Safety Form
SPONSOR DETAILS:
	SPONSORING GROUP NAME
	

	EVENT ORGANIZER
	

	EVENT ORGANIZER EMAIL 
	

	EVENT ORGANIZER CELL PHONE
	

	EVENT ORGANIZER OFFICE PHONE
	

	ALTERNATIVE CONTACT PERSON
	

	ALTERNATIVE CONTACT PERSON CELL PHONE
	



EVENT BASICS:
	NAME OF EVENT
	

	EVENT DESCRIPTION
	

	EVENT PURPOSE
	

	EVENT LOCATION
	

	EVENT DATE/DAY
	

	EVENT TIMES
	

	EVENT SETUP/TEARDOWN TIMES
	

	WILL THERE BE ALCOHOL?
	

	ARE YOU REQUESTING ROAD CLOSURES?
	

	     IF SO, WHICH ONES?
	

	WILL FIREWORKS OR HAZARDOUS MATERIALS BE PRESENT?
	

	WILL YOU HAVE TENTS – Number and size?
	

	WILL YOU HAVE FOOD TRUCKS?
	



This form is intended to assist event organizers in the development of required safety plans and to raise awareness of safety responsibilities for special events within the City of Broken Arrow. All events are required to submit a Public Safety Form.
Event details pertaining to security staffing details must be submitted to the police department and fire department for review, discussion and staffing recommendations no later than 90 days prior to the event.
The Community Development Department will provide an estimated cost once all details and estimates are received.
The Broken Arrow Police Department and Broken Arrow Fire Department will determine the number of officers and type of services needed for an event. If recommendations are not followed, events may be cancelled.
Important
It is critically important for event organizers to be as accurate as possible in terms of estimating attendance! The approved safety plan will revolve around estimates from event staff. The City of Broken Arrow cannot with any degree of reliability predict the anticipated size of your crowd. For example, if you report an estimated 10,000 people will be present at your event, please expect to have a safety recommendation calculated around YOUR estimate. Knowingly underestimating event size may result in event cancellation.
For any questions completing this information, please contact Kendra Carlson at 918-259-7000, ext. 7420.
Approved Security Personnel:
	Unarmed Security Guard*
	CLEET Licensed/Bonded

	Armed Security Guard*
	CLEET Licensed/Bonded

	Broken Arrow Police Officer – Off Duty, hired through FOP Lodge #170
	CLEET Certified/Police Commission

	Broken Arrow Police Officer – On Duty, hired on assignment for event
	CLEET Certified/Police Commission


*CLEET certified armed and unarmed guards are to be hired from the open market.
POLICE OFFICERS AVAILABILITY FOR YOUR EVENT – To be completed by BAPD Operations Division Major or designee PRIOR TO DISTRIBUTION TO EVENT ORGANIZATION. Request for officers must be posted 30 days prior to event.
Security Staffing Worksheet Instructions:
Please complete the table below. If your event will not be operational during hours listed, please leave the information blank or place a “0” in the box.
Complete the lines from left to right and total the columns when finished.
IMPORTANT: The worksheet is designed to give the event organizer an economy of scale when it comes to managing cost estimates. For example, if an event had maximum need for staffing (based on crowd numbers) between opening and 10 p.m. (requiring 8 officers) and the crowd dwindled to half that by 11 p.m., it would be acceptable to request some of the security staff be released. Thus, an event organizer's cost would be reduced. Early personnel release will be done in agreement with and subject to the approval from the on-site police event supervisor.
When it comes to overtime assignments COBA Officers have a two-hour minimum in most cases. Please factor this into your budgetary planning.
BAPD/BAFD will review the worksheet and make a final determination. Road closures often require additional personnel. 
Special Event Security Plan Worksheet
Date: _____________ Please use additional sheets for additional dates.
	Time
	Crowd Estimate
	Time
	Crowd Estimate

	Midnight
	
	Noon
	

	1:00 a.m.
	
	1:00 p.m.
	

	2:00 a.m.
	
	2:00 p.m.
	

	3:00 a.m.
	
	3:00 p.m.
	

	4:00 a.m.
	
	4:00 p.m.
	

	5:00 a.m.
	
	5:00 p.m.
	

	6:00 a.m.
	
	6:00 p.m.
	

	7:00 a.m.
	
	7:00 p.m.
	

	8:00 a.m.
	
	8:00 p.m.
	

	9:00 a.m.
	
	9:00 p.m.
	

	10:00 a.m.
	
	10:00 p.m.
	

	11:00 a.m.
	
	11:00 p.m.
	



Security Personnel Matrix (for budgeting purposes)
Non-Alcohol Event
	[bookmark: _Hlk86835153]Estimated Crowd
	26 to 100
	101-1,000
	1,001 to 3,000
	3,001 to 5,000
	5,000+

	Number of Security
	1
	3
	5
	6
	12+



Alcohol Event
	Estimated Crowd
	26 to 100
	101-1,000
	1,001 to 3,000
	3,001 to 5,000
	5,000+

	Number of Security
	1
	4
	6
	8
	12+



Please attach site plan.
Additional security is necessary for road closures.
	Submitted by:


	Signature
	Date:

	Community Development:


	
	



Safety recommendations and estimated cost:
