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Matamata Chamber of Commerce 
CHRISTMAS PARADE
Saturday 4th December 2021 - 11am
[image: ]The following is a Health & Safety Plan prepared for the Matamata Chamber of Commerce Christmas Parade which will be held on Hetana Street/Broadway/Arawa Street, Matamata, on the 4th December 2021, commencing at 11am until approximately 12.30pm  
This plan is applicable to all parade participants and spectators, Chamber staff, entertainers, stall-holders, contractors, float providers and volunteers at this event.
PARADE HEADQUARTERS IS the Matamata I-SITE Visitor Centre, 45 Broadway, Matamata – referred to in this document as the’ I-SITE VISITOR CENTRE’
PARADE MANAGER – Steve Edwards 027-204-2946
PARADE CO-ORDINATOR – River Price -027-274-3233
Important Information
The Matamata Chamber of Commerce 
· Prohibits the throwing of lollies from floats.
· Requests  that you ensure that all people on your float are kept safe at all times





The Health & Safety at Work Act (2015) has prompted the organisers of the Matamata Chamber of Commerce Christmas Parade to enforce the following terms and conditions which must be strictly adhered to:
Protect yourselves and others. You are required to take all steps to ensure that anything you do with respect to the Matamata Chamber of Commerce Christmas Parade does not harm or injure yourself or others (either parade participants or the general public).
Participating vehicles/floats. All float operators must ensure vehicles and floats are safe and in good operating order. All floats must be constructed with safety in mind. All props should be fastened securely. Young children should not be positioned close to the edge of a moving float without a safety rail or sides. Passengers should not be under 5 years of age. Where necessary, floats should include a safety barrier or a rail for standing passengers to hold on to in the event of sudden stopping. All vehicles/floats must drive at a steady walking pace in the parade. All parade vehicles must be registered, have a current WOF certificate, and insurance. All floats using power or generators must use an isolating transformer in case of wet weather.
The risk of electrical shock from any equipment due to adverse weather (or other factors) will be minimised by the normal practise of using isolating transformers and through the protection of leads and points with RCDs and circuit breakers. These will be the responsibility of entertainment or display group.
Attached is a letter of indemnity which must be completed and returned prior to the parade. If this is not received, your vehicle may be excluded from the parade. A copy of this document must be given to the driver of your float vehicle.


1. Traffic Management
A Traffic Management Plan (TMP) has been approved by J Swap Contractors Limited (Matamata) on behalf of the New Zealand Transport Agency (NZTA), Matamata-Piako District Council and the Matamata Chamber of Commerce
This plan outlines: 
· Volunteers, Contractors and Float Providers descriptions
· Emergency Procedure 
· Emergency Services 
· First Aid 
· Event Headquarters / Information Centre / Lost Children 
· Security 
· Toilet Provision 
· Electrical Guidelines 
· Crowd Control 
· Traffic and Parking 
· Hazards 

1. Volunteers– “Volunteer” refers to all unpaid personnel involved in the Matamata Chamber of Commerce Christmas Parade 
· Volunteers are being used to assist with set-up of the parade, and management of the floats 
· All volunteers (on-site for the duration) will liaise with the PARADE CO-ORDINATOR.
· An event briefing will be held at 10am on Saturday 4th December 2021 outside the i-SITE Visitor Centre (Hetana St car park entrance)
· The Matamata Chamber of Commerce will provide volunteers with water (if required)  
· Matamata Kiwanis volunteers will have clear identification on the day.
· Volunteers and contractors are to be prepared for all weather conditions including being sun smart against harmful UV rays on a sunny day, or wrapping up in inclement weather.
There is to be NO consumption of alcohol by volunteers whilst on duty or breaks.

1. Float Providers refers to any group or individual entering a float. 
Float Providers Rules:
· Do not throw lollies from your float
· Float speed is to go no faster than the head police car 
· If your float has a particular effect that may be regarded as unsafe, that being a vintage vehicle, or a piece of machinery which may cause failure and endanger the public, you are required to question whether it is appropriate that your float is entered into the parade.
· If a float is unsuitable the PARADE MANAGER or PARADE CO-ORDINATOR may request that it be modified or withdrawn from the parade.  Reasons for this may include:

· Too Large
· Difficult to manoeuvre around corners
· Restricts driver vision
· Has exposed drives or energy sources
· Has exposed sources of energy or heat (such as open fire or barbecue)
· Any other risks to spectators
Please inform the Parade Co-ordinator if you have any questions regarding this requirement.

