios

· Test interagency communications

· Simulate command post operations

· Evaluate security concerns and other potential risks

· Review deployment of personnel and equipment

· Discuss information gathering and dissemination

· Identify what must be changed and how the traffic management plan can be improved
	

	(
	· Exercise staged in the field
	· 
	· 
	


	IMPLEMENTATION ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 3. Establish Interagency Communication Service and Compatibility

	(
	· Equipment
	· Evaluate use of radio channels/ frequencies, trunked radio systems, and/or cellular phones
	· Cellular phones with a push-to-talk feature to provide a common channel during an event

· One or more special talk channels may be established for use during the planned special event to allow only traffic management team personnel to be on the air
	

	(
	· Protocol
	· Determine how agencies and specific traffic management team personnel will communicate with each other in the field and what channels will be used
	· Direct communication between team personnel versus indirect communications via agency dispatch
	

	(
	· Information
	· Consider what information should be shared by traffic management team personnel and the method for information exchange
	· Information not shared with others who are affected could lead to difficulties managing traffic and cause mistrust among participating stakeholders

· Use of clear language protocols (commonly understood words and phrases instead of codes) on multi-agency frequencies
	


	IMPLEMENTATION ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 4. Test Equipment Resources

	(
	· Communication linkages
	· Evaluate linkages between venue site, transportation management center, and command post, as applicable

· Test all wire communications and radio frequencies expected to be used

· Test backup communication channels
	· Center to center communications

· Center to field communications

· Consider testing for problems as far in advance of the event as possible so that alternatives can be identified and developed
	

	(
	· Traveler information devices and closed-circuit television cameras
	· Test function and remote communications

· Evaluate contingencies such as manual operation
	· Changeable message signs

· Highway advisory radio

· 511 (if available in your region)

· Fixed and portable devices, particularly those borrowed from another agency

· Test for equipment functioning just prior to event
	

	(
	· Cellular communications
	· Evaluate capacity and demand of cellular service in the vicinity of the event venue on the day-of-event
	· Lack of or interrupted cellular service on the day-of-event may not only affect communications but also ability to communicate remotely with roadside devices

· Cellular phone systems may overload during an event that draws a large number of people, especially if a problem occurs during the event, which causes many event patrons to use their mobile phones

· Communications in rural areas may be hindered by weak or nonexistent signals
	


	IMPLEMENTATION ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 5.  Recruit and Train Volunteers

	(
	· Event transportation services
	· Evaluate the number of volunteers needed by task

· Determine criteria for recruiting and organizing volunteers

· Establish rewards for volunteer service

· Develop method of training volunteers
	· Maintain good span of control (3 to 7 persons reporting to one supervisor) in supervising a group of volunteers

· Various perks can improve and speed-up the volunteer recruiting process

· Recruit additional volunteers for certain low-interest assignments

· Training should ensure volunteers understand assignments, disseminate accurate information, and understand team operations protocol
	

	(
	· Traffic / pedestrian control
	· 
	· 
	

	(
	· Parking operations
	· 
	· 
	

	(
	· Operations monitoring
	· 
	· 
	

	(
	· Crowd control
	· 
	· 
	

	(
	· Event patron assistance
	· 
	· 
	


ADDITIONAL NOTES ON DAY OF IMPLEMENTATION ACTIVITIES
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