Planned Special Events: Checklists for Practitioners


INITIAL PLANNING ACTIVITIES CHECKLIST

The checklist on initial planning activities targets scenarios linked to particular planned special events that may require modifications to the traffic management plan on the day-of-event.  A proactive response to such scenarios involves the development of contingency plans packaged into a scenario-based traffic management plan that provides a selection of options for a range of potential unexpected events. The figure below summarizes the types of assessments made for each of the four steps in the initial planning activities checklist:  
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	INITIAL PLANNING ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 1: Information and Data Collection

	(
	· Previous event occurrences
	· Review operations strategies and resource allocations used in previous events

· Assess event-oriented risks and external factors affecting the operation of previous events

· Obtain information on contingency scenarios implemented in previous events

· Evaluate successful tools, techniques, and operations strategies used in previous events for potential application

· Gather information on traveler information
	· Consider past occurrences of the same event and like events at the same venue in addition to past occurrences of the same event in other areas 

· Documented measures of effectiveness

· Participant (traffic management team, patron, public) debriefings and surveys

· Minutes of post-event debriefings

· Post-event reports
	

	(
	· Event operations information and travel data
	· Obtain historical and projected data on event operation characteristics

· Gather historical information for travel forecasting 
	· Event operations characteristics include attendance, time of occurrence, time and duration, audience accommodation, and market area

· Travel forecast data includes trip generation, modal split, vehicle occupancy, arrival rate, and parking occupancy

· Traveler information includes static information, real time information to event and local road users.  
	

	(
	· Stakeholder contacts
	· Identify and engage stakeholders potentially participating in event planning and operations

· Involve practitioners that handled previous or like event occurrences 
	· Facilitate outreach early and often

· Develop contact lists based on information provided by the stakeholders 

· Identify stakeholder point-of-contacts

· Identify potential event operations stakeholders, community interest stakeholders, and event support stakeholders
· Identify necessary agreements and permit requirements

· Identify Project Manager for the event management planning
	


	INITIAL PLANNING ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 2. Assessment of Event-oriented Risks

	(
	· Demonstration or protest at politically or socially controversial events
	· Account for demonstrators in travel forecast

· Account for potential travel lane / road section closures

· Account for increased security and EMS involvement
	· Any event political in nature or invoking social concern

· Political convention or parade 

· Major demonstrations may utilize a chartered bus service; however, community/local demonstrators may travel by car, park and then assemble
	

	(
	· Ticketless event patrons causing overcrowding at major sporting and concert events
	· Account for additional site attendance in travel forecast
	· Sold-out sports, such as a championship game

· Sold-out concert involving high-profile performer
	

	(
	· Fan celebration after team championship victory
	· Account for potential delayed egress after event

· Account for potential ingress traffic to the event site after the event

· Account for potential travel lane / road section closures
	· Post-event celebrations may occur directly outside venue, interfering with egress of customers

· Fans who did not attend the event may travel to the event venue to join the celebration 

· Consider crowd control/response teams to quell disturbances in parking lots 
	

	(
	· Event security for unexpected events
	· Prepare contingency plans

· Develop emergency access routes

· Incorporate provisions of public safety emergency response plans
	· High-profile, national event susceptible to security threats

· Potential for unruly spectator behavior or violence
· Consider crowd control/response teams to quell disturbances in parking lots 
	


	INITIAL PLANNING ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 3. Assessment of External Factors Affecting Scope of Event Impact

	(
	· Available resources
	· Assess available personnel and equipment based on event time/place of occurrence, other planned special events, and equipment status

· Input into IMPLEMENTATION ACTIVITIES CHECKLIST
  
	· Available resources refer to the quantity and experience of personnel and equipment available to plan and conduct day-of-event travel management operations

· A special factor that may place significant strain on available resources involves the occurrence of planned special events at a venue under reconstruction, which places additional demand on the amount of traffic management team personnel and equipment resources needed to manage events hosted by the venue during its reconstruction
	

	(
	· Weather
	· Assess potential for conditions to impact travel demand, road/site capacity, or both

· Input into TRAFFIC MANAGEMENT PLAN CHECKLIST
	· In winter, snow banks in permanent venue parking areas reduce the number of on-site parking spaces required for an event sell-out

· Rain can create significant problems for unpaved parking areas and access roads

· Weather conditions may have a significant impact on attendance (e.g., increased attendance or reduced attendance) and/or the rate of arrivals and departures at some special events
	

	(
	· Concurrent roadway construction
	· Assess potential reduction in available capacity on freeways/arterials serving the planned special event venue

· Assess localized impacts, including restricted traffic circulation  

· Input into FEASIBILITY STUDY CHECKLIST and TRAFFIC MANAGEMENT PLAN CHECKLIST
	· Identify road construction activities in all jurisdictions within a certain travel time or distance radius, equivalent to the event market area, of the event venue
	