1. Give-aways: Absolutely no give-away items may be distributed during the parade. This includes balloons and sweets. Leaflets are not to be handed out through the spectators during the parade. Some give-aways may be handed out prior to the start of the parade at the i-SITE Visitor Centre with the permission of the parade manager.
1. General Emergency Procedures
All parade staff, volunteers and contractors and float providers have been asked to read this plan. 
Staff, volunteers, contractors and float providers are to report any emergency immediately to the PARADE MANAGER or CO-ORDINATOR who will be at the I-SITE VISITOR CENTRE or contactable by staff at the I-SITE VISITOR CENTRE –Matamata Chamber of Commerce/i-SITE staff will coordinate emergency procedures should they occur.
 If volunteers, contractors or float providers at any time feel they are in danger they are to report immediately back to the PARADE CO-ORDINATOR or the PARADE MANAGER at the I-SITE VISITOR CENTRE.
 In the event of a member of public sustaining an injury, volunteers, organisers and float providers –are to:  
· Ensure their own safety first,
· Stay with the patient, 
· Send someone to the I-SITE VISITOR CENTRE to request assistance 
· Try to keep patient calm,
· Await further instruction from medical staff or the PARADE MANAGER OR PARADE CO-ORDINATOR. Note: Emergency services – police/fire/ambulance – will be in attendance throughout the event. 
1. Evacuation Area
An evacuation area has been designated at the Hetana Street Plantation (behind the i-SITE Visitor Centre), noted on the map (see back page of this document).
1. Hazards
 Report hazards or incidents to the PARADE CO-ORDINATOR or PARADE MANAGER
	
1. Fire Emergencies
Volunteers, contractors and float providers are not to attempt to put out fires unless they are certain that they can do so without jeopardising their own safety. An extinguisher is located at the I-SITE VISITOR CENTRE
1. Emergency Services 
A vehicle access point has been designated for emergency services vehicles in Hetana St, outside the i-SITE VISITOR CENTRE 
1. Alcohol and Drugs
Where illegal substances are in use then the police shall be contacted in all circumstances without exception. 

1. First Aid 
St John Ambulance will attend to all emergency situations requiring first aid. The parade has been registered with St John Event Health Services, with staff based out of the Hetana St car park behind the i-SITE Visitor Centre. Incidents along the route will also be attended to by St John staff.
1. Children 
All children participating in the parade must be under the direct supervision of an adult at all times. Large walking groups of children must be supervised by adults at a ratio of at least 10:2.
Prior to the parade all participants, especially children, should be instructed where to meet by a leader of your group. 
Children must be supervised in the float assembly area – Hetana St car park - at all times. This is a very busy area with lots of moving vehicles and equipment. Vehicles manoeuvring must be done with a spotter or marshal in place. 
Any children who are lost must be taken to the I-SITE VISITOR CENTRE. 
1. Security 
In the event of security risk, volunteers, contractors and float providers are to:
· Ensure their own safety first,
· Report the incident to staff at the I-SITE VISITOR CENTRE to request assistance, 
· Await further instruction from the PARADE MANAGER or PARADE CO-ORDINATOR
In the event of evacuation, volunteers, contractors and float providers are to:
Direct all activity participants and spectators to the designated evacuation area
Security will be provided by Kiwanis who will be positioned outside the I-SITE Visitor Centre and at both ends of Hetana Street for the duration of the event, in varying numbers, from 7am until 11am.
The police have been advised of the event and will be in attendance. 
Participants and spectators are responsible for their personal security and property including vehicles and valuables. Organisers advise that private vehicles be locked at all times and valuables be hidden from view. The Matamata Chamber of Commerce will not be liable for any injury, loss, damage or theft.   
1. Toilet Provision
Public toilets are located at the corner of Hetana Street and Arawa Street
1. General Guidelines  
All volunteers, contractors and float providers are to:
• Observe and obey all warning signs/instructions
· Report all injuries 
• Get first aid promptly 
• Report all fires and emergency situations 
• Ensure appropriate rest periods are taken to ensure an individual is not adversely affected 
• Only use equipment you are certified trained or have the skill to use 
• Dispose of waste 
• Wear appropriate clothing and footwear 
• Animals, including pets but not including service animals, are not to be brought to the parade by anyone including volunteers 

1. Traffic and Parking 
• Parking is available for parade participants in the surrounding streets. Please avoid using Hetana St car park which will be used for children’s activities and parade marshalling
• A road closure will be in place from 9.30am – 2pm, 4th December 2021

1. Important Notes 
• All float parade participants MUST sign this Heath and Safely document and return it to the i-SITE Visitor Centre upon registration, agreeing that they understand/and will abide by the conditions of the parade. Hard copies are available at the i-SITE
• A Risk Register will be held at the I-SITE Visitor Centre and completed accordingly.
Parade Route

EVACUATION AREA
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PARTICIPANT DETAILS:
Group name

Email

Phone

Group Leader

FLOAT/VEHICLE DETAILS:
Vehicle Make

Registration No.

Vehicle Description

In consideration of the acceptance of our/my entry and of my/our being permitted to take part in the above event, I/we agree to abide by the rules established by you, a written copy of which I/we have received, and all proper directions given to me/us on the day of the event by you and your appointed marshals and to save harmless and keep indemnified the Matamata Chamber of Commerce Christmas Parade organisers, together with other entrants or passengers, you and their respective servants, representatives and agents, from and against all losses, actions, claims, costs, expenses and demands in respect of death of or injury to or damage to the property of myself, my driver(s), passenger(s) or any other persons arising out of or in connection with this entry or my taking part in this event.
Signature:

Date


Bottom of Form
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