Planned Special Events: Checklists for Practitioners


DAY-OF-EVENT ACTIVITIES CHECKLIST

The checklist on day-of-event activities presents steps summarizing activities facilitating the actual implementation and operation of the traffic management plan, in addition to real-time conditions monitoring, before, during, and after the event.  These activities support real-time traffic management and control decisions during the day-of-event and provide key performance evaluation data for future planning. Information related to the steps discussed below can be found in the Managing Travel for Planned Special Events Handbook, which can be accessed at http://ops.fhwa.dot.gov/program_areas/sp-evnts-mgmt.htm.  The figure below summarizes the types of assessments made for each of the four steps in the day-of-activity checklist: 
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	DAY-OF-EVENT ACTIVITIES CHECKLIST

	APPLIES?
	ASSESSMENT
	IF CHECKED
	TIPS / EXAMPLES
	USER NOTES

	Step 1. Traffic Management Team Management Process

	(
	· Traffic management team stakeholders
	· Identify stakeholders responsible for managing travel on the day-of-event

· Identify agency operations managers and field personnel comprising interagency traffic management team
	· The traffic management team includes not only many of those stakeholders that have been involved during the event operations planning phase, but all those who may be involved for the first time on the day of the event.  This includes other event support stakeholders (e.g., traffic control contractors), other stakeholder representatives (e.g., emergency management agency), and volunteer personnel
	

	(
	· Incident Command System (ICS)
	· Adopt a formal management process to establish agency functional responsibilities, implement a chain-of-command, and clarify decision-making so to ensure successful traffic management plan deployment

· Apply Unified Command – an ICS management process – to create an integrated traffic management team consisting of involved multi-disciplinary and multi-jurisdictional stakeholders 

· Designate agency representatives in Unified Command, i.e., representing all involved agencies with jurisdictional or functional authority and charged with making consensus decisions under Unified Command
	· Two approaches for managing a large venue site area characteristic of major planned special events include dividing the site into distinct geographic areas and either (1) assigning a different agency(s) with the same functional authority(s) to each of the areas, and establishing a Unified Command structure consisting of a representative from each involved agency or (2) establishing a Unified Command structure for each defined area for the purpose of implementing tactical operations applicable to that area, provided a Unified Area Command exists for managing the overall planned special event objectives and strategies
	

	(
	· Resource planning
	· Determine the scope and amount of resources required on the day-of-event.

· Evaluate needed personnel resources and scheduling

· Identify resources in advance in case the traffic management team needs more resources than planned to implement the traffic management plan
	· Personnel scheduling considerations include: (1) what type and quantity of skilled personnel are needed, (2) where should personnel be deployed, and (3) what responsibilities will individual personnel have?

· Resources need to be available during the periods of event ingress, the event itself, and event egress

· Most day-of-event field personnel will work in areas different from their normal, day-to-day work location

· Depending on the length of the event, a second shift may have to report to handle egress

· Consider how quickly staff and other resources can be deployed incase the event ends sooner than expected, thus causing early departures
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	Step 2. Multi-agency Command Post Designation

	(
	· Primary command post
	· Establish multi-agency command post Determine command post location: on-site versus off-site
	· A permanent transportation management center (TMC) may serve as the primary command post as many of the communications resources and other needed tools are already in place at the TMC

· Determine command post location: on-site versus off-site

· Advantages of a single command post include: (1) key agencies are represented in a single location and (2) communications among agencies are simplified
	

	(
	· Secondary command posts
	· Establish agency-specific or function-specific command posts

· Determine location of command post(s)
	· Mobile command posts represent secondary, agency-specific command posts and are common for larger events for more effective management of field operations and better span-of-control

· Agencies operating a secondary command post still staff a ranking representative at the interagency (primary) command post

· An advantage of secondary command posts is that event management can be more easily switched if a problem develops at the primary command post
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	Step 3. Traffic Management Plan Evaluation during Day-of-Event

	(
	· Briefing schedule and location
	· Develop briefing schedule as necessary based on traffic management team composition and characteristics of event
	· Scheduled briefing meetings may not be required for small-scale events involving few agencies

· Briefing meetings may take place at regular intervals during expected lulls in activity during the event day, at the end of each event day for a multi-day event, and/or at the end of a shift change in the command center
	

	(
	· Protocol for evaluation and implementation of recommended changes
	· Identify ranking representative of each stakeholder agency participating in briefings

· Prepare day-of-event briefing agenda

· Ensure consensus on recommended changes
	· Typical agenda items comprising an interagency briefing on real-time conditions and day-of-event activities include: situation status, objectives and priorities, current organization and resource assignments, communications, concerns and related issues, and recommended changes

· Consensus is required to ensure everyone affected is aware of a traffic management plan change and any concerns with the proposed changes are addressed and overcome
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	Step 4. Traffic Monitoring on Day-of-Event

	(
	· Surveillance of real-time conditions on day-of-event
	· Determine use(s) of surveillance information

· Identify surveillance methods

· Activate traffic surveillance plan
	· Surveillance information may be used to: (1) measure traffic and environmental conditions in real-time, (2) make control decisions, (3) disseminate traveler information, and (4) monitor and evaluate system and plan performance
· Surveillance methods include automated techniques (closed-circuit television) or manual methods (field personnel observation and reporting)

· Overhead helicopter surveillance 
	

	(
	· Performance measures
	· Establish applications for performance measures

· Determine statistics or measures that can be obtained from traffic monitoring
	· Apply performance measures to: (1) identify locations or corridors with poor performance, (2) identify potential causes and associated remedies, (3) identify specific areas that require improvements / enhancements for future events, (4) provide information to decision-makers and the public, and (5) provide input to post-event evaluation

· Example transportation system performance measures include congestion delay, travel time, travel speed, change in travel mode, and change in transit ridership
	

	(
	· Data collection
	· Determine methods for collecting data used to compute performance measures

· Assess need and method for archiving collected data

· Activate data collection
	· Data collection methods include: (1) road sensors for measuring traffic flow parameters, (2) vehicle probes for collecting data on travel times and origin-destination information, (3) CCTV systems for viewing real time video images of the roadway, (4) traffic signal and system detectors to measure congestion on streets, (5) manual methods for collecting traffic (volume/speed) and parking (demand/occupancy) data

· Stakeholders can archive raw data for use in future event feasibility studies and evaluation reports

· Exercise great care in collecting performance evaluation data in order to ensure data quality and consistency

· Maintain counters

· Monitor travel times and intersection operations
	

	(
	· Set Traffic Control
	· Implement traffic control per traffic control plans for ingress

· Change traffic control to normal

· Change traffic control fro egress
	· Set temporary signs, barricades, cones and other traffic control devices

· Monitor traffic flow and amend on site as necessary

· Maintain traffic control devices – knockdowns and blow over.
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