	(
	· Concurrent planned special events  
	· Assess characteristics (e.g., increased traffic demand, road/lane closures) of concurrent planned special events on potential to reduce available capacity on freeways/arterials the subject planned special event

· Assess localized impacts, including reduced parking supply caused by other area planned special events and restricted traffic circulation

· Input into FEASIBILITY STUDY CHECKLIST and TRAFFIC MANAGEMENT PLAN CHECKLIST
	· Meet with area venue operators and determine a timeline of planned special events in the region, particularly those affecting the transportation system serving the subject planned special event

· Obtain information, including attendance estimates, on planned special events occurring in other metropolitan areas and areas with large venues within a certain radius (e.g., 50 or 100 miles)
	


	INITIAL PLANNING ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 4. Contingency Planning

	(
	· Need for developing a traffic management plan that is scenario-based

· Need for considering and planning for a range of possible unplanned scenarios

· Need for determining changes in operation due to unplanned scenarios
	· Input into TRAFFIC MANAGEMENT PLAN CHECKLIST 
	· Weather

· Severe weather outbreak

· Flooding on event site access routes

· Flooding in event parking areas

· Parking during wet weather

· Security threat

· Major traffic incident

· Delayed event

· Event cancellation

· Absence of trained personnel and volunteers on the day-of-event

· Equipment breakdown 

· Demonstration or protest

· Unruly spectator behavior

· Overcrowding

· Event patron violence
	


	INITIAL PLANNING ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 5. Event Operations Planning

	(
	· Performance Goals and Objectives
	· Identify Performance Goals and Objectives for: 

· User Event Patron

· Non-Attendee road user

· Bus user


	· Minimize travel delay to and from event

· Minimize conflict in vehicle flow

· Minimize travel safety hazards

· Increase automation of traffic control

· Maximize parking ingress/egress

· Maximize freeway off-ramp/onramp flow rates

· Disseminate accurate, timely and consistent traveler information

· Maintain required parking and access for local residents and businesses

· Maintain access for emergency vehicles

· Disseminate accurate and timely information on traffic plan and access passes 

· Maintain reliable and frequent bus service

· Minimize bus headways

· Disseminate accurate and consistent Park-N-Ride information
	


	INITIAL PLANNING ACTIVITIES

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 6. Selection of Measures of Effectiveness

	(
	· Identify Internal MOEs for stakeholder evaluation
	· Determine data requirements, collection methods, and specific measures in event operations planning phase in order to collect data and log activities on the day(s)-of-event

· Select performance measures beneficial to stakeholders in helping them evaluate traffic management team activity

· Consider measures that assess the quality of activity and not just quantity
	Example internal MOEs include:

· Time required to deploy and remove strategies

· No. of road/lane closures and time/duration

· Traveler information device day-of-event message log

· No. of traffic signal timing changes

· No. and type of service patrol assists

· No. of messages transmitted between personnel
	

	(
	· Identify External MOEs identifiable by public
	· Determine data requirements, collection methods, and specific measures in event operations planning phase in order to collect data and log activities on the day(s)-of-event

· Select performance measures clearly experienced by most spectators attending a special event and are factors most likely to be noted by the public

· Consider measures that serve as key inputs into planning for the next event occurrence
	Example external MOEs include:

· Volume of traffic on facilities serving event

· Travel time and delay on highways and streets

· Average vehicle occupancy and modal split

· Parking occupancy and arrival/departure times

· No. of traffic incidents and clearance times
	


ADDITIONAL NOTES FOR INITIAL PLANNING ACTIVITIES CHECKLIST:

Event Operations Information and Travel Data





Previous Event Occurrences








Event Security for Unexpected Events





Fan Celebration after Team Victory





Ticketless Event Patrons Causing Overcrowding at Events





Demonstration / Protest at Politically / Socially Controversial Events





Concurrent Roadway Construction





Event Operations Planning








Need to Consider and Plan for Possible Unplanned Scenarios





Need to Develop a Scenario-Based Traffic Management Plan





Performance Goals and Objectives Incentives





Concurrent Planned Special Events





Stakeholder Contacts





Need to Determine Changes in Operation Due to Unplanned Scenarios





Selection of Measures of Effectiveness





Identify Internal MOEs for Stakeholder Evaluation  





Identify Internal MOEs Identifiable by the Public





Weather





Available Resources





Contingency Planning





Assessment of External Factors Affecting Scope of Event Impact





Assessment of Event-Oriented Risks





Information and Data Collection





Post-Event Activities





Day-of-Event Activities





Implementation Activities





Traffic Management Plan





Feasibility Study





Initial Planning Activities








Initial Planning Activities Checklist
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